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1. Open the website at: https://fims.doh.nd.gov.   

 
 The address should be typed into the url bar not the search text field of your browser.  

 

 
 

2. Log in to your account.    
  

 Renewed online before?  
 
 NO - Select the “New 

Account” button and see 
page 3.  
 

 YES - Enter your 
username and password 
and select “Log In”. See 
page 4. 
 

 FORGOT 
PASSWORD? - Select 
the “Forgot Password” 
button and go to page 2.  

 

 FORGOT USERNAME AND PASSWORD? – Select the “Forgot Username” button first 
and you will receive an email with your username. Then select the “Forgot Password” 
button and go to page 2.  

 

INSTRUCTIONS FOR RENEWING YOUR LICENSE ONLINE 

https://fims.doh.nd.gov/
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Forgotten Password: 
 
 Enter the username and email address used to create the account and click “Submit”.  

 

 
 
 

 You will receive a temporary password email message from donotreplyinspect@nd.gov. 
Follow the link in the email and enter the username and temporary password followed by 
the “Log In” button. A window requiring you to re-enter the temporary password and 
create a new password will display. Re-enter the temporary password and create a new 
password of your choice. See page 4.  
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Create an account. 
 
 Enter the requested information on the New User Account page. All items with an 

asterisk (*) are required. Organization should be ND Health & Human Services. Keep a 
record of the username and password that you choose for future uses. Upon completion 
select the “Save” button.  

 

 
 
 Upon saving you will be returned to the main login page where you can use your newly 

created username and password to log in.  
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3. Verify or add your business(es) to your account.  
 
 Once logged in if your business name(s) does not appear in a blue bar you will need to 

add your business code(s) from your renewal letter. Enter the business code(s) received 
into the top right “Business Code” field and click on “Add”. Repeat as needed to include 
all business codes. If you do not have your renewal letter contact Food and Lodging at 
701-328-1291 or foodandlodging@nd.gov to request a copy.   
 

 
 

 
 
 Once added the business name(s) will be displayed in a blue bar.  

 
 Business information should be verified annually by clicking on the pencil icon to the 

right of the business name. Update any information that is incorrect.  
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 Phone numbers, email addresses, and mailing addresses can be updated as well as 

adding new contact persons. Please review the information to ensure it is updated 
and correct. ***Mobile home parks, recreational vehicle parks, and campgrounds 
must enter contact information for any owner having 20% or more interest as well 
as the site manager(s). The physical address and business name can only be changed 
by contacting the Food and Lodging Unit at 701-328-1291 or foodandlodging@nd.gov.  
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4. Add the licenses to the cart to renew.  
 

 
 Click on the arrow to the right of the business name to expand the information. 

 
 

 
 
 Select the appropriate licenses to add them to the cart in order to renew the license and 

confirm that you have verified and/or updated all facility, owner, and contact information. 
If you have multiple licenses, they can all be selected at the same time.  

 

 

 
 
 
 



  
 

 Last Updated 10/2023 

7 | P a g e      

 Once you have clicked all appropriate check boxes, click on the cart in the upper right 
hand corner to view all items in the cart. The cart icon will not reflect the number of items 
in it and has to be clicked to view if items were successfully added.   
 

 
 
5. Checkout.  

 
 Once you have verified that all applicable licenses are in the cart (you may need to scroll 

down to view all), select “Checkout”.  
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 This will bring you to PayPal which is 
how all online payments must be 
processed at this time. 

 

 
 
 
 
 
 
 
 
 
 
If you have a PayPal account and would like 
to use it to pay for the license renewal, then 
log in with your email and password to 
process the transaction.  
 
 
If you would prefer to pay by debit or credit 
card without having to set up or use a PayPal 
account select “Pay with Debit or Credit 
Card”. 
 

 

 

 
 
 
 
 
 
Enter all required payment information.  
 
 
 
 
 
 
 
 
 
If you are not interested in setting up a 
PayPal account select “No, I don’t want an 
account now”.  
 
Upon completion of all information select 
“Continue” which will return you to the Facility 
Portal page.  
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 Verify the payment process by making sure the “Expire Date” now reflects another year. 
In the example below the date was 12/31/2019 prior to payment processing and now 
reflects 12/31/2020.  
 

 
 
 
 
 

6. Receive PayPal payment confirmation email and license for 
operation.  
 
 You should receive a confirmation email from PayPal regarding your payment being 

processed.  
 
 You should receive a separate email providing the license(s) that have been renewed. 

Print the license(s) and post them in a location that is conspicuous to customers with the 
establishment.  
 

 If you do not receive a confirmation email and/or a license by email, please verify with 
your credit card or bank account that your payment was processed. If you encounter any 
problems or do not receive your license after having confirmed the payment was 
processed please contact the Food and Lodging Unit at 701-328-1291 or 
foodandlodging@nd.gov.  
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