COLORADO

Department of
Regulatory Agencies

Division of Real Estate

1560 Broadway, Suite 925
Denver, CO 80202-5111

USPAP Audit Instructions

Please follow the step-by-step instructions below.

1. Go to the Division’s new licensing web portal to access your online account.
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HOME MY ACCOUN ONLINE SERVICES ~

o i Welcome
& Access Your Account

(‘ User ID Welcome to eLicense |-

The Colorado Division of Real Estate's Online Services Web Site
****Important Notice****
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Password i : " ”
All current and future licensees need to register in our new elLicense system as
of 711115

Current Licensees

if you are a current licensee, but have not used our online services since we went live on 7/1/15, you
will need to create a new account. Please note that any previous login information is no longer valid
and will not allow you 1o successfully 10g into our new online services

Wid &

Donthave an account? Register Please make sure when you register that you answer "yes" to the second question in the registration
F t Password? Forgot User ID? process that asks if you hold a current license with the division. This will ensure that your new
account connects correctly to your existing license information

A

Business Registration

Ifyou are registering a business, you will need an "Online Registration Number”. You do not
currently have this number, however it is required in the new account registration process. To obtain
your Online Registration Number please contact the division at 303-894-2166. We apologize in

advance for any inconvenience, Note: Individual Proprietors and Mortgage Companies do NOT need
1o register their business

2. Enter your User ID and Password.

& Access Your Account

User ID

] ' € = Enter User ID

Password

( Enter Password
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Donthave an account? Register
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If you forgot either your User ID or password, click on “Forgot User ID” or “Forgot
Password” under the “Log In” button.

.
& Access Your Account

User 1D

Password

Forgot Password

~
-

Don'thave an account? Register

( Forgot User ID

3. Once you have entered your User ID and Password, click the “Log In” button.

& Access Your Account

Password

Log In

Don't have an account? Register

Forgot Password? Forgot User ID?
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4. Go to “Online Services” and choose/click the “USPAP Audit” link under the
“Application/Renewal/Reinstatement” heading.

ONLINE SERVICES =

HOME MY A

I i Welcome I Address Information License Information Employees/Employer Insurance/Bond Disciplinary Information I More ~ -

Welcome to the Division of Real Estate's
elLicense Management Portal.
Please select the appropriate Online Services link below to make updates to your license.

Please Note:
“ 1. If you do not see your current license information under the License Information tab, your account may not be registered properly. Please contact the division to merge
" your license information into your registered account
2t you are renewing your license, and do not see an application option to "Renew/Reinstate” then your license expiration date is probably still over 30 days from
today. I that is not the case. please contact the division
DO NOT select the link titled "Create/Continue an Application for New License" if you are attempting to renew your license!

COLORADO
Department of HOME MY ACCOUNT ONLINE SERVICES «
Regulatory Agencies
Cavisicrs of Pl Dstale
Account Application/Renewal/Reinstatement Anytime License Maintenance
Create/Continue an Application for NEW License nsurance/Bond Update

Change Address
Request Certified License History
Current Information

Check Status of your Application nactivate/Reactivate License Status

Renew/Reinstate Your License Change Requests (name, employer or license level)

Personal Information Change Upload Requested Document Lj
icensee Search
n:]hange your Trade/Business Name USPAP Audit
Print License want to Lookup a Licensee
File a Complaint
List of Licensees Fees/Fines

Generate List(s) Pay Fees

Download List(s)
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5. Click “Start” to USPAP Audit.

ltem A

Board License

= é Start Board of Real Estate Appraisers _

6. Complete USPAP Audit.
Please answer Questions 1-3 and then click “Next”.

=k
Matianal
USPAP Audil

National USPAP Audit

Fields marked with an astensk * are required.

Please nole

1. The T hour National USPAP Course Audit is based on the date of the course completion nol the USPAP Viersion.
2. The 15 hour USPAP cannot be used 1o substitute the 7 hour National USPAP Update Course

3. Do not provide any other continuing education cerificate to the Division.

1. As a condition of renewing your license, you must complete one of the lollowing options:

- sebect one - 13

2. Please indicate the number of credits eamed.
If your elect the pay the noncompllance fae you MUST enter 0 as the number of USPAP credies for this renewal.

X, Please upload a copy of your current USPAP certification.

Mo d (s} uphoaded for this questa

Select a document 1o upload:
| Choose File | No e chasen

File types accepted: bup. doc. docx. eml. gifl jpeg. jpg. pdf. pug. nf uf il ot xls. slsx. ap
| Upload Document |

License renewal will commence November 15. Renewal of licensure Is online only. When you renew your license, you will be required to attest that you completed the required 42 hours of continuing education prior to the renewal of
your license, The 7 hour National USPAF Update Course taken during the two year renewal cycle may be counted toward the reguined 42 hours of continuing education.

Previous MNext Save Progress and Close
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7. To answer Question 1, select either USPAP Course Certificates or Pay Non Compliance
Fee.

1. As a condition of renewing your license, you must complete one of the following options:

v odlcione- = /

CG.040008581

National USPAP Audit
National

USPAP Audit

Fields marked with an asterisk * are required.

Please note:

1. The 7 hour National USPAP Course Audit is based on the date of the course completion not the USPAP Version.
2. The 13 hour USPAP cannot be used fo substitute the 7 hour National USPAP Update Course.
3. Do not provide any other continuing education certificate to the Division.

1. As a condition of renewing your license, you must complete one of the following options:

" |- select one -
- select one -
USPAP Course Cerfificates

edlits earned.
Pay non compliance fee

priance fee you MUST enter ( as the number of USPAP credits for this renewal.

or

National USPAP Audit
National

USPAP Audit

Fields marked with an asterisk * are required.

Please note:

1. The 7 hour National USPAP Course Audit is based on the date of the course completion not the USPAP Version.
2.The 15 hour USPAR cannot be used to substitute the 7 hour National USPAR Update Course.
3. Do not provide any other continuing education certificate o the Division.

1. As a condition of renewing your license, you must complete one of the following options:

=

" |- select one - v
- select one -
USPAP Course Certificates

eamed.
ance fee you MUST enter 0 as the number of USPAP credits for this renewal.
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8. To answer Question 2, enter the number of credits earned if you selected USPAP Course
Certificates. Otherwise, enter “0”” for noncompliance.

2. Please indicate the number of credits earned.
If you elect the pay the noncompliance fee you MUST enter 0 as the number of USPAP credits for this renewal.

9. To complete Question 3, upload Current USPAP Certificate(s). To upload the
certificate(s), click “Choose File” and then click “Upload Document”. Repeat
for multiple certificates. If you selected “noncompliance”, click “Next” to
complete USPAP Audit (skip to Instruction Step 10).

3. Please upload a copy of your current USPAP certification.

Ne document(s) uploaded for this question.

— select a document to upload:
Choose File | No file chosen
File types accepted: bmp. doc. docx, eml, gif jpeg. jpg. pdf. png. rif. tif. toff, txt. xls. xlsx, zip

Upload Document

National
LISPAP Audil

Fields marked with an asterisk * are required.
Please nole
1. The 7 hour National USPAP Course Audit 15 based on the date of the coursa completion not the USPAR Version.

2 The 15 hour USPAP cannot be used fo substitute the 7 hour Mational USPAP Update Course.
3 Do not provide any other continuing education cerificate to the Division

1. As a condition of renewing your license, you must complete one of the following options:

" USPAP Couree Centficates v

2. Please indicate the number of credits eamed.
If you elect the pay the noncompliance fae you MUST enter 0 as the number of USPAP credits for this renewal.

3. Please upload a copy of your current USPAP certification.
o docurment{s) upluaded for this guestion

Select a document to uphoad
| Choosa File | USPAP Ceribcate. JPG

File tvpes accepted bup, doc. docx, em]. pof. jpew, jpe. pdf g, of, o 0fl o xls xlsx ap
Upload Document
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3. Please upload a copy of your current USPAP certification.

No document(s) uploaded for this question.

Select a document to upload:
| Choose File | USPAP Certificate JPG

File types accepted: bmp. doc. docx. eml. gif jpeg. jpe. pdf png. off. tif, tff. txt. xls. xlsx_ zip
Upload Document

3. Please upload a copy of your current USPAP certification.

No document(s) uploaded for this question.

Select a document to upload:
| Choose File | USPAP Certificate JPG

File types accepted: bmp. doc. docx. eml. gif jpeg. jpe. pdf. png. off. tif, tff txt. xls. xlsx_ zip
Upload Document

T USPAP Certificate JPG

Select a document to upload:

| Choose File | No file chosen

File types accepted: bmp. doc. docx, eml, gif jpeg, jpe. pdf pug, off. tif toff txt xls. xlsx zip
Upload Document
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10. Click “Next” to complete USPAP Audit.

National USPAP Audit

National
USPAP Audit

Fields marked with an asterisk * are required.

Please note:

1. The 7 hour National USPAP Course Audit is based on the date of the course completion not the USPAP Version.
2. The 15 hour USPAP cannot be used to substifute the 7 hour National USPAP Update Course.
3. Do not provide any other confinuing education certficate to the Division.

1. As a condition of renewing your license, you must complete one of the following options:
" | USPAP Course Certficates v

2. Please indicate the number of credits eamned.
Ifyou elect the pay the noncompliance fee you MUST enter 0 as the number of USPAP credits for this renewal.

]

3. Please upload a copy of your current USPAP certification.

¥ USPAP Certificate. JPG

Select a document to upload:
| Choose File ‘No file chosen

File types accepted: bmp. doc. docx. eml. i jpeg. jpg. pdf. png, rif. tf, tff, txt, xls. xlsx. zip

License renewal will commence November 15. Renewal of licensure is online only. When you renew your license, you will be required to attest that you completed the required 42 hours of continuing education prior to the renewal of
your license. The 7 hour National USPAP Update Course taken during the two year renewal cycle may be counted toward the required 42 hours of continuing education.

Previous | Next Save Progress and Close
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11. Review and print USPAP Audit by clicking “Print Review”.

Fees
Review Total Fees:  $0.00

National USPAP Audit

1. As a condition of renewing your license, you must complete one of the following options:
USPAP Course Certificates

2. Please indicate the number of credits earned.
If you elect the pay the noncompliance fee you MUST enter 0 as the number of USPAP credits for this renewal.

3. Please upload a copy of your current USPAP certification.
USPAP Certificate JPG

License renewal will commence November 15. Renewal of licensure is online only. When you renew your license, you will be required to attest that you completed the required 42 hours of continuing education prior to the renewal of
your license. The 7 hour National USPAP Update Course taken during the two year renewal cycle may be counted toward the required 42 hours of continuing education.

12. Click “Finish” to complete USPAP Audit.

Total Fees:  $0.00

National USPAP Audit

1. As a condition of renewing your license, you must complete one of the following options:
USPAP Course Certificates

2. Please indicate the number of credits earned.
If you elect the pay the noncompliance fee you MUST enter 0 as the number of USPAP credits for this renewal.

3. Please upload a copy of your current USPAP certification.
USPAP Certificate JPG

License renewal will commence November 15. Renewal of licensure is online only. When you renew your license, you will be required to attest that you completed the required 42 hours of continuing education prior to the renewal of
your license, The 7 hour National USPAP Update Course taken during the twe year renewal cycle may be counted toward the required 42 hours of continuing education.

Previous | Finish Save Progress and Close
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13. The USPAP Audit was submitted if you are directed to the License Maintenance
Page.

Item

Board License

Start Board of Real Estate Appraisers _

14. Please wait for the Division to notify you in 7-10 business days to complete
your renewal application online.
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