
APPLYING FOR A MASTER PLUMBER LICENSE 
STEP-BY-STEP GUIDE 

 

1. Go to OnGov.net/WEP/Plumber-Licensing. Click the application link. 

2. Click “Apply Online” to start an application. 

 

3. If you do not have an account, you will be required to sign up and complete your 
profile. If you have already created an account, click “Log In” and sign in with your 
credentials. 

  

 

 

 

 

 

 

 



4. Once you have logged in, review your contact information and update if necessary. 
Click “Next”. 

 

The next screen captures information about the application you are completing. 

5. First, choose the type of application you are applying for.  

 

 



6. Then choose if you are applying for a new registration/license or renewing an 
existing registration/license. 

 

7. If you are applying for a Master License, choose your Master Plumber Status. 

 

8. Once complete, click “Next”.

 



9. Input your business information. Then click “Next”. 

 

10. If you have had employees of the trade during the previous year, or currently have 
employees, you will be requested to list your employees. To add an employee, click 
“Add Roster of Employees”. A window will pop-up requesting an employee’s 
information. Complete the information and click “Save”. If an employee is currently 
with the company, leave the “End Date” blank. 

 



To add another employee, click “Add Roster of Employees”. To edit or remove an 
employee from your roster, click “Edit” or “Remove” next to the employee’s name. 
Once your roster is complete, click “Next”. 

 

11. To sign your application, you will provide an electronic signature. To sign, click the 
checkbox.  

 

 

 

 



This will bring up a pop-up box. Enter your full legal name. Click “Sign”. 

 

Your name will appear with a green checkmark. If you mistyped your name, you may 
click “Clear” and repeat the step. Once complete, click “Next”. 

 

12. Upload the required attachments to complete your application. Click “Upload” 
and choose the correct document. 

 



If you need to remove a selected file, click “Delete” next to that file and upload the 
correct file. Once all documentation has been uploaded, click “Next”. 

 

13. Before submitting your application, review the information you have provided. You 
may edit any section of your application by clicking the “Edit” button. Once you have 
reviewed, click “Confirm and Submit”. 

 



14. To pay your application fee, click the “Online Payment Portal Link”. 

 

This will open a new tab to Onondaga County’s Payment Portal. 

 

Select your payment type and click “Continue”. 

 

 

 

 



15. Fill out your billing information. Note: Your invoice or record # is located in the top 
left-hand corner of your application.  

 

 

 



16. Once you have paid your fee, your application will be sent to Plumbing Control for 
review. You can track your application’s progress from the left-hand side of your 
application.  

 

Once reviewed and approved, your photo id will be printed and distributed to you. 

 

TIPS: 
Saving an application 

1. At any point before submitting your application, you may save your progress and 
complete your application later. To do this, simply click “Save Draft and Exit” in the top-
right corner of the application.  

 

2. When you are ready to complete your application visit the link to WEP’s service page, 
which can be found by visiting our website, ongov.net/wep. Log into your account by 
clicking “Login” in the top-right corner of the page. 

 



3. After logging in, click “My Account” in the top-right corner of the page. This opens your 
“Dashboard”. Here you can access your profile, see any outstanding payments, 
applications, and access any documents that have been issued to you. To access your 
draft application, click “Applications” on the left-hand side of the screen. Then click on the 
draft application you want to complete. 

 

 

Reviewing an application’s status 

1. Visit the link to WEP’s service page, which can be found by visiting our website, 
ongov.net/wep. Log into your account by clicking “Login” in the top-right corner of the page. 

 

2. After logging in, click “My Account” in the top-right corner of the page. 

 

 



This opens your “Dashboard”. Here you can access your profile, see any outstanding 
payments, applications (draft and submitted), and access any documents that have been 
issued to you. To check on the status of your application, click “Applications” on the left-
hand side of the screen. Then click on the application you want to check. 

 

The application process is defined in the left-hand side. The arrow indicates where your 
application is in the process.  
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