
Online License Renewal Instructions 
Login to the Public Portal  

  To troubleshoot account and online renewal issues, view the License Renewal video tutorials here. Do not create a new account. 
 

Click the My Records tab 

 
Click the black Renew License link next to your license record 
(Link is only available 45-days prior to your license expiration date) 

 
 

 
 

Review your contact info. Click Edit to change your name/email or Actions to 
update address. Then click Continue. 

 

https://aca-prod.accela.com/KANSAS/Default.aspx
https://www.krec.ks.gov/resources/forms-and-instructions/video-library


Carefully review and answer renewal questions then click Continue. 

Select the appropriate license status in the drop down, click Continue. 
(You must maintain an Active license to conduct any licensed activity. This includes receiving a referral fee. 
Choosing Inactive will remove any current affiliation.) 

 

 

 

You will be required to attach supporting documents if you are reporting new disciplinary action, criminal 
 

 

Review your CE and click Continue.  
Renewal may be submitted prior to CE requirement being met. 

 

charges or any unlicensed activity. 



To ADD or REMOVE an affiliation or MOVE your license from one office to another, select the 
appropriate option in drop down. If no changes are needed, click Continue.  
If an option is selected, a separate change record will be created for you and will be visible on your Records screen 
after your renewal is submitted--click 'Resume Application' to complete the request. 

 

 
Review Electronic Consent statement. Click the check box to agree then click 
Continue. 

 

 

Review the summary info. If necessary, click EDIT to modify the info in any section. Scroll to the 
 

 

bottom, read and acknowledge the perjury statement, then click Continue. 



 
 

 
 

  
 

Complete all required fields then click SUBMIT PAYMENT. Do not close your browser; you'll 
be redirected back to the Public Portal once the payment is processed. 

 

 

Renewal submitted. You'll receive a confirmation email with updated pocket 
card once your license is successfully renewed. 

Review fees, click Continue Application.  

Select payment type then click Submit Payment to be redirected to the 
Kansas Payment Portal. 
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