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OVERVIEW 

 

For the New Mexico Regulation and Licensing Department, Renewals Quick Reference Guide will explain how 

to use the portal to renew a license. 

Note: If you are renewing your license after it has expired, you may have to pay a late fee. 

ACCESSING A LICENSE FOR RENEWAL 

1. Login to the BCD Licensing Portal. Scroll down to the My Licenses section on the Home Page. 

 

2. Identify the license that required renewal and click on Renew link. 
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NOTE: The same license can be accessed from the License > My Licenses. 

 

RENEWAL STEPS 

You must fill in the details for all steps before submitting your renewal application. 

1. In the Getting Started step, read the information carefully and click Save & Next. 

 

2. In the Personal Information step, your information will be pre-populated. However, if you 

need to edit the details, click on My Profile. The renewal application will then open the My 

Profile page. 
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a. Scroll to the bottom of the My Profile page and click Edit. 

b. Update the Email Address and click Save.  

You will receive an email requesting confirmation about changing the email address. 

Once you confirm, the RLD application will update your email address.  

 

Note: You cannot update any other information in your profile except the email address. And 

you can only update your email address once. 

c. After you update the profile details, click Home. 

d. Identify your application in the My Renewals section and click Continue under the 

Action column. 
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e. The application will open from the Getting Started step. You must click Save & Next 

to navigate to the Mailing Address step. 

3. In the Mailing Address step, update the address information, if required and click Save & 

Next. 

 

4. In the Additional Application Requirements step, select Yes or No options as applicable 

and fill in the required details.  

Note: New Mexico has written licensure recognition agreements with Louisiana, 

Massachusetts, and Georgia. If you qualify, you are eligible for licensure in New Mexico 

without having to take the licensure examination. You must be in compliance with all aspects 

of the current state’s licensure requirements, and the status of the license can either be 

active or inactive. 

a. If you have selected Yes for Reciprocity, you will be prompted to select your 

current state's licensure. If Reciprocity doesn’t apply to you, select No.   
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b. Select Yes or No for the rest of the questions as applicable.  

 

c. Click Save & Next. 
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5. In the Continuing Education Requirements step, select Yes or No. 

a. If you have selected Yes, then you must add 36 hours of the continuing education 

information.  

 

b. Click Add New to add CEU hours. 
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c. Fill in all the details and click Save. 

 

d. Once done, click Save & Next. 

 

Note: Every tenth Real Estate Commission renewal application may be audited. However, every Associate 

Broker renewal application is audited. 
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3. In the Upload Document(s) step, click the Upload a New File icon to upload new documents or 

click the Select Existing File icon to select already uploaded documents. The document names with a 

red asterisk (*) are mandatory. 

 

a. If you click on Upload Files, the following screen will appear.  
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b. Click Upload Files, select the file, then click Done and click Close.  

 

c. If you click on Select Existing, the following screen will appear. Click Use to select the 

required file. 

 

d. Click Yes. 
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e. Once you upload all documents, click Save & Next. 

4. Select the Attestation checkbox to give your consent, enter your name in the Attestation Signature 

field, and click Save & Next. 

 

5. In the Payment step, read the information in orange and then select a payment mode from the Mode 

of Payment drop-down. You can make payment in one of the following methods. 

a. Operating Transfer: Select this payment method if the payment will be made by any 

agency. Enter the Name of New Mexico State Agency, Operating Transfer Number, and 

click Pay and Submit. 

 

b. Credit Card or E-Check: Select either Credit Card or E-Check payment method, and you will 

be directed to the Payment Gateway page to complete the payment process. For more 

information, see Payment Gateway topic. 

c. Click Pay and Submit. 
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NOTE:  

● Payment is a separate system; credit card info is not stored/saved by RLD.  

● Cybersource is a SoNM billing platform, and this is not phishing or other malware. 

PAYMENT GATEWAY 

1. Review the information and click Next. 
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2. Enter the billing information and click Next. 
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3. Review the Order and click on Pay. 

 

4. You will be shown a confirmation message once the payment is complete. 

 

NOTE: You will receive a payment receipt in the email entered in the Payment Gateway. 
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CHECKING RENEWALS SUBMISSIONS 

1. On the Home Page, the Renewal submission will appear under My Renewals with submitted status.  

 

2. Click on the Print link to generate a digital certificate (PDF) under My Licenses. 

 

 

 


