
                            
 

Online Renewal: Step by Step Instructions 
 

The following are step by step instructions to walk you through the online license renewal for the PACFA program.  

 

Getting Started         

 

1.  Online renewals are processed through the AgLicense system.  Go to ​www.colorado.gov/aglicense​ ​or 

choose “AgLicense” on the PACFA home page ​https://www.colorado.gov/pacific/aginspection/pacfa  

 

2.  Registration of AgLicense Account: 

● If you’ve already registered your account then log into the site using the username and 

password that you created (this information was also sent to you via email or mail).  

● If you are new to AgLicense and/or have not registered then click on “Register” and follow the 

prompts to register your account.  

● Account information to Register online was sent to you via email.  This information includes 

your AgLicense ID and Pin ID. 

● If you need to reset your password, please call the Help Desk at 844-235-3815. 

3.  Payment Types: We accept payments online either by Credit Card or Electronic Check. 

● If you wish to pay for your license fees by Electronic Check, you will need to contact your 

bank to make sure they accept electronic fund transfers (EFT).  

4.  Breeders, Animal Rescues, Animal Shelters, Pet Animal Sanctuaries and Pet Transporters:   

● STOP, if you have not submitted your Annual Statistics yet! ​ ​Your statistics must be submitted 

through the online reporting portal ​before​ you renew your license. You may find the Statistics 

Reporting form portal on the  ​PACFA website​. 

5.  Help Desk and FAQ’s 

● The program receives a very high volume of calls and emails during renewal season. Please 

call the Help Desk at 844-235-3815 first to get assistance with your online renewal.  We 

appreciate your patience and understanding.   

● All renewals are reviewed and approved by the PACFA program.  Renewals may sometimes 

take 2-3 business days to be processed and approved. You may log back into your account 

to see if your renewal has been approved.   

● If there is additional information or requirements that are needed to process your online 

renewal the office will be in contact with you.  

● Once your renewal is approved, you will be able to view and print your renewed license 

from your account. Be sure your internet browser’s pop up blocker is turned off to allow 

you to view the print window. 

If you have any questions or need assistance, please contact the Help Desk 844-235-3815, or by email at 

cda_pacfa@state.co.us​, or you may contact your inspector directly. 
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Step 1​:​ Online Account Page - Shopping Cart 

 

You will be able to view your account, license information and payment history on this landing page. 

 

If your account is linked to multiple CDA programs, click on the Pet Animal Care and Facilities link if you want 

to view information about your current license information for PACFA.  

 

1. Under the Account Tasks section, click on the link “1 license(s) due for renewal”.   

● If you have multiple programs you will need to scroll down to either the Online 

Renewals/Payments or the Account Tasks section (see picture).  
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Step 2 - Shopping Cart: Select PACFA Program  

1. Check the box next to your license type (Pet Animal Care and Facilities).  

● Note: If you have multiple licenses with CDA you ​can​ renew these together by checking all of the 

boxes and adding them to your cart.  

 

2. Click on Add Selected Items to Cart.  
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Step 3 -  Shopping Cart Verification Page  

1.  Upon accessing the Shopping Cart Verification page you will notice that the Amount is $100. 

The AgLicense system sets this fee amount as a default. Once you complete and submit the 

License Information Verification section of the  “Step 1 - Edit” section, the system will then 

calculate the correct license renewal fee. To begin your renewal click on “Step 1 - Edit”.  
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Step 3 - Part 2: License Information Verification Page  

1.  Verify your facility contact information is correct.  Make edits when necessary. 

● Note: You can only make corrections to contact information, only.  Change of ownership, 

Primary Business Contact/Licensee and physical address of the business must be changed by 

submitting a new application and CANNOT be changed online. 

2.  Verify the correct Operations type is selected.   

● You CANNOT Add or Change Operation/Category Types during your renewal process 

online.  Attempts to change your current license operation/category type online will be 

DENIED. 

● A change in operation type must be submitted by application form only.  Go to the main 

PACFA website​, to find the application. 

 3. Add Statistics Report (Required only for all Breeders, Animal Rescue, Animal Shelter, Pet Animal 

Sanctuary, or Pet Transporters) under the Files Required for Renewal section.  If you are not required 

to submit annual statistics, please move to the next step. 

Reminder: You must submit your statistics through our online portal FIRST before continuing with this 

online renewal.  If you have your statistics report ready, continue to upload your report. 

● Click the “Add File” button 

● Click “Choose File” and navigate to the file on your computer. “Open” to add the file to 

your renewal.  

● Click “Upload.”  You should then see your report file appear. 

 

4.  When finished, click on “Accept and Continue” (on the bottom RIGHT-hand corner). This will 

take you back to the Shopping Cart Verification Page.  

 

See picture on the next page for reference. 
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Step 3 - Part 3: License Information Verification Page  

1. You will now see that your renewal license fee is calculated.  If you feel like the fee does not look 

correct, please call the Help Desk line or your PACFA inspector to double check before continuing 

with your renewal.  Click on “Step 2- Create”  
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Step 3 - Part 4: Application Questions  

1.  ALL questions on this page are to be initiated and/or answered by the Primary Business Contact ONLY. 

All questions are required to be answered.   

2.  Click on “Submit” (on the bottom LEFT-hand corner) when finished.  

3.  You’ll be returned to the Shopping Cart Verification Page.   

See picture below for reference. 

 

PACA Online Renewal Instructions Page 8 
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Step 3 – Part 5: Shopping Cart Verification  

1.  Click on “Proceed to Checkout”  

2. NOTE: If “Proceed to Checkout” is not clickable make sure Step 2 says “Step 2- Submitted”. If it doesn’t then 

click on Step 2 link again and make sure all questions are answered and you click “Submit” at the bottom 

LEFT-hand corner of the page. If it says, “Step 2- Submitted,” and you still cannot click the Proceed to 

Checkout button, then click on “Step 1- Edit” and click on “Accept and Continue” on the bottom 

RIGHT-hand corner.  Both steps must be completed in order to proceed. 
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Step 4: Checkout  

1. Enter your name  

2. Check the Authorization box  

3. Click on “Proceed” button  

4. The screen will flash and you will be taken to the payment portal  
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Step 5: Paying and Finishing Transaction  

You will be directed to the Secured Online Payment Process portal where you will be able to choose 

to pay for your renewal by Credit Card or by eCheck. 

 

If you are paying by Credit Card, please follow the steps below.   

If you are paying by electronic check, scroll down to the Electronic Check Instructions (page 16). 
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Credit Card Payment: Step 1 

1.​ ​Click on the “Pay by Credit Card” box to get started. 

 

Credit Card Payment: Step 2- Payment Information Screen  

1. Enter the card number without spaces.  

2. Enter the expiration date in the format MM/YYYY.  

For example, if your expiration date is May 2019 you’d enter the date as 05/2019  

4. Click continue  
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Credit Card Payment: Step 3- Account Holder Information  

1. Enter your billing information including: 

a. Name as it appears on your card 

b. Email address you wish to have your payment summary to be sent to 

c. Billing address including City, State and Postal Zip Code 

d. Phone Number associated with the card 

2. Click on the Continue button to get to the confirmation page  
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Credit Card Payment: Step 4- Verify Payment Information  

1. Review all of the information provided on this page. 

2. You may edit Payer Information and Payment Method by clicking the edit button. 

3. If you verify all information is correct and you are ready to proceed with the payment, click on the 

Agree/Continue button. 
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Electronic Check Payment: Step 1  

1. On the Payment Options choose the Pay by eCheck box.  
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Electronic Check Payment: Step 2- Payment Information  

1. Choose Account Type  

2. Enter Routing Number  

3. Enter Account Number  

4. You’ll be prompted to confirm these entries by entering your account number again. 
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Electronic Check Payment: Step 3- Account Holder  

1. On the Account Holder Information Tab enter your billing information: 

a. Your Name  

b. Email Address  

c. Address  

d. City, State and Zip  

e. Phone Number  

2. Click on the Continue button to get to the confirmation page  
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Electronic Check Payment: Step 4- Confirmation  

1. On the Confirmation tab confirm the amount and information are correct and click “Agree/Continue”.  

 

2.  You’ll be taken to the Transaction Confirmation and you will also be emailed a receipt. Once finished you can 

click on the “Back to Account Home” button. 

3. Once on the Account home, under Account Tasks, you should see the text, “No tasks to complete at this 

time.​”  

4.  Your submission is complete.  You will notice the status of your license will be “Admin Review”.  The office 

will review your renewal as soon as possible.  If there are any issues, the office will contact you.  If there 

are no issues and your licence is approved to be renewed, your account status will be “Active”.  

5.  Once Active, you may print your license at any time.  The PACFA office no longer sends your renewed 

license.  Be sure your browser’s pop up blocker is enabled to allow you to print your license. 
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Steps to Print your PACFA License 

1. Before logging into your account, be sure your browser’s Pop Up Blocker is enabled. 

2. Log into your AgLicense account. 

3. Look at the Status under License Information to ensure your renewal has been approved.  If so, 

the status will be Active.   

4. Under the License Information section you will see a button Pacfa License.  Click it. 

5. A window will pop up allowing you to to save it on your computer as you wish.  Click Save to 

download. 

6. From your computer’s file where you save your license, open the document and print. 
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