
Adding an  

Authorized Representative 

1. The individual being authorized must first register.
2. Select the REGISTRATION link.

3. User Registration screen is displayed.
4. Complete the Account Owner Contact Information, Account Login, Password Recovery and

Security Measures.
5. Click NEXT.



6. Verify registration information to ensure accuracy.
7. Answer the Identification question.
8. Click SAVE.

9. User Registration – Temporary Password Issued screen is displayed.
10. Click RETURN.
11. You will return to the Public Services Main Menu screen.

12. An email will be sent to your email address with a temporary password.



13. Update Default Registration Information screen is displayed.
14. Enter: Old Password, Create New Password, Confirm New Password.
15. Click SAVE.

The registration for the Authorized Representative is complete.  The licensee/permittee will need to 
login and authorize the individual as their representative. 



16. Licensee/Permittee must login.

17. Main Menu screen is displayed.
18. Select Authorized Representative link.



19. Authorized Representatives List screen is displayed.
20. Click ADD.

21. Authorized Representatives – Add screen is displayed.
22. Enter the email address of the Authorized Representative.
23. Click FIND.

24. Authorized Representatives – Add screen is displayed.
25. Select which license/permit you want the Authorized Representative to renew by checking the

box or select All.
26. Click SAVE.



27. Authorized Representatives List screen is displayed.  This screen shows who has the authority to
renew the license/permit on behalf of the license/permit holder.

28. This screen also allows the license/permit holder to add or delete an Authorized Representative.


