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SBS CONNECT — CREATE NEW ACCOUNT

Before using SBS Connect for the fi rst time, 1) create an account and 2) register a license to the new 
account. Both steps must be completed before the account is considered established.

Navigate to the SBS Connect login page by going to www.statebasedsystems.com and choosing the 
appropriate state from the dropdown box in the State Services block. 

From the Online Tools list, scroll down to SBS Connect, and click on the Register for SBS Connect link. 
The SBS Connect login screen loads.

CREATE AN ACCOUNT

On the SBS Connect login page, click the following link to create a new account: 
 Click here to sign up for SBS Connect.

The registration page contains three tabs. Input your information into the form as detailed below. 
Required fi elds display an asterisk (*).

User Demographics

Required* fi elds are: First Name, Last Name, Address Line 1, City, State, ZIP Code, and Phone 
Number.
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User Account Information

This tab contains the fi elds for establishing the user name and password. All fi elds are required*.

User Name: Must contain at least 8 characters but no more than 15, is case sensitive, and cannot be 
copied and pasted into either fi eld. Letters and numbers can be used, but not punctuation or special 
characters. Use the backspace or delete key to erase. 

Password: Must contain at least 7 characters but no more than 15, must begin with a letter, must 
contain at least one number, is case sensitive, and cannot be copied and pasted into either fi eld. 
Letters and numbers can be used, but not punctuation or special characters. Use the backspace or 
delete key to erase. 

City of Birth: This fi eld is required. The birth city is used for verifi cation of identity in the event of a 
forgotten user name or password.

E-mail Notifi cations

Input an e-mail address to be used for any e-mail notifi cations for this account. Also input an 
additional (optional) e-mail address to receive the same notifi cations.

Attestation

Selection of this checkbox confi rming the attestation statement is required to establish the account, 
whether you are setting this account up for yourself or for a license you administer.

Click to continue. A validation screen is next for verifi cation of input before fi nal 
 submission.

Click to erase all the input on the form and begin again.

Click to return to the SBS Connect login page.
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Verify that all information displaying is correct.

Click  to fi nalize the account set-up. Once this process is completed, the SBS Connect 
 Welcome page displays. Now go on to step 2) Register a License.

Click to return to the profi le information entry page and correct any error.
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REGISTER A LICENSE

Before any activity can be performed using this SBS Connect account—printing a license, for 
example—a single license must be registered to the account.

Click the Register Entity link on the left side of the Welcome page as shown in the example above.
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First, choose the type of entity you are registering to this account, individual or business entity, from 
the dropdown box. Click the link immediately to the right of the dropdown box for a defi nition of the 
license type.

For an Individual License…

Input the requested information. For an individual, input the license number or National Producer 
Number (NPN), and the last four digits of the Social Security Number (SSN).

For a Business Entity License…

Input the requested information. For a business entity, input the license number and the full Federal 
Employer Identifi cation Number (FEIN).

Click to continue.

A verifi cation screen displays to validate the input. As you can see in the example below, an individual 
license is being registered.
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Click to go to the SBS Connect Welcome page, and you’re done!

Click to complete the license registration to this account.

Once the process is complete, a success screen displays.
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