
How to Request Your License be Moved to Inactive Status 

How to Request Your License be Moved to Inactive Status 

    Applies to LPC, LP, LSP, MFT, and Social Worker license types only. 

    If your license is currently Delinquent, you must first complete the renewal process before 

proceeding with this request. 

 

Step 1: Sign Into the Online Licensing System 

Go to the Online Licensing System. 

If you do not yet have an account, follow the “How to Create an Account” guide at the top of this 

page. 

Click Sign In to access your account. 
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Step 2: Start the Inactive Status Request 

• From the “Manage your license information” dropdown, select “Request for Inactive 

Status” 

• Click Select 

 

 

Step 3: Proceed Through the Application 

• Review the Introduction screen, then click Next 

 

• Answer the Suitability Questions, then click Next 
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    If you answer in a way that suggests a different online function, the system will issue an 

error and redirect you. 

 

Step 4: Verify Contact Information 

• Review your contact details 

• Make corrections/additions if needed 

• Click Next 
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Step 5: Review and Submit 

• Review all your entries 

• If anything is incorrect, use the Edit button to revise 

• When you finish, click Submit 
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Step 6: Summary and Submit 

• Confirm the accuracy of your submission, click edit to make changes.  

• Complete the Attestation question, then click Next 
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Step 7: Pay the Processing Fee 

• Click Pay Now 

• You can also download a summary report of your application at this step.  

 

• Select the appropriate inactive status fee 

 

• Click Next to proceed through the confirmation and payment screens 
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• Enter your billing and payment details, then click Submit 
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Step 8: Confirmation and Recordkeeping 

• After payment, you will be redirected to a Summary Report page 

 

• Save or download your transaction summary 

• You will also receive two emails: 

o One from the licensing system 

o One from the payment processor 

    Save both emails for your records. 

 

Processing Timeline 

Your license status will typically update within three business days. 

    If you are under Continuing Education audit or have outstanding fingerprint 

requirements, processing may take longer. 

 


