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Structural Place of Business Permit  

Online Renewal User Guide 
 

 

1. Website: https://usaplantsla.ldaf.state.la.us/USAPlantsLA/Index.aspx 

2. Select “Register” 
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3. Enter all required information  

a. USAPlants ID# & PIN# – located on POB renewal form in top right corner. 

 

 

4. After you register, you will be returned to the home screen.  

a. Please enter the username and password. 

b. Select “Login” 
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5.  Account Tasks 

a. Select “license due for renewal”  
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6. Review all employees listed. 

Note: If a technician or licensee is no longer employed with the company you must 

terminate the employee first before submitting the POB renewal. See page 13 for the 

termination process.  

 

7. Select “Add Selected Items to Cart” 
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8. Select “Verification Needed”  
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9. Verify all the information listed is correct. 
a. Update any information as needed.  

 
10. Select “Accept and Continue” 
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11. Select “Proceed to Checkout” 
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12. Enter an email address if one is not entered. 
 

13. Select “Proceed” 
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14. Select “Payment Type” 
a. Electronic Check – additional $2 convenience fee 
b. Credit/Debit Card – additional 3.5% convenience fee 
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15. Customer Information  
a. Select “Edit” if any information needs to be updated 

16. Payment Information   
a. Enter Electronic Check or Credit/Debit Card information  

17. Select “Submit Payment” 
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18.   *******THIS SCREEN WILL APPEAR WHILE PAYMENT PROCESSES************ 
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19. Transaction Confirmation 
a. Payment was successful  

i. At this time, Place of Business Permit and Licensee License can be 
printed by selecting “Print All”  
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Terminating/Removing an employee 

 

1. Login the website https://usaplantsla.ldaf.state.la.us/USAPlantsLA/Index.aspx 

a. Enter your username and password 

b. Select “Login” 
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2. Select “Employees [+] (click to show employees)” 
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3. Select “Request Employee Change” 
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4. Select the employee that needs to be terminated 
a. Enter termination date MM/DD/YYYY 

5. Select Save 
(Repeat steps 4 & 5 for each person that needs to be removed) 
 

 

6. Select “Save” then “Back” 
a. (Proceed with steps 5 through 19) 

 
 
 
 
 
 
 
 
 
 
 


