1. Once you have logged into the system you will be on the home screen from there select Menu:
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Period Ending 10/31/2023 Pending Held Commission Cydle o Date
Gross Revenue $580.32 $0.00 Gross Revenue
Commission $522.11 O $0.00 Commission

Net Payable $0.00 1099 Year to Date

2. Then you will select Licenses:

Commissions

Trades Clients

View Data View Report Renew selected

California 6/15/2018 12/31/2023 $0.00
Connecticut 9/23/2022 12/31/2023 $0.00
District of Columbia 6/15/2018 12/31/2023 $3,357.02

Delaware 6/15/2018 12/31/2023 $0.00

4. After selecting Renew Selected you will select “The Fees will be deducted from earned commissions” when finished select “OK”



Confirm license renewal

This will renew the selected licenses. The fees will be deducted from earned commissions.
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