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Select, Remove or Replace an Authorized Agent
This How-To-Guide is intended for applicants that have applied for a new license or
are currently licensed and wish to have an authorized agent act on their behalf during
the licensure process. Applicants must have submitted their "Affidavit and
authorization for release of information" form prior to using an authorized agent.

1 Login and navigate to the licensee dashboard. Click "Select Agent"
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2 Enter a partial name to display a list of agents. Click "Search"

3 Click on the agent's name that you want to select
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4 An Authorized Agent Consent Form will pop-up. Mark the "check box" at the
bottom to accept and acknowledge

5 Your Agent will need to approve your request. It will display as "Request
Pending" until accepted by the Agent. If you selected the wrong Agent, simply
Click "Delete" to remove the request
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6 A pop-up appears. "Are you sure?" Click "Delete" to permanently remove the
pending request. Click "Cancel" to exit without removing the Agent.
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7 If your preferred Agent does not appear in the search results, you can add
him/her. Click "Add Agent"
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8 Enter all of the required fields. You must enter a valid email address or the
Agent will not receive notification that a request is pending. Click "Add"
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9 Your newly added Agent will now appear in the search results. Click the Agent's
Name to select
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10 Mark the Check box at the bottom to accept and acknowledge the request
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11 Your Authorized Agent now appears on your licensee dashboard. Your agent will
be notified of your request. Once Agent accepts the request, the pending status
will disappear. You can Click the "Change Agent" icon at any time to replace your
Agent.


