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Public Access: Look-Up Disciplinary Actions for a
Licensee

1 Navigate to your Public Dashboard. Click "Disciplinary Actions" navigation
button at the bottom of the page
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2 To search by licensee, enter a full or partial name in the name field. Click "Search"

3 You can also search by date. Use the "date picker" to select a specific start and
end date or type in your own dates. You can also include a partial name with the
date range to refine your search results. Click "Search"



Made with Scribe - https://scribehow.com 3

4 Click the "View Profile" icon to display the Licensee Profile.

5 The Licensee Profile will default to the "Disciplinary Actions" tab. To view the
documentation, Click the link provided. The document will open in a new
browser tab.
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6 If you want to order a license verification for this licensee, Click "Order
Verification". This will add the order to your cart

7 Click "Home" icon to return to the Disciplinary Actions page and view your cart.
You can also scroll through the individual profile tabs on the left (contact,
licensure, specialties and supervision information) and Click to order a
verification from any of these tabs. Click "Home" icon to exit
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8 The license verification you ordered is now displayed in the My Cart section of the
Disciplinary actions look-up page. Click "Delete" icon to remove it from the cart or
Click "Checkout" to pay for the verification you ordered.

9 Click to select a payment type then Click "MAKE PAYMENT"
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10 You will be prompted to enter payment details using a secure payment portal.
After entering the information, Click "Pay 4.00 USD"

11 A message is displayed "Thank you for your payment!". Your request is being
processed by an SDBMOE Analyst. Click "Ok" to return to your dashboard


