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Private Investigators Licensing Board
Online Portal Renewal Instructions
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Logging Into Your 
Account

If you do not have an online portal account please follow instructions on 
pages 2 through 9

• https://pilb.nv.gov/

• Click on the Online Portal 
tab
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Logging Into Your 
Account

• https://pilb.nv.gov/

• Click on the Portal Login

• You can also find instructions on 
adding people to rosters, license 
renewals and portal login. 
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Logging into Your 
Account

1. Ensure pop-ups are enabled 
for our site

2. Log in 
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Online Portal
Prior to beginning your 
renewal, you will need:

1. A new electronic copy of 
a facial photo 
• Facing forward
• From the shoulders up
• Against a white 

background
• No hat, mask or glasses

2. An electronic copy of 
your current certificate 
of insurance available to 
upload
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Online Portal
To access your company renewal 

1. Click My Licenses
a) Under Incomplete Forms 

Double click the renewal form 
link

1

a)

6



Online Portal
You will be taken to a 5-page 
form to complete. 
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Online Portal
1. Ensure all the license 

details fields are filled 
out correctly
a) Including Date of Birth 

and Social Security 
Number

You may not use this form to 
change your name, DOB or 
SSN. Please contact our office 
if a change is required. 

2. You may update your 
mailing address
• Do not use any 

Symbols or 
punctuation (#, -, .) 

1

2

a) a)
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Branch Offices:

A branch office is a location where business is conducted, other than the main office address we have on file.

1. On this first page, you may have a list of Branch Offices. Please ensure that all addresses are correct for 
these offices. You will also have the option to mark the office as closed. 

2. Additionally, you may add branch offices by clicking on the add button.  This will update your invoice amount 
prior to submission.

List of Licenses:

1. Below the Branch Offices section will be a list of your License Categories.  You may have one or multiple 
items listed.  For Qualifying Agents, you will see two listings for each License Category that you are a QA for. 

Online Portal
9



Online Portal
First Page Disclaimer:

1. On this first page, you must 
click the FIRST BOX 
acknowledging that you 
agree with the statement

2. And then CHOOSE ONE of 
the statements below  
before clicking next. 
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Online Portal
Required Documents Tab:

The documents required to 
complete the renewal are:

1. A new electronic photo must 
be provided each year.

2. Proof of insurance (a copy is 
required at the time of 
renewal)

If you select Upload Now:

• Please answer the following 
Yes or No question
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Online Portal
Required Documents Tab:

ONLY click YES if you have a 
MAC or Apple product:

1. In order to attach 
documents you must 
• Open a new browser 

window
• copy and paste URL into 

this new browser window
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Online Portal
Required Documents Tab:

When you open the URL link:

1. You will be brought to this 
form. Please upload the 
required documents

2. If you upload now:
a) You must upload both

documents
b) Please limit the type of 

document to a PDF or 
scanned TIF image.  Do 
not upload Word, Excel 
or Email messages.

3. Click SUBMIT then return
back to the renewal form
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Online Portal
Required Documents Tab:

1. If you select NO (not using 
an apple or MAC product):

a) You must upload both
documents

b) Please limit the type of 
document to a PDF or 
scanned TIF image.  Do 
not upload Word, Excel 
or Email messages to 
this.
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Online Portal
Compliance Form Tab:

1. Read through the 
document

2. Scroll to the bottom of the 
page 

3. Check you Agree

4. Type in your name

5. Click Next

4

3

2

1
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Online Portal
Child Support Information Tab:

1. Check option

2. Type in your name

3. Click Next

2

3

1
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Online Portal
Payment Page:

1. You are able to forward this 
payment page to another 
person for payment 
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Online Portal
Payment Page:

1. When this option is 
chosen, enter an email 
for the person the 
invoice should be 
forwarded to

2. You are still required to 
sign and submit the 
application

3. Notify the person that a 
link will be emailed to  
them to pay the invoice

• The email will come from 
No-reply@onbaseonline.com 

• Please check junk and 
spam
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Online Portal
Payment Page:

1. Otherwise, you may make 
the payment yourself here. 
• Pay Online
• Mail
• Drop off

2
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Online Portal
Payment Page:

Pay Online Option:
a) Please use a Credit or 

Debit card for this 
process. (we do not 
accept American 
Express)

b) This email may be 
different than the 
email we have on file

c) Do not use any 
Symbols (#, -, .) in the 
address section of the 
form.

If your payment 
information auto fills, you 

must delete the 
information and type it in 

manually
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Online Portal
Payment Page:

Pay Online Option:

Once payment information is 
entered, please

1. Enter your name the 
way it appears on 
your credit card

2. Print form for records
3. Click the

button

You MUST click submit to 
complete the renewal 

process. 

1

2 3
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Online Portal
Payment Page:

Mail Option:
1. Enter your name on 

the form
2. Print form for your 

records
3. Submit application
4. Then Mail us a 

money order, 
cashiers check or 
business check to 
our Las Vegas office. 
a) Make payment out 

to PILB
b) Include a copy of 

renewal form and 
any supporting 
documentation

1

2 3

4
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Online Portal
Payment Page:

Drop off Option:
1. Enter your name on 

the form
2. Print form for records
3. Submit application
4. Then come into our 

office to make 
payment 

5. Bring a copy of renewal 
form and any 
supporting 
documentation

1

2 3

4
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Online Portal
We are asking all licensees to 
update their physical/mailing 
address ON THE PORTAL.

This would be different than 
that was generated on the 
renewal form.

1. Click My Companies

1
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Online Portal
This address is what will display 
to the public when they search 
your company or ask for 
contact information.

1. Select which address you 
want displayed to the 
public

2. Click submit address 
change to update address

If you get an error message 
after trying to save, do not 
worry. When you sign back in 
or refresh the page the 
updated address will show 
properly. 

1
2
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Las Vegas Office
3110 S. Durango Dr. Suite 203
Las Vegas, NV 89117
Phone: (702) 486-3003

Carson City Office
400 W King Street, Suite 101
Carson City, NV 89703
Phone: (775) 684-3126

Email:  PILBinfo@pilb.nv.gov

Accepted forms of Payment:
We accept debit, credit card, money order, cashier’s checks 
or Licensee checks in our office. No cash is accepted.
American Express is not accepted.

Revised September 2021
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