
How to Guide for Renewals 
 

→ From the Licensing page on the EC website, select Biennial Renewal Form. 
→ This will open a separate window powered by Adobe Acrobat Sign. 

 
 

→ Click Continue at the bottom 
→ All highlighted sections with a red star are required fills and MUST be filled in 

o Please note:  You MUST enter a unique email address, only one licensee 
can use a single email address 

 

https://sdeforms.na2.adobesign.com/public/esignWidget?wid=CBFCIBAA3AAABLblqZhCulgj4NZ-zAFqs31IptMvE-_P03K8iEG1g8eSwQpn4kqCRQGptNBiZjwgI-aI2rjU*


→ Check the box next to the LICENSE TYPE you need to renew 
o Please note, you can select more than one license type (For example: You 

hold an inactive EC and an active JM) 
 Checking the box for a license type will automatically be carried over 

to the AMOUNT field and the TOTAL AMOUNT DUE will automatically 
be carried over to the AMOUNT field and the TOTAL AMOUNT DUE will 
autofill 

o Enter your LICENSE NUMBER in the middle column 
 You MUST enter the correct license number here or your license will 

NOT be renewed 
 

 
→ If you received a license for the FIRST time in South Dakota after July 1, 2025, you 

are exempt from CE requirements.  You make check the box for Exempt from CE 
Requirements 

o Anyone else needs to have complete 16 hours of CE in South Dakota pre 
approved classes 

→ Click in the highlighted area for Attach CE Certificate and select the document you 
have saved for your CE 

 
→ Click Open 

o Please note:  The form will only allow you to select one document, so please 
have your certificates saved as a single document. 

 



 
 

→ You will see the name of the document next to Attach CE Certificate(s) 
 

 
 

→ Answer the required questions regarding conviction of a crime of violence and that 
you have satisfied your CE. 

→ Click the highlighted area next to SIGNATURE: 

 
 

→ You can either Type your name, or you can Draw your name 



 
 

→ Click Apply 
o Your signature will now display on the Signature line 

 

 
 

→ In the highlighted field with USD, enter the amount from the top of the page that 
auto filled when you selected what LICENSE TYPE you needed to renew 

→ Select the radial button for the method of payment 
o Credit card payments will ONLY be accepted through the Pay Online button 

on our licensing page. 

 
 

→ Checks or Money Orders can be mailed to us at 217 W Missouri Ave.  Your renewal 
will NOT be processed until the payment is received.  



o Please make sure you are noting on the check or money order that the 
payment is for renewal and the license number it is renewing 

 
 

→ If there are any required fields that you have not filled out, you will see Next required 
field with a number next to it in the upper right corner and the button will say Save 
for later 

 

 
 

→ Clicking on the number will take you to the required field you need to fill out 
→ Once all fields are complete, Click to Sign will appear at the bottom 

 

 
 

→ Enter your active email address in the box that pops up, you will need to verify your 
email in order to submit your form 



 

 
 

→ Once you enter your email, you can click on the Click to sign 
 

 
 

 
 

→ In the email you receive, there will be a Confirm my email address hyperlink you 
need to click 



 
 

→ You will receive the green message below letting you know your form has been 
submitted 
 

 
 
 


