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How To Apply as
SponNsor -
Course Request

ACCELA - LICENSING PORTAL



The Information Presented Will Provide Steps
To Create A Continuing Education
Sponsor Course Request

L] L]
« Before beginning, ensure
’ @ The browser you are using is not on the list of our supported browsers and versions.
- N For best experience, it is recommended you use o r supported browsers and versions
Internet Explorer 11
you have all information &

Chrome 55

and documentation that sarilo

iS ﬂeeded Sign In

* Let's review the options

and what is needed for
each L sew



There are several options to choose. Each option
requires the following documents.

d Teaching Outline
4 Course Content
O Supporting Material (optional)



ourse Request - Gen

m Construction Permits  Occupancy Permits  Water & Sewer Program  Licenses

Notice:
The browser you are using is not on the list of our supported browsers and versions.
For best usar experience, it is recommended you use one of our supported browsers and versions:
Internet Explorer 11

Edge 15

Mozilla Firefox 47

Chrome 55

Safan 10

portal —
account Sign In
previously [ |

‘ PASSWORD: # |

Forgot Password?
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Gyl Construction Permits  Occupancy Permits  Water & Sewer Program

Hello, AccountName

Saved in Cart (0) My Collection {0} View Collections

There are no items in your shopping cart right now. You do not have any collections right now.

View All Records

No records found




icense
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Apply for a License Search Applications

license Application

Showing 0-0 of 0

Mo records found.

Search for Licenses
Enter information below to search the City’s licensing database. Licenses can be searched for by entering any of the following information:
= Site Address
= Contractor License Information
= Parcel Number
= License Information
Use the dropdown menu to change the Search type.

General Search Generzl Search
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Home  Construction Permits Occupancy Permits  Water & Sewer Program

Apply for a License Search Applications

Online License Application

Using this system you can submit for a rental license all from the comvenience of your home or office, 24-hours a day.

aimer
N Please "Allow Pop-ups from This Site” before proceeding. You must accept the General Disclaimer below before beginning your application.

box to N

General Disclaimer
.I. h While the Agency attempts to keep its Web information accurate and timely, the .
‘ Vs e n Agency neither warrants nor makes representations as to the functionality or

3 o condition of this Web site, its suitability for use, freedom from interruptions or
) | I C G TI O n from computer virus, or non-infringement of proprietary rights. Web materials
have been compiled from a variety of sources and are subject to change without
notice from the Agency as a result of updates and corrections.

[] I have read and accepted the above ferms.

Continue Application =



Jrse Request -

Select a Record Type

Select the following license type.

? Search

dUCQTiOn/’ ¥ Continuing Education

(O Continuing Education Individual Course Approval Request
O Continuing Education Sponsor Application
(O Continuing Education Sponsor Course Attendance

® UC(]'HOI’] @Cuntinuing Education Sponsor Course Request

e aRe qu =9 Electrical Licenses

Mechanical Licenses
Plumbing Licenses
Link Account to License

Continue Application »
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Continuing Education Sponsor Course Request

Contact 2 Col 3 Supporting
Information Information Documentation

4 Review 5 Record Issuance

Step 1:Contact Information >Contact Information

ro m AC C O U n_l_l *indicates a required field.

n record then

To add an Applicant, click the Select from Account button. Changes can be made to the contact information through Account Management.

Select from Accoul Look Up

om Account’ button

To edit the Sponsor's physical address, phone number, or email address, click the Edit link.

NOTE: The Sponsor may not be replaced. If it's removed in error, click the Select from Account or Look Up button to add it back to the record.

plication [ |

Continue Application »



r Course Request — Step

Continuing Education Sponsor Course Request

L] . . .
Course Supporting N
ISCIPO | iNne — S - fiv SRS e -

Step 2:Course Information >Course Details

i | *indicates a required field.

Course Details
I l g Course Information

*Course Discipline:

--Select-- v

*Course Number:

rse N U m ber O nd * Course Name:
e



ourse Request — Step 2 con

Core Curriculum

Contact Hours: *

Core Curriculum: *

© Yes () No

Core Cumiculum [

al Course — ==

€s and Regulation -

MECHANICAL CORE TYPE

[S€ -

MECHANICAL TRADE

Trade Course: *

O ¥es (5 Na
Trade specific related []
to HVAC Servicer-
Installer:
Trade specific related [
to Pipefitter:
Trade specific related []
to Sheet Metal-

Trade specific related [ ]
to Sprinklerfitier:



ourse Request — Step 2 «

Plumbing Course

PLUMEING COURSE

Contact Hours:

Core Curriculum:

) ves ) Mo

Current 5t. Louis O

Chapter 1103 and
current Amendments:

Current PFlumbing
Code referenced in
Chapter 1103 (UPC):

Current Missouri 10 [
C5R 60-11 Public
Drrinking Water
Program regulation:
Current 5t Louis [
County Mechanical
Code Ordinance -
Chapter 1108 and
current Amendments:

Current National Fuel [T
Gas Code referenced

in Chapter 1108

(IFGC):

Current NFPA 0
Standards regulating
Fire Protection:

Current OSHA O
regulations:

Continue Application »




Sponsor Course Reqguest —Step 3

Supporting documentation

Continuing Education Sponsor Course Request

CCCCCC

Option selected in previous -

Step 3:Supporting Documentation>Supporting Documentation

S-I-e p d i C 1- O -I-e S d O C U m e n -I- Plaase attach a copy of the teaching outline and course content. You can also upload any other supporting material.
requirements, was also e

The maximum file size allowed is 500 MB.

addressed in the beginning = A
of presentation |

Click add fo start uploading



Jrse Request — Step

mentation
File Upload x
h The maximum file size allowed is 500 MB.
‘ e O rS ’ C | I C k O n ade;adp;bat:chm;cmd;com;cpliexe; hta;htm;htmlins:isp;jar;js:jse;lib;lnk:mde;n

‘ 'I'e fi | e -l-o are disallowed file types to upload.

ﬂec’red, select




Sponsor Course Request — Step 3 continves

Supporting documentation

Select type of record that —— -

Was Just uploaded seea
e

After file is selected, select e

Add button, popup Jesernpron

reappears

Continue process until all

files are uploaded m

Once completed select
save, then confinue
application (not pictured)



Sponsor Course Request — Step 4

Review

Page provides all
Information entered.

Ensure all information

is accurate and e e o s
documents uploaded
are the correct type.
Application will be
returned for any
required updates
before processing

[ By checking this box, | agree to the above certification. Date:

_ Continue Application »

Click on box &
confinue application
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Home Construction Permits Occupancy Permits  Water & Sewer Program

Apply for a License Search Applications

= mails o B
U of your . _

1 Step 3: Receipt/Record issuance
S'I'GTUS as |'|' Application Recelved:

@ Your request has been received.
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