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Invitation Link

When a Dealer sends an invite, you will receive an 

account set up email to your registered email 

address. Click on the link; you will be navigated to 

the Change Your Password page.

Salespersons can’t Register their account in the 

Portal. Only Dealers can create an account for the 

Salespersons and invite them to the portal.
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Password Reset

1. Enter New Password and confirm 

2. Click ‘Change Password’ button

Make sure that the password meets the given 

criteria.
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Login

1. Return to the login page and enter Username 

and Password

2. Click ‘Log in’ button

If you can’t remember your password, click ‘Forget 

password?’.
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Licenses

1. Click the Licenses tab from the toggle menu 

bar

2. Click New Application

You can also perform the below tasks from this 

page:

● Withdraw Application

● Request Admin Changes

● View All Licenses

● View All Applications
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Licenses

1. Select Salesperson License Type from the 

drop-down list

2. Click Next

No key points.
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Licenses - Agency Disclosure

1. Click the Required Agency Disclosure for all 

the Applicants’ and read the disclosure

2. Check the attestation box

3. Populate other fields, if necessary

4. Click Next

● This is a step-by step process for creating a 

new License application

● You can see all the section headers on the left 

side of the page

● If you have an application in progress, you will 

not be able to create a new application
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Licenses - Identification

Populate the required fields.

● Name and Email Address fields are 

pre-populated based on the information that 

the Dealer has entered while sending an 

invite.

● Fields marked with * are mandatory 
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Licenses - Identification

1. Populate required information

2. Click Next

● At any stage, you can Save and Exit the 

application

● The pending application can be found in the 

Unsubmitted tile on the Dashboard

● You can go back to the previous page by 

clicking the Back button.



Instructions 

Key Points 

13

Dealer Information

1. Dealer Information will be pre-populated. 

Review it

2. Click Next

No key points.
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Licenses - Questions

If you select No for the first four questions, there 

won’t be any actions. If you select Yes, you will 

have to upload supported documents in the 

Documents Upload section outlined in the next 

step. 

No key points.
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Licenses - Questions

1. If you select yes, to “Are you a citizen or 

national of the United States”, you will have 

to provide legal documentation (which 

identifies your name, and status as a U.S. 

Citizen) in the Documents Upload section.

2. Click Next 

If you answer is No, provide written documentation 

identifying the country of which you are a citizen 

and documentation to demonstrate your legal right 

to live and work in the United States in the 

Documents Upload section.
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Licenses - Document Upload

1. Click the download icon. Fill the documents 

and notarize using an e-signature or sign 

manually by taking printouts

2. Click the Upload Files button and upload the 

notarized documents  

3. Click the View Files button to view the 

documents 

4. Click Next

● For all the documents that would accept an 

e-signature, sign electronically and upload 

● You can upload multiple documents one-by-one 

by clicking on Upload Files button

● If you require time to notarize the documents and 

will return to the application, click Save and Exit

● Hover over the i to view the help text
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Licenses - Signature Page

1. Click on the download icon to download the 

signature page. Sign it

2. Click Upload Files button and upload 

Signature Page

3. Check the Attestation statement

4. Click Next to proceed

No key points.
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Licenses - Pay and Submit

1. The Total Fee to be paid will be displayed on 

the screen

2. Click the Pay button to be directed to the 

State of Arizona Checkout Utility page

No key points.
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Licenses - Pay and Submit

1. You will be directed to the Payment 

Information page

2. Populate the Payment Information

3. Select the Card Type by checking the radio 

button

4. Provide the Card Details

5. Click Continue

Credit cards issued by a foreign bank or entity are 

not accepted due to security measures. Use a 

secured or prepaid credit card issued by a U.S. 

entity or bank.

1

2

3

4

5



Instructions 

Key Points 

20

Licenses - Pay and Submit

Review the order details.

No key points.
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Licenses - Pay and Submit

Scroll down and click Authorize.

No key points.
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Licenses - Pay and Submit

You will land on receipt page

1. Click Continue

You can download the receipt by clicking the 

Download Receipt button.
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Licenses - Pay and Submit

Once you click Continue, you will be redirected to 

Pay and Submit page

1. Click Submit to Dealer’s Qualifying Party 

To view the receipt, click View Receipt.
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Dashboard

No instructions.

All the submitted License Applications will be 

submitted, and found in the “Submitted” tile on the 

Licenses Dashboard.
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Withdraw Application

1. Navigate to the Licenses page 

2. Click Withdraw Application

You will be able to withdraw a license application 

as long as the application is in the “Submitted” 

status.

1

2



Instructions 

Key Points 

27

Withdraw Application

Select the application that you want to withdraw 

and click Withdraw Application.

No key points.
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Withdraw Application

A confirmation window will pop-up on the screen

1. Provide the reason for withdrawal 

2. Click Confirm to change the status of the 

application on the dashboard to “Withdrawn”

The licensing department will receive a notification 

when the application is withdrawn.
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Complaints and Appeals

1. Click Complaints and Appeals tab from the 

toggle menu bar

2. Click Create new Complaint

No key points
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Complaints and Appeals

1. Populate complainant Phone Number

2. Populate Mailing Address
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Complaints and Appeals

1. Check the ‘Same as Mailing address’ box if the 

Unit Address is same as Mailing Address (If 

not, you need to enter Unit address as well)

2. Click Next

No key points
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Complaints and Appeals

Search for Manufacturer License, Dealer License 

and/or Installer Licenses using the respective 

search fields.

● You can associate either of three or all the 

three Licenses to the complaint

● You can search by the License number or by 

the Name 
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Complaints and Appeals

Scroll down and click Next to continue.

No key points
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Complaints and Appeals

1. Populate Unit Information

2. Select Unit Type from the dropdown list

● If you have selected a Unit Type that is not 

eligible to file a complaint, you will see a note: 

‘This department does not regulate. If you have 

made an error please go back and select the 

correct Unit Type’

● Consumer will be eligible raise a complaint after 1 

year from the Unit’s date of Purchase or 

Installation (whichever date is later)
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Complaints and Appeals

Click Next

No key points
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Complaints and Appeals

1. Click Upload Files and upload supported 

documents

2. Click Next

Purchase Agreement/Contract and/or Addendum/ 

Change Order  document(s) is mandatory.
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Complaints and Appeals

1. Describe your issue in the Issue Description 

field

2. Click Add Issue if you want to register another 

complaint/issue individually

3. Click Next 

No key points
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Complaints and Appeals

1. Check the Acknowledgement box

2. Enter your Name

3. Click Submit; the complaint will be filed

No key points
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Complaints and Appeals

1. Navigate to Complaints and Appeals on the 

Dashboard

2. You will find the filed complaint under the 

Submitted tile

No key points
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