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Online Plumbing and Mechanical License/Registration 
Renewal Procedures 

Plumbing licenses and registrations are renewed online through the Citizen Access portal every 
two years.  Renewals expire May 31st of the renewal year.   

Renewal notifications will be sent via email to the email address associated with each 
license/registration.  

Renewal fees are based on the license/registration type and whether the applicant is a county 
resident or non-resident.  Fees will automatically be assessed once the renewal notifications 
have been sent.  A late fee of $100 will be assessed for any renewals received after May 31st 
and until August 31st. 

To complete the renewal process, licensed contractors can follow these steps: 

• Login or Set Up an Account:  Licensed contractors will renew online through the Citizen 
Access portal - https://aca-prod.accela.com/WASHCOMD/Default.aspx. 

• If they do not already have an account, one will need to be set up to proceed with the 
renewal.  A User Guide is available to assist with this process at https://www.washco-
md.net/wp-content/uploads/Citizen-Access-User-Guide.pdf. 
 

• Renewal and Payment:  The license/registration number can be retrieved by using the 
Search feature for Permits.    

 
 
 
 
 
 
 
 
 
 

https://aca-prod.accela.com/WASHCOMD/Default.aspx
https://www.washco-md.net/wp-content/uploads/Citizen-Access-User-Guide.pdf
https://www.washco-md.net/wp-content/uploads/Citizen-Access-User-Guide.pdf


2 
 

The license/registration number should appear at the top of your list of permits and 
should have a status of “Ready for Renewal”.  Click on the blue link for “Fees Due” and 
proceed with payment.   

 
 
(Note: If you do not see the license/registration number listed, you can manually 
search for it by scrolling down the page and entering the number in the Record 
Number field under General Search and clicking the Search button at the bottom of 
the page). 
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After you click on Search, the individual record will show up.   Click on the Payments Tab 
and Fees and proceed with payment. 
 

 
Fees will automatically be assessed based on the license/registration type and whether a 
county resident or non-resident.  Click on the Continue Application button. 
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Enter the payment information and click on the Submit Payment button at the bottom of 
the page. 
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Once payment has been successfully submitted, a green banner will appear stating the 
fee has been paid and the license/registration status will change to “Approved”.  You can 
print the receipt by clicking on the Print/View Receipt button. 

 

 
 

 
 

 
 



6 
 

• License/Registration Cards:  Contractors can print their card by clicking on the 
“Print/View Record” button.  

 
 

 
 
 

• Late Renewals:  After May 31st, any licenses/registrations that have not been renewed 
will be automatically classified as “Expired”.   The grace period for renewals extends until 
August 31st.   Any licenses/registrations not renewed by that date will be marked as 
“Void”. 


