
First Time User 
For now, this portal cannot be used for new County Contractor Applications or new State 

Contractor Enrollments. You may only Renew/Re-Enroll your Licenses and Update your Insurance. 

Below are instructions for the “First Time User”.  

If you are applying for the new Apartment Repair Technician Certification, see Step 2 – 

Register a New Account below. 

1.  Account creation and responsibilities 
The Contractor creates a single account. Contractors are responsible for: 

 Linking their license(s) to their account 

 Renewing their licenses. This is because the Contractor is electronically 
acknowledging the renewal and updates to their license. 

 Updating their insurance, bond and Worker’s Compensation policies 
 

** Office Managers should not create accounts on behalf of contractors. 
 

If you are a first time user you will need to complete the following one-time set up step(s). 

2. Register a New Account. First you must register an account using an email that you would 

like the PZ&B Contractor Certification Division to use for communications with you.  

To start the Register Account steps: 

 Click the Menu icon  in the upper left of the page.  

 Click the “Register Now” button  and follow the instructions in the 

Help link on the “User Registration” page. 

 

(Linking applies only to Contractors) 

 

3. Link your Certification(s) to your Account. Linking your certification(s) to your account 

will allow you to perform your Certification Renewals, update your Insurance (outside of the 

Renewal process) and check the status of your license. State Contractors will need their PIN. 

County Contractors and Journeymen will need the last four digits of their SSN to complete the 

Linking steps. 

 

To start the Link your Certification(s) steps:  

 You must first Register and Sign in 



 Click the Menu icon  in the upper left of the page.  

 Click the “My Profile” button   and then follow the instructions for 

linking my license(s) to my account in the Help link on the “Edit Profile” page. 

 

4. License Related Activities.  After you have linked your license(s) you can perform the 

following activities. 

  Click the Menu icon  in the upper left of the page.  

 Click the menu “Contractors Certification” 

 which will expand to show more menu items. 

Then click menu “My License”  which opens the “License” screen. 

 On the “License” screen you can perform the following activities 

o Renew License. You can renew your license if it is eligible to do so. 

o Update Insurance. You may update your insurance.  

o View License Info. You may view the details of your license. 

o Print Certificate. You may print your Certificate of Competency. 

 

 


