Applicant User Guide for the License Center
June 1, 2016




Applicant User Guide for the License Center
June 1, 2016

Table of Contents

WEICOME t0 NYS LICEBNSE CONTEN ...ttt ettt sttt et s e st e bt et esbeesseesane s b e e nbeennes 1
NYS LICENSE CONTEE ittt ettt a e e e s a e e e s aba e e e s aba e e e saaraeeesas 1
REGISTEI AN ACCOUNT ...ttt ettt e e e e ettt e e e e e e s et bttt e e e e e s e bbbeeeeeeeeesnnsbbaaeeesesssannsenaaaeeesanas 2
N R =0 Y PP PPPPPPTPPPPPPPNS 3
NYS LiCENSE CONEEI ACCOUNT ..coiiiiiiieiiiieee ettt e s st e e s eb e e s sne e e e s sre e e e s sneeeessaneneessanreeessanee 12
TOUP NYS LICENSE CONTET ittt be e e s sbe e e s saree s 18
Public NYS LICENSE CONETEI HOME ...ttt sttt st sbe e b st eemeeeneeas 18
SEAICH FOI @ LICENSE ...ttt ettt st sttt e bt e b e s bt e sae e eaee et e ebeesbeesbeesanenas 19
Registered NYS License Center USEr HOME .....cocuiiiiiiiiiei ettt e e sttt e e et e e s svtn e e s sveeeeesanes 22
MANAEE IMY LICENSE ittt ettt e ettt et e e e sttt e e e e e s e s bt baaeeeeesesassbsbaaaeesssssasnsssaaeeesssnsansnnes 26
SEArCh Within IMY RECOTTS ...ciiiiiiiiiiciiiie ettt e et e e et e e e s abae e e esbaeeesnnbaaeeesnnreeeean 27

(000 o 1YV T3 =T g @oT 0 4T o] F= 1] o £ PP 29

F YT o] VA oY o= T T ol=Y o 1Y ISR 34
ALEACH @ DOCUMEBNT ....eiiiiiiette ettt ettt ettt sab e sttt e st e e bt e e st e e sabeeesabeesabteesbeesabeeesabaesabeesnteesabeeenns 54
SAVE NG RESUME ...ttt ettt e st e s bt e e s ab e e sabee e bt e e sabeeebbeesabeesabeeesabeesabeeennbeesabaeesaseenn 57
Documentation and NYS EAucation and EXamS.........ccceerieriinienienniieeeieeniee et 58

| 0 T 010 B e LUl o1 =] o Y TR 60



Applicant User Guide for the License Center
June 1, 2016

Welcome to NYS License Center

Welcome to NYS License Center! This tool is provided to you to cover a host of NYS business needs. For
your current licensing purposes, the NYS Department of State has added all Appearance Enhancement
and Barber related licenses to the NYS License Center.

Applying for, renewing, and making amendments to your licenses online is faster and more convenient
than the paper application process. When you create your account you are able to track your licenses,
both new applications and already existing licenses. You receive email correspondence confirming your
applications and marking license milestones along the way to issuance.

NYS License Center
All you need to get started is to create an account on the NYS License Center.

https://licensecenter.ny.gov/

The NYS License Center website is a portal for your NYS licensing needs. Take a look around the site to
see what it can do for you!

From the NYS License Center home page, scroll down until you see the NY License Center heading and
links. Depending on your licensing needs, click either the ‘Business’ or ‘Individual’ link to be redirected
to either the ‘Business License’ or ‘Individual License’ page.

Select either 'Business’ or 'Individual’
depending on your licensing needs

Adventure Series Sport & Recreation 4' Driver @usiness Individu@

The ‘Business License’ and ‘Individual License’ pages provide instructions and other information for first
time and returning users.

If you do not have an existing NY.Gov ID, scroll down to the ‘New User’ section. Click on the ‘Get
Started’ link to register for an account.


https://licensecenter.ny.gov/

Applicant User Guide for the License Center
June 1, 2016

New User

You must have a user ID to apply for a new license or permit or to manage your existing licenses and permits. To
access your records, you will be guided through a security process (takes about 10 minutes). Get started. (

Register an Account

The first step to access your Appearance Enhancement or Barbering licensing needs is to create an
Account on MY NY.gov. There different navigation options to reach this site.

o The firstis to go through the steps provided above from the NYS License Center site.

e The second option is to click on the ‘I need a NY.gov ID’ box on the NYS License Center online
application page: https://aca.licensecenter.ny.gov/aca/

e You may also go directly to MyNY.gov: https://my.ny.gov/

If you already have a NY.gov account, login using your User Name and Password.

*Please note, all individual information viewed in this guide is fictional and does not represent a real
individual . *


https://aca.licensecenter.ny.gov/aca/
https://my.ny.gov/
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NY.gov
The steps shown in this guide are subject to change as NY.gov makes updates. For the most up to date
information and for questions see the FAQs on NY.gov.

If you already have a NY.gov ID, you may skip this section. For example, you may already have a
NY.gov account if you performed any of your Department of Motor Vehicle (DMV) information online.

NOTE: If you are creating your account from one of the NYS License Center links, your account process
starts on the ‘NY.gov Self Registration’ page. This guide is showing the complete set of steps from My
Ny.gov.

On My.NY.gov, select the option ‘Don’t have an Account?’

Search all of NY.gov

4,1\/1}' NY.gov Online Services
p State Agencies

af] Nveov D 4 NY.gov ID
4’ NY.govID -

Online Services »
FAQs » Sign In 2
See online services for NY.gov ID
Forgot your Usermame or Pessword 7
See what sites you can
»> oo |0 - Terms of il
About NY.gov ID MY .gow ID - Terms of Service access with an NY.gov ID account
Wan o Sccess % Siate
online sarvicas with an MY.gov 1D account
Privacy Policy »>
Don't have an Account? GOVERNOR
Terms of Service > ANDREW M. CUOMO
I# you do not have 3n NY_gov 1D Usemams and
Password, click the above link to sign up.

BUILDING BACK

Help Desk Information . i
Access to online services

Ny.gov ID Call Center | Many government services are now available online. An NY.gov ID account

. N ) #NYRISING
(518)-474-7494 provides secure electronic access to these services. AL VGT L S [T
b Learn More December 18, 2013
Governor Cuomo Announces
Convenience Appointment of Rachel Hao...
Access many online services with a single NY.gov ID account. December 18, 2013

Governor Cuomo Announces East
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Select the option that is best for your ny.gov needs:

Please select one of the following account types:

Information for New York Stale or loca governmant employees

| want o accoss sorvicos in a businoss capacity.
My porsonal, business or organization's idontity must ba venfied.

This guide is showing the steps as if selecting ‘Personal.’
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Read the information about setting up your personal account and click ‘Sign Up for a Personal NY.gov
ID.

Obtain an NY.gov ID Personal User Account

Personal NY.gov ID - Allows you to access Online Services that require your
verified identity and where you are acting in an individual capacity (i.e. Not as a
business).

Getting Started

Registering for a Personal NY.gov ID is a two part process.

1. NY.gov ID Self Registration

Online Registration consists of 3 steps. Use the 'Next' and 'Continue’ buttons at
the bottom of each page to move through the steps.

i. Enter Basic User information{along with a valid email address) and select a User
1D.

ii. Confirm Basic User information is correct.
iii. Finish the Online registration.

2. Email Activation

Once you have finished the create steps above, please check your email and click
on the link inside. Once you have clicked on that link, you will be prompted to
set your password, and select 3 security questions & answers,

Sign Up for a Personal NY.gov ID R <

If you want a Personal NY.gov ID, please click the button to start the
process.




Applicant User Guide for the License Center
June 1, 2016

NOTE: If you are creating your account from NYS License Center links your account process starts here.

Complete the first page of the registration form. All fields with an asterisk (*) are required fields. You
will not be able to continue the registration until all required fields are completed.

Once you have added in your desired ‘User ID’ click on the ‘Check’ button to verify that the user ID is
unique. After a unique user ID is selected, fill in the ‘Captcha’ and click the ‘Create Account’ button.

Search all of NY_gow

My NY.gov Online Services

State Agencies

NY.gov ID SELF REGISTRATION
User Information Personal Privacy Protection Law Notice
Online Services >
First Name *
st Name - Enter your 'User
ast Name o,
Tals 1 Information’ here.
Email *
About NY.gov ID > Confirm Email *
Choose an easy
i i User D to
R Posicy > Login Information .
remember as this
Preferred User Id * Check i
*& will be used for all
Terms of Service >
of your NY gov
needs.
Help Desk Information
Captcha *
List of Agency and
Online Services Help
Desk Information
Create Account e
Step 1 of 3

If your ‘Captcha’ is difficult to read you can click on the ‘Captcha’ refresh button and a new
‘Captcha’ is presented.
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Review your information; if it is all correct click the ‘Continue’ button.

NY.gov ID SELF REGISTRATION

Before you continue, please check the information below. If any information needs
to be corrected, please click on the "Back™ button below and make the necessary
corrections

First Mame Jenn

Last Name James

Ennail jennjames 958
B Usgrpame Jennjamez 99

Continue P

I you reed further assistance: Click bare for agency apjigtance & contact info

Review the instructions and click ‘Finish.’

NY.gov ID SELF REGISTRATION
An activation email has been sent to - jennjames99@

Flease check yvour email and click aon the link inside. Once you have clicked on that link, yvou will
be prompted to set your password, and select 3 security guestions & answers.

If vau do not click on the link within 48 haours, you will be required to come back to this website
and re-register your account. Please check your junk mail filters /folders in case the activation
email gets blocked.

Finish (o m—

S5tep 3 of 3

If you need further assistance: Click here for agency assistance & contact info

After clicking ‘Finish’ you are returned to the NY.gov registration page. You do NOT need to complete
this again. Instead go to your email.
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Login to your email and review the email sent from NY.gov.

Select the ‘click here’ link to continue your registration.

Welcome to NY.gov ID, Jenn James nbox %
Ny.govid@cio.ny.gov 9:07 AM {4 minutes ago) -
to me |+

Dear Jenn James,
Thank you for registering a MY _gov ID.

Your user 1D is Jenndames39

F'Ieaa activate your account. Please do not close out of the browser while
leting

comp & account activation.
If the above link does not work please copy and paste the below URL into your browser.

https-fws04 nyenet. state ny us/Activate/activate xhtml ?rid=6db26444-0ba%-4599-9201-
009c994f8360

Thank You
Mew York State
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By clicking on the link you are directed back to NY.gov and prompted to complete 3 ‘Shared Secret
Questions.” These will help you in the future with your account needs. For more information see the
FAQs on NY.gov.

Complete the questions and then click the ‘Continue’ button.

NY.gov ID ACTIVATION
Thank you for registering!
You are now ready to activate your NY . gov Id.

During this process, you will need to ,
¢ Set 3 valid secret questions and answers. You must set all 3 "Shared

* Seta new password. secret Questions'

Shared Secret Questions

W

Cuestion | Select One V
1

* ANSWer * Confirm Answer

w

Cuestion | Select One p
2

* Answer * Confirm Answer

w

Cuestion | Select One w
3

¥ Answer ¥ Confirm Answer

Cﬂntil‘lu& &

A confirmation page is displayed. Click ‘Continue.’
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NY.gov 1D ACTIVATION

¥ou have successfully saved your secret questions and answers. Please click the below
Continue button to set your new passward.

Continue &

You are now prompted to set your password. Choose a password, confirm your password and click ‘Set
Password.’

Password Change Request

Jenn]James99 , please change your current password before continuing.

Minimum & characters with at least 3 letters and 1 number.

*
MNew Password

Confirm New Password | |

Set Password Clear this form
j&— | ]

A password confirmation is displayed. Click ‘Continue.’

Password Change Information

Jennlames99 your new password has been set.

Use this new password the next time you log into your account.

CONTINUE e

10
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Your NY.gov account is successfully created. Click the ‘Go to MyNy’ button.

NY.gov ID ACTIVATION

Log out

You have successfully activated yvour NY .gov Id!

Please click on one of the buttons below.

Continue to Enrollment  This is where you sign up for various NYS applications.

Go to MyMy A portal to view the NYS applications you have access to.

Once you are on MyNy select the option for NYS License Center.

You have access to the following services

You can sign up for the following services

Labor Online

MyDMV
Department of Labor

Statewide Learning Motor Vehicles
Management System. Online Services Online Services

Select NYS License

Center - Note: This

TEACH NYS License selection may look
Application

Center

different when you login.

Plan Mzarkerplase

Teacher Certification

NYS License Center

11
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NYS License Center Account
When in the NYS License Center click on the ‘Account Management’ link. From here you complete the
rest of your personal information required for your licensing needs.

Anncuncements | Logged in as:Test Everything | DAJ:I:essibil'rty Support | Collections {0) | -‘gCart (0 |mt Manaqemenhmqout
—

Your account information, with your personal data from NY.gov, is populated and ready for your edits.
In the ‘Contact Information section and under the ‘Actions’ menu, click ‘View.’

Home Manage My Licenses Consumer Complaints

Manage Your Account

To add contacts to your account if you intend to file applications on behalf of another party, click on the "Add a Contact” button on the
right side of the Contact Information heading.

To view or remove existing contact information, click on the "Actions” drop-down link to the right of the contact and select "View".

Account Type

Citizen Account

Contact Information Add a Contact

You can have two Contact types associated to this user account. The Contact types are Individual or Organization. To take full advantage of this system's
"Select from Account” feature while completing applications it iz recommended you complete as many fields in the Contact Information section as possible.
Hawving data in more fiskds will expedite the application intake process.

Showing 1-1 of 1 | Download results

First Name Middle Name Last Name Business Name S5 EEIN Contact Type Action
Test Everything Individual Actions ¥
View
L4

12
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Complete the remaining ‘Contact Information.” Scroll down to see the ‘Contact Information’ portion of
the screen. The information you provide here will automatically populate on your applications created
through this system.

All fields with an asterisk (*) are required fields. You are not able to continue until all required fields are

complete.
*First: Middle: *Last: Suffix:
|Test | | | | Ewverything | |
*Country:
[United States |
*Primary Phone: Secondary Phone: Mobile Phone:
(+ o1 |} |555-555-5555 | oo || | (*]oo1 |} |
Fax: * Email:
[+ |DEIl |l'I | | |charee.hendrick5-@du5.nyr.gc-v |
Birth Date: SSN: Gender:
[07/15/13%0 | [s==-==g54s | O Female O Male
Preferred Channel:
[--Select-- v |
Driver's License State: Driver's License Number:
[--Selact-- v

13
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Selet the ‘Add Contact Address’ button to open the ‘Contact Address Information’ screen.

+ Contact Addresses

Add Contact Address J

To edit a contact address, click the address link.

Enter address information and click the ‘Save and Close’ button. If you want to add an additional
contact address click the ‘Save and Add Another’ button.

Adding a ‘Home’ address is mandatory. All other types of addresses are optional for an operator type

license.

All fields with an asterisk (*) are required fields. You will not be able to continue until all required fields

are completed.

Contact Address Information

* Address Type:
|Hume hd |

* Address Line 1/POB:
[28 Dove st. |

Address Line 2:

(( save and Close |)| save and Add Another | | clear |

City: State: ZIP Code: Country/Region:
[albany | [ hd 12210- [United States
County

|A|banﬂ x |

Discard Changes

14
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Once the ‘Save and Close’ button is selected a ‘Matching Address Results’ window displays. Select the
radio button for the correct address if it appears then click ‘Select’ to validate.

If the address you have entered does not display, verify you have entered the data correctly. If the
address is correct click the ‘Add not valid address’ link.

Matching Address Results X

W Contact Addresses

Showing 1-1 of 1
Address Line 1 Unit # (start) Address Line 2 County Ca
@) 23 Dove St Albany Un

< >

I Select J Add not valid address

After you have added the address, you will see a message on the screen indicating it was added
successfully.

To add additional addresses click the ‘Add Contact Address' button. When your address information is
complete click the ‘Save’ button.

*First: Middle: *Last: Suffix:
|Charee | | | |Hendri|:k5 | |
*Country:

[--Select— v

* Primary Phone: Secondary Phone: Mobile Phone:
(*[s18 ]) [ssssss5535555555 | [ || | e
Fax: * Email:

[+ |:|}l | | |ac\ellatﬁter].234@yahoo.com |

Birth Date: SSN: Gender:

[o7/25/1977 | [072-51-9771 | © Female O Male

Preferred Channel:

Driver's License State: Driver's License Number:

 Contact Addresses

Add Contact Address

To edit a contact address, click the address link.

« Contact address added successfully. h

Showing 1-1 of 1

Address Type Address Status  Start Date End Date Action
Home 123 1st 5t Albany Active Actions ¥

HETE ] Back to Account Management

15
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The following displays under your contact information. This section will be populated with information
as you submit applications through your NY License Center Account. Note: This section is for
informational purposes and will only appear if you have exam or education information on file.

Education

 Add New |

Education List

Showing 0-0 of O
Discipline

No records found.

<

Provider Name Provider Number

Deqree

Year Attended Year Graduated Approved Action

>

Examination

 Add New |

Examination List
Showing 0-0 of O

Examination

Name Provider Name Provider Number

Mo records found.

<

Examination Date

Start Time

Continuing Education

Add New

Continuing Education List
Showing 0-0 of O

Continuing Education Name Provider Name

Mo records found.

<

Back to Account Management

Provider Number Class

Completion Date Completed Hours Final Score

>

16
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Your updated information displays in the ‘Contact Information’ section and your complete information is
always viewable by clicking on ‘Actions’ and selecting ‘View’ from the dropdown.

From this point forward your Social Security Number is masked to only show the last four digits.

Contact Information Add a Contact

You can have two Contact types associated to this user account. The Contact types are Individual or Organization. To take full advantage of this system's
"3elect from Account” feature while completing applications it is recommended you complete a5 many fislds in the Contact Information section as possible.
Having data in more fields will expedite the application intake process.

Showing 1-1 of 1 | Download results

First Name Middle Name Last Name Business Nam SSH EEIN Contact Type Action
Test Everything HE_E_GOAG Individual Actions +
< >

To reach the main screen click on the ‘Home’ tab.

Home Manage My Licenses Consumer Complaints

Manage Your Account

To add contacts to your account if you intend to file applications on behalf of another party, click on the "Add a Contact” button on the
right side of the Contact Information heading.

To view or remove existing contact information, click on the "Actions" drop-down link to the right of the contact and select "View".

Account Type

Citizen Account

Contact Information Add a Contact

You can have two Contact types associated to this user account. The Contact types are Individual or Organization. To take full advantage of this system's
"Select from Account™ feature while completing applic ations it is recommended you complets as many fields in the Contact Information section as possible.
Hawving data in more fiekds will expedite the application intake process.

Showing 1-1 of 1 | Download results

First Name Middle Name Last Name Business Mame  SSN FEIN Contact Type Action
Test Everything R GEAR Individual Actions ¥
< >

17
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Tour NYS License Center

Public NYS License Center Home
Before logging into NYS License Center you may want to explore the ‘Home’ screen. There are some
additional options available to you here that are available to all public users.

Home Manage My Licenses Consumer Complaints

Welcome to New York State License Center

Get Started
« Apply for a new license
s+ Manage and renew your business and individual licenses

I need a NY.gov ID I have a NY.gov ID

You may already have an ID if you
have paid state taxes or registered

your vehicle online.

Links
available to all
public users

Other NYS License Center Services
= Find businesses and individuals licensed to do business in the
State of New York
« Find out what permits or licenses your business needs

« View license violations
+ Get help with licensing guestions

Tips for the best NYS License Center Experience:

BROWSER COMPATIBILITY

NYS License Center works best
with one of the industry leading
browsers below:

Internet Explorer 10 & 11
Mozilla Firefox 32
Chrome 37

Safari 6

Opera 24

18
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The links available are:

¢ ‘Find a business and individuals licensed to do business in the State of New York’: This link
brings to a General Search where you are able to search for license holders.

e ‘Find out what permits or licenses your business needs’: This link brings you to a business
wizard to help you define what requirements are needed for your business in New York State.

e ‘View license violations’: Find out if a license holder has a complaint lodged against them.

e ‘Get help with licensing questions’: Brings you to a bank of Frequently Asked Questions (FAQs).

Search for a License

On the ‘Home’ tab any person has the ability to search for public license records that are hosted by NYS
License Center. You do not have to have an account to search. Click on the ‘Find businesses and
individuals licensed to do business in the State of New York’ link.

Other NY S License Center Services
C Find businesses and individuals licensed to do business in the)
State of New York
= Find out what permits or licenses your business needs
+ View license violations
= Get help with licensing questions

19
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The ‘Search for a Licensee’ page displays with the various options to find the license you are looking for.
Fill in as desired and click the ‘Search’ button.

**Please note, all data displayed in these screenshots is test data and does not represent real license
holders.**

Search for Licensee

| Search for Licenses ~

Every effort has been made to ensure that the information contained on this site is up to date and accurate. However, the NYS License
Center relies upon information provided to it by its public users, so the information’s completeness or accuracy cannot be guaranteed.

Licensing Agency: License Type:
[--select-- v|  [-select-- |

License Number:

First Name: Middle Initial: Last Name:

Business Name:

Search with the various
options available here to
find the license your are

|C::::_—E < looking for.
Address:

| |

City: State: Zip:

| | | | | |

County:

| |
S

20
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Results display below the license search. To see details related to the record click on the record number
link.

100+ results found matching Licensee criteria.
To view details about the license, such as the license status or expiration date, click on the license number or business name (if
applicable). You can also click on any of the column headings to sort the resulis.
Showing 1-10 of 100+ | Download results
License
License Number License Type Business Name First Name Last Name Expiration City Sti
Date
AEC-13-00002 Cosmetology java p AM272017 Schenectady NY
AFC-13-00003 Cozmetology Yvonne Ficke 1002862017 Albany NY
Cosmetology Aimee Allen 1043052017 Albany N
| Cosmetology Sheldon Cooper 12M 32017 Albany NY
Cosmetology SUZANA BERISHA 12Me207 POUGHKEEPSIE NY
Cosmetology david sandberg 1312017 Troy NY
Cosmetology VICTOR BENISH 12172017 NEW Y ORK NY
Cozmetology CARLOS NARANIO 12172y Elmhurst NY
Cozmetology POLANCO BELGICA 12M 72017 Corona NY
Co=metology Karen Jackson 09v01/2012 Albany NY
<Prev 123456783910 .. HNext>
s ] ¥
Click an the link to see record /4
details [ Scroll to see the remaining search results columns tl

License details display. Depending on the license type the information available changes, for example
an operator license will show basic details while a shop/business license displays the additional
information associated to the business. The screenshot below is for an operator license.

License Information:
Cosmetology AEC-13-00007

Licensee Detail

License Mumber: AEC-13-00007
Name: Sheldon Cooper
County: Albany

License State: MY

License Issue Date: 12/13/2013
Current Term Effective Date: 12/13/2013
Expiration Date: 12/13/2017
Agency: Department of State
License Status: Active

21
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Registered NYS License Center User Home

On the ‘Home’ tab on NYS License Center, login to your account.

NEW
YORK .
STATE Services News Government Local
Announcements | |:|»\!ucl:esa;ihilit5|I Support |
Need Help? Call the NYS License Center Help Desk Team at (518) 453-8130 between the hours of
8:30am and 4:30pm Monday-Friday, with the exception of NYS - observed holidays. Sl
Home Manage My Licenses Consumer Complaints
. Click on 'l have a N .gov ID" green box to brin
Welcome to New York State License Center up |og?n Sc,egn 9
If you didn't create an NY gov account yet,
Get Started 4 d y

select the green box titled 'l need a NY .gov 1D
« Apply for a new license

* Manage and renew your business and individual licenses \_ —/

I'need a NY.gov ID I'have a NY.gov ID

You may already have an ID if you

have paid state taxes or registered
your vehicle online.

22
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Login using your NY.gov account.

If you do not remember your username or password, click on the ‘Username’ or ‘Password’ link at the
bottom of the login box. Further details see the FAQs provided on my.ny.gov.

Please login after reading the Acceptable Use Policy below

Username:

Password:

Sign In

q:_nrgut your Username or Password ? D
WY gov D - Terms of =enice

23
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When you login the first screen you see is your ‘Home’ tab.

The links across the top of the screen provide you with access to information on your licenses, account,
and shopping cart. You should see your name.

T —

Announcements { Logged in as:Cha Mo | J | Accessibility Support | Collections {0) | "E{Cart (2] | Account Management | Logout

e Announcements: If there are any system alerts for applicants or license holders they are
displayed here.

e Logged in as: Your name from your registration

e Accessibility Support: Check this box if you wish to use a screen reader software for the visually
disabled, such as JAWS

e Collections: This option provides a way for you to organize your records into lists of records
that you create. Add your records to a collection when you view the record from the
‘Permit/License History’ tab.

e Cart: Thisis your shopping cart. You may hold your complete license applications here until you
are ready to pay. Click on the shopping cart at any time to complete the payment transaction.

e Account Management: You may update your account login information from this link.

e Logout: Clicking this link exits you from NYS License Center

24
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Below this row of links you are presented with the main page of your ‘Home’ tab. The tabs displayed
across the top provide the navigation to various areas in NYS License Center.

MNavigation tab
Home Manage My Licenses Consumer Complaints ) —% avigation t8hs ]

Welcome to the New York State License Center, Thomas Smith Cart (1)

15TMP-024121 $60.00

Are you ready to do business in the State of New York? /\
Click the button below to get started.

Cluick access to
new license or

permit

‘ Your Shopping Cart ‘

To manage your current licenses or permits click on the 'Manage My
Licenses' tab above.

YS License Center Experience:

BROWSER COMPATIBILITY

NYS License Center works best
with one of the industry leading
browsers below:

Internet Explorer 10 & 11
Mozilla Firefox 32
Chrome 37

Safari 6

Opera 24

The home page presents basic NYS License Center information for you.

Across from the ‘Welcome’ statement is quick access to your shopping cart. You may click this link
anytime you are on the ‘Home’ tab.

Below the ‘Welcome’ statement is a quick access box to apply for a license.

The final section is tips for the user. These may change over time as the system is updated, be sure to
review this section before you complete an application.
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Manage My License

The ‘Manage My Licenses’ tab is where you view your list of licenses and applications. Under the tab is a
link to start the application process, ‘Apply Now! For a New License or Permit.’

Home Manage My Licenses Consumer Complaints

C_A Iy now! For a New License or Permit) Ui{igr]lz;gl:cc;iiam

—
( RecordD
Mo,

The table below only displays records associated with your License Center Account. Click here to associate licenses, permits, and other
documents with vour account. Expect this secure process to take up to ten minutes.

Below is a list of the records associated with your account. You can click the record number to see details. Use the action button on the
record to perform actions such as resuming an application, starting a renewal, changing a contact or adding an education certification
document.

Showing 1-20 of 101 | Download results | Add to collection | Add to cart

|:| Date Opened Record Number Apency Record Type Expiration Date  Status Action Description

The ‘Record’ section of the screen displays all of your licenses available on NYS License Center. You can
sort the record list by clicking on the column links.

e Date Opened: The application data

e Record Number: Displays the record identification number. If you apply for a temporary license
it will display the temp number. As the temporary license is converted to a permanent license,
the record ID number changes.

e Agency: The agency or department that regulates that particular license

o Record Type: The type of license, example: Cosmetology

e Expiration Date: The date your license expires

e Status: Track where your license is in the process

e Action: You are able to apply for an amendment or renew your license depending on the link
available for the specific record.

e Description: Additional details provided for that record
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Search Within My Records

The ‘Search Within My Records’ on the ‘Manage My License’ tab is available for you to search YOUR
public license record types hosted by the NYS License Center. Use the various search options to find the

information you are looking for.

Search Within My Records

As you add more records to your account, use the search function below to select, or filter, those records that appear in the table.

Agency: Record Type: Record Number:
[Dos v [--selzct-- ~| |aee-a-15-00s05 x|
Start Date: (¥  End Date: (%)
[11/01/2000  |EH  [1o/2s/2015 |G :
This search helps you
Address Line 1: search within your own

| | records.

Unit Type: @ Unit No.: @

--Selact-- e
City: County: State: Zip:

P Search Additional Criteria
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License record details display. Your record details are in various sections. Click on the triangle to display
the details you are interested in viewing.

Home Manage My Licenses Consumer Complaints

Apply now! For a New License or Permit

Record AEE-A-15-00605: Add to cart Add to collection
Esthetics Application

Record Status: In Process

» Documentation Requirements &

+ Record Details

Applicant:
Individual
Percy Q Jackson
Birth Date:01/01/1985

Home

99 Washington Ave
Albany, NY, 12210-2822
United States

Click on the triangle in
various sections to display
details.

» More Details

Create Amendment

» Processing Status

» Attachments

» Related Records

» Education

» Examination

NOTE: The same record details are available from your record list by clicking on the record link.

Showing 1-20 of 101 | Download results | Add to collection | Add to cart

|:| Date Opened Record Number Agency Record Type Expiration Date  Status Action Description
D 10/06/201 5 AEB-A-15-00062 Dos Appearance Received Online Amendment

Enhancement Business
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Consumer Complaints

You can file a complaint for an Appearance Enhancement or Barber license holder using the NYS License
Center. In order to file a complaint online, you must be logged into your account. If you would like to
file a complaint without being logged into the system, you may file a paper complaint by downloading
the form from the DOS website:

http://www.dos.ny.gov/licensing/complaint.html

Using the ‘Consumer Complaints’ tab, click on the ‘Submit a Complaint’ link.

Home Manage My Licenses Consumer Complaints

@ubmit a Complaint § Search Complaints

Read and accept the ‘Privacy Policy’ and then click ‘Continue Application’

Apply Now! For a New License or Permit

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

PRIVACY POLICY ”
Thank you for visiting the NYS License Center.

This website is designed to be the one stop source for licensure, registration and
regulation for a multitude of occupations, professions, recreation and businesses,

The purpose of this website is to make it faster and more efficient for New York

citizens and businesses to interact with their State government for occupational, v

remrm=binmal and arafemcinmal Dernmens ar maemaibs Lilea =0l amli;s cocmemones s

@ have read and accepted the above terms.

Continue Application :n_J h
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Select the triangle for ‘Department of State’ to display available applications. Select the appropriate
complaint form and click ‘Continue Application.’

Select SJ Click the triangle to display Department of
State Application options.
[ |
b Agri ets
* Department of State

[]Appearance Enhancement - Area Renter Application
[] Appearance Enhancement - Business Application
[JAppearance Enhancement — Nail Specialty Trainee Application
[]Appearance Enhancement Operator - Cosmetology Application
[] Appearance Enhancement Operator - Esthetics Application
[JAppearance Enhancement Operator - Nail Specialty Application
] Appearance Enhancement Operator - Natural Hair Styling Application
[] Appearance Enhancement Operator - Waxing Application
[[] Barber - Apprentice Application
[]Barber - Area Renter Application
[] Barber - Operator Application

Barber - Shop Owner Application

Consumer Complaint - Appearance Enhancemen

Consumer Complaint - Barber i)
[ ] Shop Owner - Area Renter Affirmation
[] Supervising Barber Affirmation

» Department of Tax and Finance
» NYS License Center
» State Liquor Authority

Continue Application b
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The complaint form has the same layout as an online application; see ‘Apply for a License’ for more
details. Across the top of the form, you can track where you are in the complaint form.

Click the ‘Select from Account’ to fill in your data and then ‘Continue Complaint’.

Home Manage My Licenses Consumer Complaints

| Search Complaints

Shows the Step
you are
currently on

Barber Complaint

( 1 Complaint Details 2 Attach Documents 3} Review 4 Record Issuance )

Step 1: Complaint Details = Page 1
If you would like to submit a complaint in a language cther than English, please visit our website at hitp:/fwaw_dos ny gowllicensing/complaint links.htmil for
other available opfticns.

*indicates a required field.

Complainant

Enter your contact information below. To save time you can use the Auto-fill option to copy contact information from your registration. If you have multiple
contacts aszociated with this account, select the contact from the drop down list.

Select from Account
Continue Complaint » Save and resume later: [™]
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Once the ‘Complainant’ contact information has been successfully added click the ‘Continue Complaint’
button. The option to ‘Save and resume later’ is available on the bottom of each page.

Barber Complaint

1 Complaint Details 2 Attach Documents 3 Review 4 Record Issuance

Step 1: Complaint Details = Page 1

If you would like to submit & complaint in a language other than English, please visit our website at hitp:/Awww.dos.ny. govilicensing/complaint links. htmil for
other available opfions.

*indicates a required field.

Complainant

Enter your contact information below. To save time you can use the Auto-fill option to copy contact information from your registration. If you have multiple
contacts associated with this account, select the contact from the drop down list.

« Contact added successfully. h

Cha Mo
noreply@gmail.com
Home phone:555-555-5555
Mobile Phone:

Work Phone:

Fax:

Edif Remove

¥ Contact Addresses

Add Contact Address

To edit a contact address, click the address link.

Showing 1-1 of 1

Address Type Recipient Address Action
Home 28 Dove St, Albany Actions

Continue Complaint » Gave and resume later: [*] )

Follow the complaint process filling in the information to the best of your ability. At the completion of
your complaint you receive a confirmation message.

2 Payment
information issuance

3 ReceiptfRecord

1 Review Cart

Step 3:Receipt/Record issuance

Your application(s) has been successfully submitted. Please click on the Home tab to view available menu
options.

Confirmation

Your application{s) have been successfully submitted. If fees are associated with your application, click on the Print'View Shopping
Cart Receipt button to printiview your Shopping Cart Receipt. To printiview an agency receipt with agency specific data, click on the
application link and select view details under the Fees section on next page.

CMP15-00020 Barber Complaint
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You are able to follow the status of your complaint on the ‘Consumer Complaints’ tab.

Home Manage My Licenses Consumer Complaints

Submit a Complaint | Search Complaints

Records

The NYS License Center currently accepts complaints regarding Appearance Enhancement and Barber license holders.
How to register a complaint:

1. Click the Submit a Complaint link just under the Consumer Complaints tab title.

2. When the Privacy Policy displays, click the checkbox next to "I have read and accepted the above terms" and then click
the Continue Application button.

3. Scroll down to the Department of State section and select the appropriate checkbox(es): Consumer Complaint -
Appearance Enhancement or Consumer Complaint - Barber.

4. Click the Continue Application button at the bottom of the screen.

. Fill out the questionnaire to the best of your ability.

6. When you have successfully submitted a complaint, you will receive a confirmation message.

tn

SLA applicants may file a complaint by phone or online.

1. Reqgister a Complaint by Phone: If you would like to make a complaint about an establishment or have questions on
enforcement issues, please call (518) 474-3114 and select option 2.

2. Register a Complaint Online: If you would like to register an on-line complaint with the Authority you can do so via our
Complaint Registration Form. hitp:/fiwww-.trans.abc state.ny.us/JSP/complaintreg/ComplaintRegistryPage.jsp.

3. If you need help filling out the form, instructional text can be found on our website: hitp:/f'www.sla.ny.goviregister-a-

complaint.

To report suspected tax evasion and fraud, go to the Department of Taxation and Finance website

(http:/fwww.tax.ny.gov/reporttaxfraud.htm) to file a referral online.

If you have been treated unfairly by a paid tax preparer, go to the Department of Taxation and Finance website

(http:/fwww.tax.ny.gov/tp/cbr/default.htm) to file a complaint online.

You can track the status of a complaint you have filed by accessing the Consumer Complaints tab and viewing your Records
section.

Showing 1-1 of 1| Download results | Add to collection | Add to cart

Date Record Number Record Type Agency Address Status Action
|:| 10/29/2015 CMP15-00020 Barber Complaint DOos Received Online _)
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Apply for a License

Click on the ‘Apply Now! For a New License or Permit’ link to apply for a license.

Home Manage My Licenses Consumer Complaints

HADDW now! For a New License or Permit

Read the ‘Privacy Policy’ then click on the ‘I have read and accepted the above terms’ checkbox. Click
‘Continue Application.’

Apply Now! For a New License or Permit

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

PRIVACY POLICY ”
Thank you for visiting the NYS License Center.

This website is designed to be the one stop source for licensure, registration and
regulation for a multitude of occupations, professions, recreation and businesses,

The purpose of this website is to make it faster and more efficient for New York

citizens and businesses to interact with their State government for occupational, v

B R I LI . Bilem =l amli;s cammiirass e

@1 have read and accepted the above terms.

Continue Application :nJ h
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Click the triangle to display the Department of State Application options.

On the ‘Select Services’ screen, select the Department of State license (or licenses) you are applying for.
Then click the ‘Continue Application’ button.

Select Services

Click the triangle to display Department of

State Application options.

ppearance Enhancement - Area Renter Application

ppearance Enhancement - Business Application

ppearance Enhancement — Nail Specialty Trainee Application
ppearance Enhancement Operator - Cosmetology Application
ppearance Enhancement Operator - Esthetics Application
ppearance Enhancement Operator - Nail Specialty Application
ppearance Enhancement Operator - Natural Hair Styling Application
ppearance Enhancement Operator - Waxing Application

arber - Apprentice Application

arber - Area Renter Application

arber - Operator Application

arber - Shop Owner Application

onsumer Complaint - Appearance Enhancement

onsumer Complaint - Barber

[Jishop Owner - Area Renter Affirmation

Supervising Barber Affirmation

» Department of Tax and Finance
» NYS License Center
» State Liquor Authority

Continue Application b
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You are presented with the first step in the application process. Across the top of the application you
are able to view which step you are currently on in the application process.

Click the ‘Select from Account’ button to add your ‘Applicant’” information.

Note: If you have not added your contact information through Account Management you will need to
complete additional steps, proceed to page 39.

2 Attach Documents 3 Review 4 Pay Fees 5 Record Issuance

Step 1: Apply=Page 1
For additional licensing information, please visit our website at www dos.ny gov/licensing.

If your license status is "expired’ you should NOT submit a new application, you should register for an account and claim your
record and renew your existing license. Instructions can be found at www.dos.ny govllicensing/lc-instructions.html . Do not
submit a new application.

*indicates a required field.

Applicant

Select the "Select from Account” option to access your existing contacts frem your Account Management

Complete the required fields on the Contact Information page.
Follow instructional text to add the contact address{es) for this Contact

|| Select from Account

l Continue Application :nJ Save and resume later: []

You will see this section when applying for an Appearance Enhancement or Barber business. After
completing the ‘Applicant’ section you will be required to add your Business contact information.

Business h

Enter your contact information below.
Select the "Add New" option to add a New Contact to this application and to your Account Management.
Complete the minimum required fields on the Contact Information page.

Follow instructional text to add the contact address(es) for this Contact

— When applying for a Business,
o "E"'J select 'Add New' to create the
Business contact.

Continue Application » Save and resume later: ™
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The ‘Select Contact from Account’ screen will display, click ‘Continue’ and a message will display
indicating your contact was added successfully.

Select Contact from Account

Charee Hendricks

Applicant

Select contact addresses for this contact to attach to the record.
Required contact address type(s):Home

Showing 1-1 of 1

D Address Type Recipient Address
E Home 123 1=t 5t, Albany
I CD"“"“E_J Discard Changes

Note: After you have submitted one Appearance Enhancement or Barber License the ‘Select from
Contact’ screen displays when/if submitting subsequent applications. This screen is for informational
purposes only, please select ‘Save and Close’ to continue the application process.

Select from Contact x
Select the contact you want to apply for license or ceriify, and then select the contact's education, examination and continuing education data you want to use
in the application.

Cynthia Fix
Applicant

Education

Showing 1-1 of 1

[ | ProviderName  Provider Number Major Discipline Degree Year Joined Year Graduated
[[] ACADEMY OF 200005 33127 - Cosmetology 0772015
COSMETOLOGY
& ESTHETICS,
NYC

Examination

Showing 0-0 of 0

Examination

W Required Provider Name Provider Number Examination Date Final Scol
No records found.

£ >

Continuing Education

Showing 0-0 of 0
Confinuing Education Name Required Provider Name Provider Number Class Completed Hours Final Score
Mo records found.

Save and Close Cancel

37



Applicant User Guide for the License Center
June 1, 2016

At the bottom of every screen is the ‘Save and resume later’ button. At any point in time you may click
this button and exit your application. The application is saved and you may continue it at your
convenience.

After the applicant information is completed select ‘Continue Application’, and proceed to page 43.

CoRmetsiegy Apphaabon
¥

S1ap 1 - Apply > Page 1

realion, phiase vl our webate 1 waw dios ¢

il el st § mitng btinse Instrucbons can be Found a8 w08 rg goebesning i -matuctees himl Do rot
submit a new application
Appiscant

(L T L e PRV e

% iry mcldl B cornct scldiramnln b for Bhin Crestmct

" Coniact added secorsibally. *

Charee Hendncks

Ehi Hemgwy
* {ontact Addresses
Asd Contact Adaruas, |

e Ty Pranary Addrenn AcitEan Valdatcd
e a LI 19 20 AR ALiong o

1 e Agapeli alume. o C Sava and fanumes lalie :I)
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Note: Follow these steps if you have not added your contact information in Account Management.

Cosmetology Application

1 Apply 2 Attach Documents 3 Review 4 Pay Fees 5 Record Issuance

Step 1: Apply>Page 1
For additional licensing information, please visit our website at www dos.ny govilicensing.

If your license status is "expired’ you should NOT submit a new application, you should register for an account and claim your
record and renew your existing license. Instructions can be found at www dos.ny.govllicensingflc-instructions.html . Do not
submit a new application.

*indicates a required field.

Applicant

Select the "Select from Account” option to access your existing contacts from your Account Management

Complete the required fields on the Contact Information page.
Follow instructional text to add the contact address(es) for this Contact

Select from Account
Continus Application » Save and resume later: [™]

The ‘Select Contact from Account’ screen will display. Check the radio button for the contact name and
click ‘Continue’.

Select Contact from Account

Select a contact to attach to this application.
If the contact has multiple addresses, you can select which to use in the next step.

Showing 1-2 of 2

Category Type Name
@ Aszsociated Contact Individual Charee Hendricks2
O Associated Contact Individual Charee Hendricks
l CD"“"“E_J Discard Changes
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All fields with an asterisk (*) are required fields. You will not be able to continue until all required fields
are completed.

Your ‘Contact Information’ defaults with the information you entered when you created your account.
Complete all required fields and then select ‘Add Contact Address’ to add your contact address
information.

Contact Information x

*First: Middle: *Last: Suffix:
|C|'|arl=_'e | | | |Hen dricks2 | | |

Daytime Phone: E-mail:
[518-555-5555 | [noreply@gmail.com |

* Birth Date: * SSN:
[07/25/1977 |Ef  [255-25-9938 |

w Contact Addresses

I Add Contact ﬁddressJ

To add a new contact address, click the Add Contact Address link.

To remove one of your addresses from this application, click on the Remowve link.
Required contact address type(s):Home

Showing 0-0 of 0
Address Type Primary Address Action Validated
MNe records found.

Continue | n;ocopd Changes

Note: Applicant must provide a ‘Home’ contact address.

— I I —— o T

Contact Address Information
* Address Type:

| Home hd |

* Address Line 1:

[122 First St. |
*City: * State: *ZIP Code: *Country/Region:

[albany | [ny v 12210- [United States v
*County

|.ﬁ.lbanﬂ ® |

I Sawve and CIBEE_J I Sawve and Add .AnutllerJ I Clear _J Discard Changes
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Click the radio button if your address displays, if you address does not display select the ‘Add not valid
address’ link.

Matching Address Results X

w Contact Addresses

Showing 1-1 of 1
Street Name Address Line 1 Address Line 2 County Co
(@) st 123 1st 5t Albany Un

< >

Select J Add not valid address
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7

A message will display indicating your contact address was successfully added, click ‘Continue’.

Contact Information
*First: Middle: *Last: Suffix:
|C|'|aree | | | |Hem:|rick52 | | |

Daytime Phone: E-mail:
[518-555-5555 | [noreply@gmail.com |

*Birth Date: *85N:
[o7/25/1977 | |255-25-9998 |

W Contact Addresses

{ Add Contact Address

To add a new contact address, click the Add Contact Address link.

To remove one of your addresses from this application, click on the Remove link.
Required contact address type(z)Home

« Contact address added successfully. h

Showing 1-1 of 1

Address Type Primary Address Action Validated
Home Mo 123 1st St Albany Actions ¥ Yes

Conl:inue] Discard Changes
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At the bottom of every screen is the ‘Save and resume later’ button. At any point in time you may click
this button and exit your application. The application is saved and you may continue it at your
convenience.

Once the ‘Applicant’ data is complete click ‘Continue Application.’

Cosmetology Application

1 Apply 2 Attach Documents 3 Review 4 Pay Fees 5 Record Issuance

Step 1:Apply=Page 1
For additional licensing information, please visit our website at www.dos.ny govflicensing.
If your license status is "expired’ you should NOT submit a new application, you should register for an account and claim your

record and renew your existing license. Instructions can be found at www.dos.ny.govilicensing/lc-instructions.html . Do not
submit a new application.

*indicates a required field.

Applicant

Select the "Select from Account” option to access your existing contacts from your Account Management

Complete the required fields on the Contact Information page.
Follow instructional text to add the contact address{es) for this Contact

« Contact added successfully. @—-

Charee Hendricks2
noreply@gmail.com
Home phone:518-555-5555
Mobile Phone:

Work Phone:

Fax:

__'HL_E' Remove

¥ Contact Addresses

Add Contact Address

To add a new contact address, click the Add Contact Address link.

To remowve one of your addresses from this application, click on the Remaowe fink.
Required contact address type(s):Home

Showing 1-1 of 1

Address Type Primary Address Action Validated
Home Mo 123 1st St Albany Actions ¥ es

Continue Application » Save and resume later: [™]
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The second page requires you to select your qualifications for applying for a license, if you are also
applying for a temporary license, and if you need Special Testing Arrangements.

Complete the ‘General Information’ portion of the application then click ‘Continue Application.’

Cosmetology Application

m 2 Attach Documents 3 Review 4 Pay Fees § Record Issuance

Step 1: Apply = Page 2

*indicates a required field.

Application Information

—-Belect—
GENERAL INFORMATION Edueation Outside of New York State

Endorsement/Reciprocity

. . o . Experience: 5 Years Outside of New York State
*| am applying for licensure ($40 application fee required) Mew York State Education and Examinations
based on: Previous Mew York State Appearance Enhancement Licensure

I am applying for a temporary license (requires an additional ) Yes () No
%10 fee) so | can practice while taking the New York State
Exams: =

Special Testing Arrangements Required: * () Yes () No

I Continue Application )J Save and resume later: [™]

44



Applicant User Guide for the License Center
June 1, 2016

The next screen is where you start to enter your school information. Depending on the basis for your
application you are required to document your education.

Select ‘Add New’ to add your education information.

System Message:
A You are required based on your application method of Education to submit your education details below.

Cosmetology Application

m 2 Attach Documents 3 Review 4 Pay Fees 5 Record Issuance

Step 1:Apply>Page 3

*indicates a required field.

Education

Instruction: Enter the curriculum number from your school certificate in the Course Discipline field or click the icon next to this
field to select your curriculum number from a drop down menu. Then click on the icon next to the School Mame field to select
your school.

NOTE: You must click the Save Education button to save your information, before clicking the Continue button.

Add New

Education List
Showing 0-0 of 0

School Name Course Discipline Course Completed Action
No records found.

Continue Application » Save and resume later: [™
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When applying based on ‘NYS Education and Examinations’ you select your course curriculum, enter
your completion date, choose your school, and the remaining data is auto-populated.

e The ‘Course Discipline’
e Your ‘School Name’
e Your ‘Completion Date’

Education Informatinn[ Use menu to select the course description from your school certificate. j X

C Completion Date (MM/YYYY) )

Provider Number:

'/'* Course Discipline

* School Name:

Address 1:

| | Your school populates automatically in
the menu based on your course

Address 2: description, select your school and the

| | other fields populate.

City: State: Zip Code: Country:

| | [-select- ~ [United States ~

Phone Number: Fax:

— You MUST select "Save and Close to
e ] Cancel save your Education Infarmation.

Click ‘Save and Close’ to save the data you have entered. A message displays indicating that your data is
entered successfully. You have the opportunity to edit or delete this schooling information by selecting
the ‘Actions’ drop down menu.

Education List
" Education updated successfully.

Showing 1-1 of 1

School Mame Course Dizcipling Courze Completed  Action
DOS SAMPLE 33000 - 0712015 Actions #
AE/BARBER COSMETOLOGY DOS

SCHOOL SAMPLE

Continue Application nJ

You may add additional schooling as needed. Don’t forget to ‘Save and Close’ for each school added.

Click ‘Continue Application” when you are done.
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The fourth page requires you to complete your ‘Health Certification’ data, ‘Application Affirmation,” and
‘Voter Registration.’

Please note there are specific requirements regarding the ‘Health Certification’ form. Please read the
note associated with this section of the application.

When you have completed this page, click the ‘Continue Application’ button.

Cosmetology Application

m 2 Attach Documents 3 Review 4 Pay Fees 5 Record Issuance

Step 1: Apply = Page 4

*indicates a required field.

Application Information

HEALTH CERTIFICATION

Please note: This completed Health Certification Form is subject to audit by an investigator to ensure compliance with this requirement. Evidence of this form
must be maintained on your work premises for audit purpose for three (3) years. You need to be examined by a physician, physician's assistant or nurse
practitioner to apply for a license in Cosmetclogy, Esthetics, Mail Specialty, Natural Hair Styling or Waxing. Your physician, physician's assistant or nurse
practitioner must complete and date the Health Cerfification Form (Form #1948). You must apply online for your application within 30 days after the
certification is signed and dated. ou will be required fo enter information from this form into the below fields.

*Health Examination Date: | |ﬁ

*Physician Name: |

*Physician Address:

CHILD SUPPORT STATEMENT

By selecting the applicant affirmation on this application, |
certify that as of the date of this application, | am not under
an obligation to pay child support OR if | am under an
obligation to pay child support, | am not four or more months
in arrears in the payment of child support, or | am making
payments by income execution or by court agreed payment
or repayment plan or by plan agreed to by the parties or my
child support obligation is the subject of a pending court
proceeding, or | am receiving public assistance or
supplemental security income.:

APPLICANT AFFIRMATION

*1 affirm, under the penalties of perjury, that the statements [ ]
made in this application are true and correct. | further affirm
that | have read and understand the provisions of Article 27

of the General Business Law and the rules and regulations
promulgated thereunder:

VOTER REGISTRATION

*Would you like to register to Vote?: [--selact-- v

l Continue Application » Save and resume later: U
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The second part of the application is where you attach any documentation needed to review and
approve your application. The system will advise you of the documentation you need to provide.

Cosmetology Application

1 Apply 2 Attach Documents 3 Review 4 Pay Fees 5 Record Issuance

Step 2: Attach Documents = Documentation

System Requirements:

“ou must have Microsoft Silverlight installed on your computer in order to upload documents. If you need to install this product now, please be sure to save
your application and log out of the NY'S License Center. You may be required to close your browser and restart your computer. Microsoft Silverlight may be
downloaded here.

Click on "Upload Documentation' to add the appropriate document(s) for your license or permit.

*indicates a required field.

Documentation

No documentation has been identified that requires upload, please click Continue below to

proceed.
MOTE: You must click the Save Documentation button to save your information, before clicking the Continue button.

The maximum file size allowed is 15 MB.
himil; him;mht;mhtml;exe;ini;bat;dll;zip are disallowed file types to upload.

Name Tvpe Size Latest Update Action
No records found.

| Select from }\GcounlJ | Upload Documenla‘lionJ

| Continue Appiication » Save and resume later: [

This section is showing that no documentation is required for this particular scenario. Please see the
section ‘Documentation and NYS Education and Exams’ for further instruction on when you are required
to provide documentation based on NYS education and examinations and for step-by-step instructions
on how to attach and save documentation.
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The next screen is your review page. Review your answers. If updates are needed, click on the ‘Edit’
button to return to that specific section of the application to change your answers. When all your
information is correct, click the ‘Continue Application’ button.

Cosmetology Application

Attach -
‘ 1 Apply | 2 Documents 4 Pay Fees 5 Record Issuance

Step 3:Review

Continue Application » Save and resume later: [*]

Please review all information below. Click the 'Edit' buttons next to the section you wish to edit or click "Continue Application’

Record Type

Cosmetology Application

Applicant Edit
Individual Daytime Phone:555-555-5555
Cha Mo E-mail:noreply@gmail.com
Birth Date:09/28/1977 ' '
092-81-9771

Continue Application » Save and resume later: [*
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You are now able to pay for your license. Review the payment information and if ready to pay, click the
‘Check Out’ button. Should you need to pay later click the ‘Continue Shopping’ button and resume your
application at your convenience.

Cosmetology Application

" Attach _—
1 Apply 2 Documents 3 Review 4 Pay Fees / Record Issuance

Step 4 :Pay Fees

Listed below are the preliminary fees based upon the information you've entered. The
following screen will display your total fees.

/Epplication.fﬂenewal Fees \'l
Fees Qty. Amount
Initial Application Fee 1 $40.00
Six Month Temporary License Fee 1 $10.00

TOTAL FEES
Mote: This does not include additional fees which may be assessed later.

\_ $50.00 Y.

Checkout » I Continue Shopping nJ

Follow the payment screens to continue your payment process. At any point you should decide to hold
off on payment, your temporary application is found in your ‘Cart.’
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Once your payment has been accepted a ‘Receipt/Record issuance’ screen is displayed. Should you have
documentation required for your application; this page displays the documentation required.

The option to view and print your receipt is available from this confirmation page.

Step 3:Receipt/Record issuance

Your application(s) has been successfully submitted. Please click on the Home tab to view available menu
options.

onfirmation

Your application{s) have been successfully submitted. If fees are associated with your application, click on the Print/'View Shopping
Cart Receipt button to printiview your Shopping Cart Receipt. To print/view an agency receipt with agency specific data, click on the
application link and select view details under the Fees section on next page.

PrintiView Shopping Cart Receipt |

View and print

our receipt here.
ne% pos Y P

Lo me
b

AEC-A-15-00680 Cosmetology Application

Thiz record was locked by REQUIREMENT on 11/02/2015.
Condition: Reciprocity/Endorsement Documentation Severity: Required
Total Conditions: 1 [Required: 1)

View additional details

PrintiView Shopping Cart Receipt |
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hitp:illicensecenter.ny.gov
Hamiman State Campus Building 4
1220 Washingion Ave
Albany, NY 12228

SALES RECEIPT

Diate: 1212712013 Time: 10:44:46 AM

Customer: Jenn Jill James

Payment Method Payment Confirmation Mumber

Credit Card 1388158070758

* Nobe: If you used a credit card, your sfafernent will show a charge from NY'5 e-Licenaing.

Itemn Issuing Application ltem Fee ltem Fee
Mumber Agency NHumber Hame
1083535 DOsS AEC-A-13-00703 Caosmetalogy Initial Application Fes F40.00
Application
1083538 DOS AEC-A-13-00703 Cnsmemlngy Six Bonth T:EI-r|'||:x:|rar§,|I S10.00
Application License Fee
Total Fees
$50.00

Once received, your application(s) will be processed according to the policies and regulations of the issuing agency.
Please log into your account at bttpflicensecenter. ny.gov to check the status of your purchase(s) at any time.

Ta request a refund, please contact the issuing agency directly for information on their refund policies.
If you did not make or authorize this purchase, please contact The NY'S License Center immediately.

N¥'5 License Center representatives are available Monday through Friday between 8:30 am and 4:30 pm
EST at (518) 453-8130, with the exception of state cbsenved holidays.

Thank you for your purchase!

You are also able to view your receipt by selecting your record from the ‘Permit/License History’ tab and
scrolling down to the ‘Fees’ section. Click on the triangle to open the ‘Fees’ section and click on the
‘View Details’ link associated with the fee.
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You are also sent an email confirmation with your license/record number, a statement of any
documentation you must provide, and a link where you may track the progress of your application.

**The text in the email you receive will be different than the text provided here.**

Cosmetology Application Received @EC—A—'IB—OO?@ ¥ X
DOS elicensing (dos_noreply@elicensing.ny.gov) Addto contacts 10:45 AM [ Actions »

Tor jennjames99@

Dear Jenn Jill James:

Your Cosmetology Application has been received and the following application number
has been assigned: AEC-A-13-00703.

The following documentation must be submitted for review and approval New York State
Education Documentation

Please note, if you have already provided the above documentation it is pending review.
You may track the progress of your license application at the following link:

AEC-A-13-00703

You will be required to login or register as a user within the NYS License Center to track
the progress of your application.

Division of Licensing Services
NYS Department of State
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Attach a Document

If you need to attach documentation for any reason, NYS License Center prompts you during the
application process.

Any documentation required for the completion of your application is listed in ‘Step 2: Attach
Documents > Documentation’ under the ‘Documentation’ section.

Click the ‘Upload Documentation’ button.

The ‘Select from Account’ option can be used if you have previously uploaded the required
documentation and saved it in your account.

1 Apply 2 Attach Documents 3 Review 4 Pay Fees 5 Record Issuance

Step 2: Attach Documents = Documentation

System Requirements:

“'ou must have Micresoft Silverlight installed on your computer in order to upload documents. |f you need to install this product now, please be sure to save
your application and log out of the NYS License Center. Wou may be required to close your browser and restart your computer. Microsoft Silverlight may be
downloaded here.

Click on 'Upload Documentation' fo add the appropriste document(s) for your license or permit.

*indicates a required field.

Documentation

The following documents are required based on the information you have provided:

1. Reciprocity/Endorsement Documentation: Acceptable documentation includes: Certification of Licensure
MOTE: You must click the Sawve Documentation button to save your informafion, before clicking the Continue button.

The maximum file size allowed is 15 MB.
himil;htm;mht;mhtml;exe;ini;bat;dil;zip are disallowed file types to upload.

Name Type Size Latest Update Action
No records found.

Select from Account | Upload Documentation |
Continue Application » Save and resume later: [™]
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Navigate to the area your documents are saved, select the document you wish to attach, and click the
‘Open’ button.

[, . - =
2 Choose File to Upload - o — -
@Uvr@ b Libraries » Documents » - ¢f|| Search Documents p|

- a
Organize = Mew folder = o« [ @
77 Favorites — Documents library B -
B Desktop Includes: 2 locations
D lzad
& Conn ot . CCWin | IRA Roadmap defects_files

;
=1 Recent Places

, Corel User Files ) list of rescan from April 2008

) Custom Office Templates | My Data Sources

== | ibrari L
ﬁ@' raries = Cyberlink W New Folder
D t
J} OCUMENLE | DPE ) MYELS-53294 ACA amendme
Musi
UEIC | EMails . Outlook Files
Pict
[ Pictures | Fax . QPPriv
B Videos || Hewlett-Packard . Remote fssistance Logs

| HTML
| Infopath . Snaglt
J JIRA defects extract June 2 2015_files UCC Rejections

) S5canned Documents
il Computer

&, Local Disk ()
s HP_RECOVERY (D)

. Jira defects June 2 2005 _files | Updaters
b DVD RW Drive (E:) DR-MLe
C e W™ '
FIEREEMTEST DOC. docx j ’A” Files (*.7) ']
[ Open ] ’ Cancel ]
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The file you opened is displayed in the file upload screen. To add more files, click ‘Upload
Documentation.’, to remove individual files click the ‘Remove’ link, to remove all files you have added
click the ‘Remove All’ button. When you are done adding files, you MUST click the ‘Save
Documentation’ before you click ‘Continue Application.’

Remove

*Type:
| Reciprocity/Endorsament Documeant % |

This option allows

File: Uploaded file appears here you to remove

TEST DOC.docx individual files
100%
(Description: >

Reciprocity Documentatiur{

Also Attach To
| --Selact-- b |

—e
q Save Dooi.lmenta‘liorl) l Select from Acnounlj l Upload Dclcumental:ionj I RemoveAlIJ

Continue Application » h Save and resume later: [™]

Once you have saved your documentation, the document and its details display. Use the ‘Actions’ link
to view details or delete your document. To add additional documentation click the ‘Upload
Documentation’ button. Once you are done adding documents, click the ‘Contine Application’ button.

If you previously uploaded the required documentation to your NY License Center account you can
‘Select from Account’.

*indicates a required field.

Documentation

The following documents are required based on the information you have provided:

1. Reciprocity/Endorsement Documentation: Acceptable documentation includes: Certification of Licensure
MOTE: You must click the Save Documentation button to save your information, before clicking the Continue button.

The maximum file size allowed is 15 MB.
himl;htm;mht;mhtml;exe;ini;bat;dll;zip are disallowed file types to upload.

Name Type Size Latest Update Action
TEST DOC.docx  Retiprocity/Endorsement 11.24 KB 11022015 Actions ¥
Documentation

l Selec‘lfromﬁccountJ Upload Documentation

Continue Application » Save and resume later: [™]
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Save and Resume
At any point in time during your application process, you may use the ‘Save and Resume later’ button to
stop your application without losing your information.

Continue Application » ' Save and resume later; [™] '

When you use the ‘save and resume later’ you receive a confirmation that you have saved your
application. The application is saved with a Temporary application number and is displayed in your
‘Records’ list.

Home Manage My Licenses Consumer Complaints

Apply now! For a New License or Permit

Your partial application{s) (15TMP-001667) has been successfully saved.
"'{ To resume the application(s), go to the Records section and click the Resume Application link.

You are able to continue your application on the ‘Manage My Licenses’ tab by clicking on the ‘Resume
Application’ link associated with your temp record.

Showing 1-20 of 104 | Download results | Add to collection | Add to cart
|:| Date Opened Record Number Agency Record Type Expiration Date Status Action Description
|:| 110272015 15TMP-001667 DOS Cbémetology Resume Application

Appliuajon

You are able to review the data you already entered into the application and continue the application as
necessary.
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Documentation and NYS Education and Exams

If your school is currently participating with the NYS Department of State to complete auto-verification
of your education, you will see this screen, indicating that you do not have to provide your schooling
information and documentation.

You may still need to provide documentation for other reasons.

Cosmetology Application

1 Apply 2 Attach Documents 3 Review 4 Pay Fees 5 Record Issuance

Step 2: Attach Documents = Documentation

System Requirements:

“ou must have Microsoft Silverlight installed on your computer in order to upload documents. If you need to install this preduct now, please be sure to save
your application and log out of the NY'S License Center. You may be required to close your browser and restart your computer. Microsoft Silverlight may be
downloaded here.

Click on "Upload Documentation' to add the appropriate document(s) for your license or permit.

*indicates a required field.

Documentation

No documentation has been identified that requires upload, please click Continue below to

proceed.
MOTE: You must click the Save Documentation button to save your information, before clicking the Continue button.

The maximum file size allowed is 15 MB.
himl;htm;mht;mhtmil;exe;ini;bat;dll;zip are disallowed file types to upload.

Name Tvpe Size Latest Update Action
No records found.

l Select from .Fm-cmmtJ I Upload Docl.rnen‘la‘lionj

Continue Application » Save and resume later: [™]
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If your school is not participating with the NYS Department of State auto-verification program, you are
required to submit the paper affirmation from your school.

Cosmetology Application

1 Apply 2 Attach Documents 3 Review 4 Pay Fees 5 Record Issuance

Step 2: Attach Documents > Documentation

System Requirements:

“You must have Microsoft Silverlight installed on your computer in order to upload documents. If you need to install this product now, please be sure to save
your application and log out of the NY'S License Center. You may be required to close your browser and restart your computer. Microsoft Silverlight may be
downloaded here.

Click on "Upload Documentation’ to add the appropriate document(s) for your license or permit.

*Iindicates a required field.

Documentation

The following documents are required based on the information you have provided:

1. New York State Education Documentation: Acceptable documentation includes: School Affirmation, Other
supporting documentation - such as Letter from Education Department (closed school).

The School Affirmation is the portion of our application provided by your school that contains required verification
information.

MOTE: *You must click the Save Documentation button to save your information, before clicking the Continue button.

The maximum file size allowed is 15 MB.
himl;htm;mht;mhiml;exe;ini;bat;dll;zip are disallowed file types to upload.

Name Tyvpe Size Latest Update Action
No records found.

l Select from nl:'.cnunlJ I Upload Dochnen'Ia‘lionJ

Continue Application » Save and resume later: [*]
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Exams and Your License
Once your application is approved you receive an email notifying you that you may now schedule your
exams. You log into your NY License Center account to schedule your examinations.

**Please Note: If you have indicated that you require special testing arrangements, you are contacted
by a representative from the Division of Licensing Services to have your examinations scheduled for you.

Once on your ‘Records’ list your application shows the status ‘Eligible for Exam.” Click the ‘Record
Number’ link to open the record details.

I |:| Date Opened Record Number  Agency Record Type Expiration Date Status Action Description
[[] 11022015 AEC-A-15-0068] 05 Cosmetology Amendment
Application

The record details display. Scroll down until you see ‘Examinations’ and click on the triangle.

Record AEC-A-15-00681: Add to cart Add to collection
Cosmetology Application

Record Status: Eligible for Exam

+ Record Details

Applicant:
Individual
Somebody Else
Birth Date:07/25/1980
noreply@accela.com
Home
1540 Mowhere St.
Albany, NY, 12203
United States

» More Details

Create Amendment

» Fees

» Processing Status

» Attachments

» Related Records

» Education | Click the triangle to open the ‘

'Examination’ details. |
_..---'_""Ls
( > Examination)
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You are able to view an exam you have scheduled or completed. Click the ‘Schedule an Examination’

link.

Schedule an Examination

Click the 'Schedule an

—
Pending \L Examination' link

There are no pending examinations for this record.

Ready to Schedule

Scheduled
There are no scheduled examinations for this record,
Completed

There are no completed examinations for this record.

Select the exam you are scheduling and click ‘Continue.’

Schedule an Examination

Please review the examination scheduling policy on the New York Department of State webiste before moving foward. In

addition, Appearance Enhancement written and practical examination procedures and supply lists (click on your license
type), as well as Barber practical examination procedures and supply lists, are available on the New York Department of

State website.
Available Examinations (10)

{2COS PRAC SPECIAL TEST

() Cos Test Japanese Language Written Exam
(OCOS WRITTEN SPEC TEST

(O COSMETOLOGY CHINESE WRITTEN EXAM
@ COSMETOLOGY ENGLISH WRITTEN EXAM
(O COSMETOLOGY JAPANESE WRITTEN EXAM
(OCOSMETOLOGY KOREAN WRITTEN EXAM
(O COSMETOLOGY PRACTICAL EXAM

(O COSMETOLOGY RUSSIAN WRITTEN EXAM
(O COSMETOLOGY SPANISH WRITTEN EXAM

Continue Cancel

x
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Fill out search criteria as needed to find the exam in your area. Select your exam and click ‘Continue.’

Schedule an Examination
Available Schedule Options for COSMETOLOGY ENGLISH WRITTEN EXAM
Provider: City: State:
[--select-- v| [--salect- v| [-select- v Fill out search criteria
as needed
From (date): To (date):
[11/03/2015 | B8 [11/03/2016 |
Showing 1-10 of 42
Provider Fee Date Weekday Start Time End Time Examination Site
51500 111205 Wednesday 0900 AM 11:00 AM Al BANY (CC) Alfred E Smith Stal
South Swan Sireet, Albany MY 122
$15.00 11182015 Wednesday 09:00 AM 11:00 AM ALBANY (CC) Alfred E Smith Stab
South Swan Sireet, Albany NY 127
51500 1125205 Wednesday 0900 AM 11:00 AM Al BANY (CC) Alfred E Smith Stal
South Swan Sireet, Albany MY 122
$15.00 12022015 Wednesday 09:00 AM 11:00 AM ALBANY (CC) Alfred E Smith Stab
South Swan Sireet, Albany NY 122
$15.00 12092015 Wednesday 09:00 AM 11:00 AM ALBANY (CC) Alfred E Smith Stab
South Swan Sireet, Albamy NY 122
$15.00 12MER2015 Wednesday 09:00 AM 11:00 AM ALBANY (CC) Alfred E Smith Stab
South Swan Sireet, Albany NY 122
$15.00 121232015 Wednesday 09:00 AM 11:00 AM ALBANY (CC) Alfred E Smith Stab
South Swan Sireet, Albamy NY 122
$15.00 121302015 Wednesday 09:00 AM 11:00 AM ALBANY (CC) Alfred E Smith Stab
South Swan Sireet, Albany MY 122
31500 D1/Me2ME Wednesday 0900 AM 11:00 AM Al BANY (CC) Alfred E Smith Stab
South Swan Sireet, Albany NY 122
$15.00 011132016 Wednesday 09:00 AM 11:00 AM ALBANY (CC) Alfred E Smith Stah
South Swan Sireet, Albany NY 122
<Prev 1 2 3 4 5 MNext>
L4 ) ) >
Click 'MNext' to view for more
ICunt'lnu'E] Back Cancel scheduling options.

x

~
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Confirm you examination information. You are charged an examination fee to be paid at the time the
exam is scheduled. To complete the scheduling of your exam, click the ‘Pay Now’ button and follow the
payment process.

Schedule an Examination X
BEFORE YOU CLICK THE "PAY NOW" BUTTON, please review the information below to confirm that you are
scheduling the desired examination and that the Date/Time and Location are correct. If any of the information
below is not correct OR if you would like to change your selection you MUST click the "Back” button. If you have
decided not to schedule an examination at this time, you MUST click the "Cancel” button.

ONCE YOU CLICK THE "PAY NOW" BUTTON, YOU WILL BE CHARGED FOR THAT EXAMINATION. IN ADDITION,
IN ORDER TO RESERVE YOUR SEAT, YOU MUST PAY THE EXAM FEE AT THE TIME IT IS SCHEDULED.

Examination: COSMETOLOGY ENGLISH WRITTEN EXAM
Provider: DOS WRITTEN EXAMS
Time: 11/18/2015 Wednesday 09:00 AM ~ 11:00 AM
Supported Languages: Enaglish
Location: ALBANY (CC) Alfred E Smith State Office Building 80 South Swan Street, Albany NY 12239
Available Seats: 2
Accessibility: (A ves

Fees Amount
Written Exam Fee $15.00
TOTAL FEES %$15.00
Instructions:
Accessibility:

‘Wheelchair access is available at the Washington Avenue entrance.

Driving Directions:

Located at the corner of Washington Avenue and South Swan Street. Visitors are encouraged to park in the private lots within
walking distance to the building. Limited metered street parking may also be available. Entrances to the building are available on
Washington Avenue, South Swan Street and State Street.

I Pay NowJ Back Cancel

Your first temporary license is activated while you schedule and take your exams. You must pass either

the practical or written exam in order to renew your temporary license. Once you pass both the written

and practical exams your operator license is automatically issued.
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