
Charleston County Citizens Access Portal 

How to Renew a Contractor’s License 

**NOTE: Internet Explorer 11 is the preferred browser** 

 

Renewing your contractor license is only available to do so online if it is 30 days 

or less before the expiration date. If your license has already expired, you will 

need to mail in the License Renewal Form or come into the office. 

 

1. Click Prof. License and then click Search.  

 

2. Search the contractor’s name or license number associated with the 

account you are logged in under.  

 

 

3. Click the appropriate person, making sure the license will expire within 30 

days to be open for the renewal period. 



 

 

4. Click the renew license button on the right hand side of the page. This will 

only appear if the license will expire within 30 days.  

 

 

5. Upload the filled out license renewal form, a copy of your current state 

license, and updated authorization letters. When you are finished click. 

“Next.” To upload files, click “Select” and navigate to the documents that you 

want to upload.  Click select again for each additional file that you want to upload. 

The preferred file format is PDF. 



 

6. You will be taken to this screen. Verify that all information is correct, and 

select Confirm and Renew.  

 

Next Steps: 

• Your license status will be “Under Review.”  

• Our staff will review your license information and set up an invoice for you 

to pay. You will be contacted when your invoice is ready. 

• Once the payment is processed, you will be mailed (or, if you wish, pick up 

in office) your certificates and decals.  

 


