
Online Application Process 
 
Location:   https://licensing.azdhs.gov/LicensingOnline/CC  
 
GENERAL USERS: 
When you first use the site, you will need to select “Register” in order to establish an account. 

 
 
Fill in the boxes.  All of the information is required. 
 

 
 
 
At this time, each facility must have a unique user – which means a unique password as well.  
The password must include a “special character” – one of the characters above the numbers on 
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https://licensing.azdhs.gov/LicensingOnline/CC


the keyboard.  The system will not allow a password that does not meet the criteria, but will tell 
you so that you can change it if necessary. 

 
 
When you begin typing the Licensee name, a list should appear of existing licensees within the 
System.  (Give it a few seconds to load.)  Once you select a licensee, any associated facility 
numbers will be available to select in the FAC ID box when you click the down arrow. 
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(If your licensee name, or the facility ID, does not appear, contact the Bureau for help.) 
Click “Register.” 
You will see this message: 
 
 

 
 
The Bureau will receive notification that your registration needs approval.  Please allow at least 
one business day for this process.  You will receive an email indicating the registration has been 
approved. 
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Go to the Online Web Site and LOG IN using your user name and password. 
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On the BCCL Home Welcome screen, you have several options: 

• Submit a licensure fee – pay the licensing fee for the facility you are registered for 
• Update your profile – change your password or other information related to your 

account 
• Log off – when you are finished with your payment process 
• Contact us – If you have any questions or issues 

 

 
 
 
 
 
 
 
 
When you select “Submit Child Care Center Licensure Fee” the Licensure Fee screen will open. 
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If your facility does not owe a fee within the next 60 days, you will receive this message. 
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If a fee is owed, you will see a screen like this: 
 

 
 
Please review the information carefully. 
 
The information is based on what is currently in the public records regarding your license.  
 
If you need to make changes, you will need to contact your Licensing Surveyor.  You may need 
to provide documentation or additional information in order for the changes to be processed.  
The changes must be made prior to payment.  Please allow at least 7-10 business days for 
changes to be processed once the documentation is provided. 
 
All fees received by the Department are non-refundable. 
 
Once you have verified that the information and the required fee is correct, select “Submit 
Licensure Fee.” 
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Complete the required information and select “Continue” to submit the credit card information. 
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An order review screen containing the details of your payment will appear.  Please review it 
carefully. 

• If it is not accurate, select “Previous” and correct the information as necessary. 
• If it is accurate, select “Authorize” to submit your payment. 

 
 
Licensure fees to the Department are non-refundable. 
It is your responsibility to ensure that you are paying the correct fee. 
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Once the credit card has been processed, a payment receipt screen will be available for your 
review (see p. 10 for a sample). 
It is recommended that you print a copy for your records. 

 

 

You will also receive an email. 
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SAMPLE Receipt 
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If there is an issue with the credit card, you might get a message like this: 
 

 
 
Please check your credit card and try re-submitting.  If there continues to be an issue, you might 
need to use another method to pay your licensure fee. 
 
 

 

 
 

 
Sometimes there might be a technical problem.  If you get this message, try the process one more 
time from the beginning.  After that, notify the Department that you had the problem. 
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It is strongly recommended that you document any aborted efforts to pay your fee.  You will 
receive a payment receipt indicating the declined status of the payment.  You can print this page 
for your records.   
 

 
 
REMEMBER:  When the payment is processed, you will receive a payment 
receipt indicating the payment has been approved. 
 
Do not forget to LOG OFF. 
 

 
 
BCCL staff are notified that a payment has been received.  Staff will review the receipt and 
verify the information and fee amount.  If everything is compliant, a license will be issued 
indicating the new start and end dates of the licensure period for the facility. 
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