
State Board of Examiners of Plumbing, 
Heating and Fuel Piping Contractors 

 
Welcome to the step-by-step tutorial for our online services. 

 
Visit our website at www.nclicensing.org and click on the Log-In link  
at the top of the home page to begin using our online services. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.nclicensing.org/


You will then see the log-in screen. Click on the Login link. You will then automatically leave 
the Board’s public website and be taken to the Board’s secure online services website. 
 
 
 
 

 
 
 
 
 
Enter your User ID and password.  This information was included on the 2013 renewal forms 
that were mailed to all licensees.  If you did not receive the information, or have misplaced it, 
please use the Forgot Password and/or Forgot User ID links. If we have a valid e-mail address 
in our database, your information will be e-mailed to you.  If we do not have a valid e-mail 
address, this option will not work. You will need to contact our Licensing Coordinator at 919-
875-3612, ext. 203 in order to obtain your information. 
 

 



If you are using the site for the first time, you will be required to set up a user profile. The first 
step in this process is to select three questions and enter your answers.  The questions will 
default to the ones shown below. If you wish to use a different question, click on the small 
black arrow to the right side of the question, which will provide you with a list of alternative 
questions. Select one, then enter the answer in the Answer box. Repeat this for Question 2 and 
3.  After you have answered all three questions, click the Save button. In the future this 
information will be used to verify your identity if you use the forgotten ID or password features. 
 

 
 
 
 
 
The next screen should indicate that your security questions have been changed successfully.  First time users 
will also be required to change your password.  
 

 
 
 
 



Enter your old password that was provided to you. Then enter your new password. You will be given an 
indication if your password is weak or strong. A combination of upper and lower case letters, numbers, and 
symbols will provide a strong password - for example:Zz7&. A simple password will be weak – for example: 
mydog or 1234 – and should not be used. When you have entered the new password twice and are satisfied with 
it’s strength, click the Save button. 
 

 
 
 
The next screen should indicate that your password has been changed successfully, and there will be no further 
red letter warnings in the upper right hand corner of the screen.  At this point, you may begin using the online 
services to renew the license.   
 
You may also do the following:  

- Click on My Account to change your User ID, E-mail address, password, or security questions. 
- Click on Certificate Print to print a copy of your license. 
- Click on Change Address to change your mailing and/or business address(es) 
- Click on Class Search to see classes credited to your license 

(NOTE: The Board no longer records class attendance unless it is required as part of a disciplinary     
               agreement or order imposed upon the licensee.) 

- Click on License Lookup to search for a license. 
 

 



This tutorial will provide instructions for the license renewal process only.  If you need assistance with any of 
the other online services, please contact our office. 
Click on Create/Continue a Renewal to display your license information, then click on the Start button. 
 

 
 
Please read the questions carefully. 
Question 1 gives you the option to enter a different address or select one that is already on file. If your mailing 
address is not correct, you will not receive any mailings that the Board may send from time to time. If it is 
correct, move to Question 2. 
 
Question 2 also gives you the option to enter a different address or select one that is already on file. If your 
physical address is not correct, you may not be shown in a list of licensees if customers are using the License 
Search feature of our website to locate licensed contractors in their area. If it is correct, move to Item 3. 
Enter a valid e-mail address, then click the Next button. 

 



A series of screens will open with questions concerning the business name, the licensee’s qualifications, and 
information about sub-licensees (which you may or may not have). Answer the questions and provide 
comments or call the office if necessary.



 
 



 

 
 



 
 
You will then see a confirmation page, showing all of the information that you have confirmed and/or entered. 
Review the information and correct it if necessary by clicking on the link(s) in the left margin to return to the 
page in question. 

 



The final item on the screen is the attestation statement, which you agree to by submitting the renewal when you 
click on the Create Invoice button. 
 
 
 

 
 
 
You will then see this screen, which gives you the options of printing the invoice and paying the invoice. 
All users should click on this button to activate the license, as it will not show as being active until the button is 
clicked.  You may also print the invoice at a later date. 
 

 
 
 
 
 
 
 
 
 
 



 
You will then automatically leave the Board’s online services website and be taken to the secure site of 
FirstData, the payment processing service used by the Board. Your credit card payment information will be 
encrypted and will sent directly to FirstData. No credit card information is transmitted to, or retained by, the 
Board.  We accept only MasterCard and VISA. 
 
 
 
 
 
 
 

 
 
 
After completing the credit card transaction, you will be returned to the Board’s website. 

 


