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Renew My License
This How-To-Guide also applies to those licensees who hold an expired license that is
eligible for a late renewal option. A separate How-To Guide is available for the
reinstatement of a license that has expired and is no longer within the renewal
period.

1 Login and navigate to your licensee dashboard.

If your license is within the renewal period window it will display a "RENEW"
button in the "My Licenses" section of your dashboard for the appropriate
license. Click "Renew".
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2 The application will automatically start with Tab 1: Personal Information. Please
review all of your previously entered information. Click "Add a new entry" button
to enter additional data. You can drag the scroll bar (at the top right of the
application) to page up/down through all of your personal information.
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3 To revise or remove information previously entered, Click the "Edit" or "Delete"
buttons for that specific entry. You should enter your NPI number and answer
the question at the bottom regarding Military orders. If you have no military
orders, or they have expired, simply select the "NO" option.

Click "Submit Personal Information" to verify that all information has been
reviewed and is accurate to your knowledge.
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4 Across the top of the page will be a series of Tabs to review and/or complete. You
can click on the tab number or title to complete them in any order up through
"Tab7: Review my application". Each profession will require a different set of
Numbered Tabs depending on statute. For example, You are now on "Tab 2:
Activity History". Review the information previously entered and revise if
necessary. The add/edit/delete buttons function the same for all tabs.

Click "Submit Activity History" at the bottom of the page to confirm all
information is correct and automatically advance to your next tab.
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5 Tab 3: Practice Information is now displayed. Use the dropdown select boxes to
choose your answers when appropriate. A message will appear in red text that the
field is required if you did not enter anything.

6 Use the Calendar icon (date picker) to select your dates when appropriate. You
can also simply enter the date yourself. Click "Submit Practice Information" at
the bottom of the page when all required information has been properly entered
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7 Tab 4: Supervision will only appear if your profession requires a supervisor. If you
do not see this Tab, SKIP To Step 8.

Review the listed supervisors and/or special circumstance forms. If the list is
inaccurate and you need to add or replace a supervisor, Click the "Licensee
Dashboard" link on the left navigation menu. This will take you back to your
dashboard where you can add or replace a supervisor. (Refer to the How-To Guide
"Supervision: Request, Remove or Replace a Supervisor as a Licensee)

Return to this Tab after completing your supervision changes above. Click "Submit
Supervision Information" when all supervisors listed are accurate.
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8 If you start the application but have to stop and come back later, you can simply
navigate to your licensee dashboard and Click on the "pencil icon" to edit the
application. It is located under "My Renewals" in the "What's-In-Progress"
section of the dashboard. A progress bar displays beneath the license type with a
percentage complete. Click on the "pencil icon", then Click on any Tab at the top.
(For this training guide we will click on Tab 5: Continuing Education Units)
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9 Tab 5: Continuing Education Units will only appear if your profession requires
CEU's. When answering some of the YES/NO questions, it may prompt you to
enter additional information. Be sure to enter all required data and Click "Submit"
to save your entries. Complete all of your remaining tabs in the same manner by
entering the required information and answering the questions. Every Tab has a
"Submit" button on the bottom of that page.
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10 "Tab 6: Disclosure Questions" is the final tab required prior to reviewing and
submitting your renewal application to the SDBMOE. It is important that you
review all of the definitions and terminology first, prior to answering the
questions.
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11 Mark each answer "Yes or No". Click the bubble in front to select the answer and
it will fill in blue. Note that some responses may prompt you for additional
information. Be sure to Click "Submit" after entering additional information.

Click "Submit Disclosure Questions" after all questions and additional
information has been completed.
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12 You will automatically advance to "Tab 7: Review my Application". It is
recommended that you print yourself a copy of the application after you review it.
Make a note of the application-ID then Click "Print this page". Use the scroll bar
to page up/down through the application and thoroughly review all information
entered. You can Click on a Section Header to revise data previously entered in
that section.
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13 Be sure to verify that all sections have accurate data, including supervision and
CEU's if your profession requires it. When the review is completed and you have a
printed copy, Click "All the information is correct"

14 Tab 8: Final agreement page is displayed. It is imperative that you carefully read
all of the terms and conditions listed on this agreement prior to attesting and
submitting the application for renewal.
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15 Click to Mark the box in front of "By checking this box I have read and agree to
the above terms and conditions. Click "Submit & Pay Fee"
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16 Select a payment option. If you choose "Pay online using credit card", you will
be prompted to enter payment card details using a secure payment interface. If
you provided active military orders to the SDBMOE administration and they are
not expired, your fee may be waived automatically. Click "MAKE PAYMENT" to
submit and mark your renewal application paid.

By marking "Pay by mail or third-party" you may be delaying the renewal of
your license. You can "Click to view more details" prior to using that option. It is
your responsibility to coordinate the payment details with your provider when
choosing this option.
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17 Congratulations! Once your payment has been accepted and your application has
been reviewed, your renewal will be issued. Navigate to your licensee dashboard
and locate the "My Licenses" section. Click the "printer icon" next to the license
you just renewed and view your official document.

18 In order to view the license you should first verify that your browser's Pop-up
blocker is disabled prior to printing. Click "Print".


