Online Instructions for Managing Brokers

How to Terminate Licensee(s) 'IDFPR

Step 1: Log into IDFPR Web Portal
(https://ilesonline.idfpr.iIIinois.qov/DFPR/DefauIt.aspx) ’IDFPR o

& Access Your Account

~
Account

IDFPR Online Services Portal

Welcome to our new Online Services Portall We currently offer the following:

Password 1. New Professional License Applications: Advance Practice Nurses (APNs), Barbers, Cosmetologists,
Estheticians, Licensed Certified Public Accountants (CPAs), Dentists, Dental Hygienists, Licensed
Massage Therapists, Licensed Practical Nurses (LPNs), Nail Technicians, Permanent Employee
Registration Cards (PERCs), Pharmacy Technicians, Registered Nurses (RNs)

New Business License Applications: Limited Liability Companies (LLCs), Medical Corporations,

~

Don't have an account?

Professional Service Corporations (PCs), Public Accounting Firms, Salons/Shops

New License Applications or Renewals: Medical Cannabss Dispensary Agents

New and Additional Controlled Substance Applications: Advance Practice Nurses(APNs), Dentists,
Optometrists, Physician Assistants, Physicians, Podiatrists and Veterinarians

o

New Applications O

More Online Services

License Lookup

Step 2: Click Online Services Link

Step 3: Click Licensure Options

‘I D FPR HOME MY ACCOUNT ONLINE SERVICES ~

License Application License Application Status Account Information
Create/Continue Application License Application Status Address Change
License Application Status Upload Document(s) Update My Contact Info

Licensure Options

Certification of Licensure LRI LTl

Lookup a License

Welcome to our new Online Services Portal! We currently offer the following:

New Applications

To create or continue a new license application click the button below.
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https://ilesonline.idfpr.illinois.gov/DFPR/Default.aspx

To begin click the “Start” link.

Note: If you have any pending
changes they will appear on this
screen.

Step 5: Select type of Action

* Manage Licensees
Add, Terminate, and Approve

Transfers of Licensee(s)

Modify My Current Licensure
To update your own PERSONAL
License

Review Pending Request from
Brokerage Firm
To Review, Approve, or Deny
Requests from Prospective
Sponsoring Brokerage Firms
(your status must be Inoperative to
receive requests)

Once Selected, click “Next”
(bottom of left of the page)

You may save your progress
and return to the Transaction
Click the red “Save to Continue

Later” button on the bottom

right of each screen

Process Completed Sucesshly

Licensure Options
Licensure Options
Fields marked with an asterisk * are required.

1. Which type of action would you like to take?

: Field required

*All Fees are Nonrefundable®

Licensure Options

Fields marked with an asterisk * are required.

1. Which type of action would you like to take?

IManage Licensees
Maodify My Current Licensure
*All |Review Pending Request From Mew Brokerage Firm

Licensure Options - Firm & Employees

Fields marked with an asterisk * are required.

2. Select Type of Licensee Change

Previous | Next Save to Continue Later
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Step 6: Select Type of License Change

Fields marked with an asterisk * are required.

Licensure Options -
Firm & Employees

2. Select Type of Licensee Change

[l - select one -
Transfer Licensee to Brokerage Firm
Remaove Active Broker(s) or Leasing Agent(s) from Brokerage Firm
Review Pending Request From New Broker(s) or Leasing Agent(s)

Transfer Licensee to Brokerage Firm
To add a Licensee to your Brokerage Firm
(only Inoperative Licensees may be added)

* Remove Active Broker(s) or Leasing
Agent(s) from Brokerage Firm
To remove/terminate Licensees from
your Brokerage Firm
(This will make Licensee Inoperative)

Review Pending Request from New
Broker(s) or Leasing Agent(s)
To Review, Approve, or Deny Requests
from Licensees that have added your
Brokerage Firm for Sponsorship

Once Selected, click “Next”
(bottom of left of the page)

Previous Next
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Step 7: Select existing Licensee(s) for Termination via “Action” Icon

7

B/ 475 9SS - sssmmmm0 VICTORIA Active
Select Broker via “Action” B 475w (e HEATHER e
icon B/ 4751 IESUHILLARY Active

Each existing Broker will B 475 T mei PAMELA Active
be listed for review. g7 475 wmm= - cummmm( SHARON Achve
Remove Existing B/ 475 === c===wm= TREVOR Active

The “Action” icon is the i §F 475 1mm . E=m RANDI Active
paper and pencil to the B2  AT50ees smm—=—w|AURA Active
left of each Broker A 1T Active

B 475 s . SSmsem= GAVLE Active

B/  475.0== == ROBERT Active

B 475 1e Swssws RANDEE Active

Edit Supervision Remove

Please update the Supervision Status field for the broker(s) you would like to remove.
Employee License : Employee Name
475. T T SHARON
Step 8: Select “Terminate” in
Employee Status drop down
471 =
B/ 475 m=== smmm== \ICTORIA Active
Repeat these steps for as B7  A75mme ey HEATHER Active
many Broker(s) required B/  AT5 M THILLARY Active
“Terminate” will appear B/ 475 Wmmmme PAMELA Active |
next to each edited name B/ 4757l SHARON Terminate
Remove Existing B/ 475w smme==mmu TREVOR Active
Broxere) 475 T TR RANDI Acti
Once selected, click “Next” 4 e il
475 == =SS AURA Activi
(bottom of left of the page) L ¢
(774 475. == WE=T"—===Y GINA Active
(574 475 =TSN GAYLE Active
(74 475 W =" ROBERT Active
574 475 109 SESNS RANDEE Active
(574 475 7==="15SSN |\ AUREN Active
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A

Total Fees:  $0.00
Licensure Optices.
1. Confirm action{s) you would fike 10 take.
Marage Lcersoes

“All Foos are Noorefmdable*

Licensure Options - Flem & Employees
2. Conlirm action(s) you would like 10 take.

Romove Actve Broken(s) or Leasng Agent(s) fiom Becierage Fem

Remove Existing Broker(s)
5, Please update the Supervision Status fleld for the broker(s) you would like to remove. §

Employes Statrs
4754 — R At
475 T B PATRICA v
475 == e EARL Ao
475 = =2 DEBRA Ao
475 R LAURA At

The system displays all existing Licensees and their statuses. Each Licensee selected on the
previous step, should display as “Terminate”
It is important to scroll through the list to verify all intended Licensee(s) are in the proper status.

Click “Finish” to make the changes official.
Email notifications will be sent to the Licensee and the Managing Broker for confirmation.

The transaction is completed.
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