
 

Individuals who are not currently employed by a Virginia public school division or accredited nonpublic school may submit 
their application for licensure renewal through VALO.  Renewable licenses that have already expired or are set to expire 

after January of the current year will be available to renew. 
 

Important Notice:  Individuals who are employed by a Virginia public school division or accredited nonpublic school are 
required to submit their renewal applications directly to their employing agency’s licensure representative.  The employing 

agency’s licensure representative will submit the renewal request to VDOE on the behalf of the licensee.  These individuals 
should not apply for renewal through VALO.  

 
Please follow the instructions outlined in this guide to submit your renewal application in VALO. 

 
 
 

1. Log into your VALO account. 
 

2. On the Dashboard, direct your attention to the Licenses panel at the bottom left. 
 

 
 



3. Under the Actions column, click on the ellipsis beside the active license you wish to renew.  This will open the 
Actions menu. 
 

 
 

4. Select “Renew License” from the Actions menu. 
Note:  The Actions menu will only display the Renew License option for licenses that are available to be renewed.  A 
renewable license may be renewed no sooner than January of the year it expires. 
 

 
 

5. You will be prompted with a question asking if you are employed by a Virginia public school division or accredited 
nonpublic school.   
 

a. If you are employed, then you will be instructed to work directly with your employer regarding your renewal.   
 

 
 
 
 
 
 
 
 
 



b. If you are not employed at this time, then you may proceed with submitting your renewal in VALO by 
selecting “No” and clicking the grey button to continue to the next section. 
 

 
 

6. Follow the prompts to navigate through the different sections within the Renewal form.  Follow the instructions and 
review the entered information carefully while completing each section. 
 

7. The Renewal Activities section is where you will report your renewal points earned.  Check the box(es) beside the 
applicable option(s) under which you have earned renewal points. 
 

 
 
 
 
 
 
 
 
 



8. Once an option is checked, it will expand to include detailed information regarding the criteria, appropriate 
verification documentation, and point assignment applicable to that option.  It will also provide a place for you to 
enter the details of any activity completed under the selected option, as well as a place to upload the appropriate 
documentation for each. 
 

 
 
 

9. To enter the details of a completed renewal activity, click the “Add” button. 
 

 
 
 
 
 
 
 
 



10. Enter the requested information, then click “Add”. 
Be sure to reference the information provided on the prior page regarding point allocation. 
 

 
 

11. Repeat steps 8-10 until all renewal activities have been entered.  Once you have entered a minimum of 180 
renewal points, you may proceed to the next page by clicking the gray “Questions” button located at the bottom 
right. 
 

 
 

12. Proceed through the rest of the License Renewal form by following the prompts.  Be sure to read the instructions 
and review the entered information carefully while completing the remaining section(s). 
 

13. Once you have completed all sections and have landed on the Summary page, check the box to acknowledge the 
indicated notice and click “Finish”.   
 

 
 
 
 
 
 
 



14. Confirm there are no alert warnings on the left navigation panel. (It is recommended that you complete the renewal 
application form on a full-screen computer screen to ensure the warnings clearly display.) 
 
Warnings will display as red text on any section within the navigation panel where the application form was left 
incomplete or incorrectly completed.  If a red warning displays, you will need to navigate back to the indicated area 
in the form to correct the issue. Below is an example of how an alert warning would appear: 
 

 
 
 

15. Once you have completed your renewal application and clicked the “Finish” button, you will be taken to the final 
page where you will have the opportunity to review a preserved copy of your renewal application form. 
 

 
 
 
 
 
 
 



16. The final page also displays the fee for your request.  Click “Pay” to be directed to a third-party vendor site to enter 
and submit your payment. 
 
Important Notice: Upon successful submission of payment, do not close your internet browser.   
 

 
 

17. After completing the payment step, you will be redirected to the confirmation page in VALO.  Click “Return to 
Dashboard” to return to your VALO Dashboard. 
 

 
 

 


