
After logging in to your Licensee Portal, review the "Personal Information" section to make any necessary updates. 
If you make changes, hit "Save".  Next, click on "Duplicate Certificate Request" 

Duplicate Certificate Request

Click "Start"

In "Details / Notes" write a note here.  Use the drop-down to select your license number. 
Then hit "Save & Continue"



Fill in the Facility and Owner information where your Original Certificate is at, then hit "Save & Continue"

Fill in the Facility and Owner information where your Duplicate Certificate will be, then hit "Save & Continue"

Complete the Attestations, then hit "Save & Continue"

Complete the Payment Information and then hit "Process Payment"



Fill in the required payment information, then hit "Continue"

Review the information on the screen, then hit "Authorize"

You will receive a message that your payment was successful.  Hit "Continue" to go back to your portal
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