
Submitting an Individual Request for CE form in Public Portal 

Licensees should follow these instructions to request up to nine elective hours for real estate-related 
courses that are not currently approved in Kansas. Requests must be received 15 days prior to license 
expiration date. Do not use this form for courses listed in the Directory of Approved CE Providers and 
Courses. Contact the education provider to issue your Kansas course completion certificate to ensure 
Kansas requirements have been met. The Commission will not process an incomplete application. 
Contact kreceducation@ks.gov with questions. 

Navigate to: https://aca-prod.accela.com/KANSAS and login to your account. 

1. Once logged in, click “KREC Licenses” 

 

2. Then click “Apply for License or Submit Request” 

 

3. Select your license from the drop down menu. Your license information will auto populate. Click 
Continue. 

 
4. Click “KREC Education Courses” and then click the radio button next to “Education Individual 

Request for CE” and then “Continue” 
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5. You will be directed to a new page where your name and license information should be 
displayed under “Licensee Information.” These fields cannot be edited at this point. 

 

6. Complete the fields under Course and Provider Details. Click Continue. 

 

7. Click “Add” to upload completion certificates and outlines for the course. Additional documents 
are required for distance courses. These documents are required to proceed.  

 



8. A File Upload window will pop up. Click the Add button and locate your document. Continue 
clicking Add and locating documents until you have uploaded everything. Click the Continue 
button to proceed.  

 

9. You will be asked to select the document type for each document. Choose from the Type drop 
down menu for each item. Click the Save button at the bottom of the page. You will then see a 
confirmation page indicating that each document has been successfully uploaded. Click Continue 
to proceed.  

 

10. You will be directed to a summary page of your application. You may click the Edit button located 
in any section if changes need to be made. After selecting the check box at the bottom of the 
page, click the Continue button to proceed to the payment page.

 



11. Click Continue Application to be directed to the payment page. You will then fill out the Credit 
Card Information page. You must do this for each course.  

 

12. After payment has been submitted, you will be directed to a confirmation page. Within a few 
hours, a payment receipt will be sent to the email on file. (Check your spam folder.) 

 

13. Click the KREC Licenses Tab to submit additional Individual Request for CE applications or click 
My Records to check the Status of your pending application.  

 
 

14. In the Records list, you will see your pending Education Individual Request for CE form has been 
submitted. Once your request is reviewed, this status will change to Approved or Denied. You 
will also receive an email notifying you of approval and the credit will appear on your account.

 
 


