
How to Apply for a Master Plumber’s 
License 

Overview 
This document will walk the user through applying for a Master Plumber license online 
using the Accela Citizen Access Portal. As of Spring 2026 the only way to apply for a license 
is using the portal. 

Before You Start 
Before you apply for a license be sure to have the following information ready: 

1. The username and password for your Accela Citizen Access Portal account. If you 
do not already have an account, you can find a link to the portal and directions on 
how to create an account by going to the Plumbing Program’s website: 
https://www.alleghenycounty.us/Services/Health-Department/Plumbing-Program 

2. Your Journeyman plumber license number should already be associated with your 
Citizen Access Portal account. If this is not the case or you are not sure, there are 
instructions for checking and associating your license with your account at the end 
of this document. 

3. A passing score on the Master Plumber Exam. For more information about the exam 
process and scores, please visit the Plumbing Program’s website: 
https://www.alleghenycounty.us/Services/Health-Department/Plumbing-
Program/Licensing-Information  

4. A valid credit card or bank account information to pay the license fees online. If you 
are not able to pay online please call the Plumbing Program office at 412-578-8036. 

Step-by-step instructions: 
1. Log into the Accela Citizen Portal using the link on the Plumbing Program’s website: 

https://www.alleghenycounty.us/Services/Health-Department/Plumbing-Program  
2. From the Home screen, click “Professional Licenses” in the upper part of the 

screen. You will be taken to the Create a License Application screen. Review the 
information on the online application and the disclaimer. When you are ready to 

https://www.alleghenycounty.us/Services/Health-Department/Plumbing-Program
https://www.alleghenycounty.us/Services/Health-Department/Plumbing-Program/Licensing-Information
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proceed, check the box next to “I have read and accepted the above terms” and 
click Continue Application at the bottom. 
 

 
3. You will be taken to the Select a License screen. Select your license number that 

was assigned to you when you received your Journeyman license. Your information 
should appear below the drop down menu. Click Continue Application. 

 
 

4. You will be taken to the Select Record Type screen. Click the arrow next to Plumbing 
Contractor and the select “Master Plumber License Application”. Click Continue 
Application. 



 
 

5. You will be taken to the Important Information screen. Please read this information 
carefully as it includes what qualifications you must have to apply for the 
Master Plumber license. If you have questions about any of this information please 
call the Plumbing Program office at 412-578-8036. Once you have read the 
information please click the Continue Application button at the bottom of the 
screen. 

 
 

6. You will be taken to the Journeyman Information screen. This screen has several 
sections that must be filled out before the application is complete. Please follow 
these instructions carefully to make sure your application will be processed 
correctly. 

7. In the Applicant section 



a. Click the “Select from Account” button 

 
 

b. If you only have one contact on your Citizen Portal account, that account 
information will be filled in automatically.  

c. If you have more than one contact on your account, you will be asked which 
contact to add. 

d. If you would like to add an additional contact to use, click the Add New 
button to add a contact. 

i. In the Contact Information screen, fill in all the required fields (First 
and Last Name, and Email) then click the Add Additional Contact 
Addresses button. 

 
ii. In the Contact Address Information screen, make sure the Address 

Type is Mailing, fill in the address fields, and click Save and Close. 

 
 



iii. You will be taken back to the Contact Information screen with a 
message that the contact address was added successfully. Click the 
Continue button to finish adding the contact to your application. 

 
 

e. Once a contact is added to your application it will appear in the Applicant 
section. 

 
8. In the Custom Fields section 

a. In the Journeyman Registration question, select Yes or No if you are 
registered with Allegheny County as a Journeyman plumber. 

b. If you answered yes in that question, enter your Journeyman license number 
c. Enter the effective date of your Journeyman registration in the Effective Date 

field. 
d. Enter your birth date in the Birth Date field. 

 



 
9. In the Employment Information section 

a. Click the Add a Row button. You will be taken to the Employment History 
screen. 

b. In this screen, fill out all the fields (please note: all fields in this screen are 
required) and then click the Submit button. 

 
c. The information entered will appear in the Employment History section. If 

you need to add additional employment history, click the Add a Row button 
again. 

 
10. Once all of the information has been entered, click the Continue Application button 

at the bottom of the screen. 
11. You will be taken to the Review screen. This is all of the information that you entered 

and all the documents you uploaded listed in one screen. It is strongly 
recommended that you review all of the information carefully before moving 
forward, as it will not be able to be changed once you submit your application. 

a. If you see something that was entered incorrectly, click the Edit button next 
in that section heading to go back to that section and correct it. You will be 
taken to that part of the application. Make any changes you need and then 
click the Continue Application button to get back to the Review screen. 



 
 

b. Once you have reviewed all of the information and it is correct, read the 
certification text at the bottom of the screen, then click the box next to “By 
checking this box I agree to the above certification.” then click the Continue 
Application at the bottom of the screen. 

 
You will be taken to the Pay Fees screen. The Master Plumber license fee is $375. 
However the fee for a first-year Master Plumber license is pro-rated based on your 
birthday, so depending on when you apply it might be significantly less the first year. 
The “Qty” number is the number of days until your next birthday. In our example the 
plumber applying has a birth date of 3/17 and is applying on 3/18 so the fee is very 
close to the full fee of $375. If the information is correct, click Continue Application 
at the bottom. 

 
 

12. You will be taken to the Payment Options screen. Please note, the options on this 
screen do not have the correct convenience fee amounts assigned. The correct 
amounts are as follows and will be reflected when you pay: 



a. Pay with credit/debit or PayPal – 4% of the total fee (also note Paypal is 
not an available option) 

b. Pay with Credit Card – 4% of the total fee 
c. Pay with Bank Account  - flat $1-$2 fee depending on the amount of the 

total fee 
d. Once you select your option, click the Submit Payment button 

 
 

13. You will be taken to the Health Department Payment Portal page. Once you reach 
this page DO NOT click the back button on your browser. If you need to exit this 
screen click the Cancel button at the bottom of the screen and you will be taken 
back to the Citizen Access Portal. 

a. Fill out your name, address, and email on the left side of the screen 
b. In the middle, select your payment method (Credit Card or 

Checking/Savings) and enter payment information. 
c. Check the box next to “I accept the service fee and its Terms and Conditions” 
d. Check the box next to “I’m not a robot” 
e. Click the Submit Payment button. 



 
 

f. If the payment was successful, you will receive a notice that the payment 
was approved. If you put your email into the payment screen you will also 
receive an email receipt. You can click on the “Return to Home” button in the 
upper right corner of the screen to go back to the Citizen Access Portal, or 
just close this screen. 

 



Congratulations! You Have Completed the Application 
The Plumbing Program will review your application for completeness and the necessary 
qualifications for your license. If you are sufficiently qualified your application will be 
marked “Active” and have an expiration date assigned. You will receive your license card in 
the mail in 2-4 weeks. You can view your application status in the Citizen Access Portal at 
any time by logging into the portal and clicking on My Records. 

 

Errors and Issues 
If you are having trouble getting through the application, here are some tips to help: 

1. Make sure that ALL required fields are filled in on a section with the correct type of 
information before going to the next section. Required fields are indicated in the 
application by a red asterisk symbol (*).  

a. If you fail to fill in a required field, or put in the wrong information (for 
instance put text in a date field) you will get an error message indicating what 
was done wrong. Go back and correct it and you should be able to move 
forward. 

2. Have all of your information ready before starting the application. If you find you do 
not have the information handy, you can always click the Save and Resume Later 
button at the bottom of the application. You can then go back into My Records and 
click Resume Application to go back to where you were. 

3. If you have questions or need assistance, please contact the Plumbing Program 
office at 412-578-8036. 



Associating a License with Your Citizen Portal Account 
If you do not have your existing Journeyman license associated with your Citizen Portal 
account or are unsure if you do, use the steps below to check and associate your license if 
needed. 

1. In the Citizen Portal main screen, click the My Account header and then look for the 
License Information section. If you see your license number (HP number) with a 
“PLMB-LIC” in front of it, your license is associated with your Citizen Portal account. 

 
 

2. If you do not see your license under License Information, use the steps below to 
associate it. 

a. Click the Add a License button in the License Information section. 

 
 

b. You will be taken to the Adding a License page. In the License Type 
dropdown, select “Plumber”. In the County License Number field, enter your 
license number.  
Please note: 

i. If you have an HP number make sure you add “PLMB-LIC-” in front of 
it. For example if your HP number is 05971, you will enter “PLMB-LIC-
05971” (without the quotes). Then click the “Find License” button.  



ii. You cannot add a license that has been expired for more than 2 years 
to your account. If your license has been expired for more than 2 years 
please call the Plumbing Program office at 412-578-8036. 

 
 

c. Your license number and some identifying information will be listed in the 
search results. Click Add License to Account to associate your license with 
your Citizen Portal account. 

 

Links 
Plumbing Program website (includes links to how to create an account and a link to Citizen 
Access Portal) 

https://www.alleghenycounty.us/Services/Health-Department/Plumbing-Program 

Plumbing Program Licensing website (includes link to more information about licensing) 

https://www.alleghenycounty.us/Services/Health-Department/Plumbing-
Program/Licensing-Information 
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