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Application for Licensure: Part 2
This How-To Guide is intended for all applicants except those applying for a medical
license, temporary permit or certification. Documentation for those license types can
be found in separate How-To Guides.

1 Login and navigate to your dashboard. Locate the "What's in-progress" section
of your licensee dashboard. Click on the "pencil icon" to edit your application and
continue on with Part 2 of the application process. If your Affidavit is still under
review and pending approval, the pencil icon will not appear.

2 In Part 2 of the application, there are seven Tabs to complete before you review
and submit your application. Some professions may require additional tabs as
part of the application requirements. "TAB 1 Personal Information" is displayed.
You can complete these tabs in any order by simply clicking any number or title of
the Tab.
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3 Begin with the Name Information section. Click "Add a New Entry" to add your
current name. From the name type dropdown list, Click on "Current". Enter all
required fields. Click "Save"

(Note: If you have already updated your personal information prior to starting this
application, Use the Edit button to revise, remove or add additional names.)
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4 Scroll down and continue adding address information. Click "Add a New
Address"

5 From the address type dropdown list, Click "Home" to add a home address. This
will automatically make it the Preferred address by default. (This flag can be
changed if you enter more than one address type) Continue entering all other
required fields. Click "Save"
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6 Continue adding your personal information. Click "Add a New Email" and select
"Home" from the dropdown list. The Preferred Flag will be set automatically. (This
can be changed if you enter more than one email address). Enter your email address
and Click "Save"

7 Continue entering "Additional Identifiers" in the personal information tab of the
application. Use the "Calendar Icon (Date Picker)" to select your date of birth or
type it in directly. Enter ALL other required fields.
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8 If you do not provide a social security number, you are required to enter a brief
explanation. Once all personal information has been entered, Click "Submit
Personal Information" at the bottom of the page. You will automatically advance
to the next tab of the application.

9 You are now on Tab 2 Education Information. Click "Add a New School" to start
entering all medically related academic programs you have attended.
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10 Enter all required fields. Click "Save". Repeat this for each school added.
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11 Click "Submit Education Information" when you have successfully added all of
your medically related academic programs.

12 You are now on Tab 3: Exam History. Click "Add a New Entry"
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13 Use the drop down arrow to Choose an Exam. Enter all required fields. Click
Save.

14 Click "Submit Exam History" to advance to the next Tab of the application.
Continue to complete Tabs 4, 5 and 6 of the application by entering all required
fields and clicking Submit at the bottom of each page.
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15 When you get to Tab 7: Disclosure Questions, it is important that you read and
understand the definitions before answering the questions. Scroll down to begin
answering the disclosure questions.

16 Click the appropriate circle to mark each question with a "Yes" or "No" answer.
Some questions may require additional information. Click "Submit" after entering
any additional information.
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17 When ALL questions have been fully answered, Click "Submit Disclosure
Questions" at the bottom of the page

18 After completing and submitting the disclosure questions, Tab 8: Review My
Application will display all of the information you have entered for this
application. It is highly recommended that you Click "Print this page" to save a
copy of the application for your records. Please note the Application ID for future
reference as it will not display anywhere on your dashboard.
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19 You can go back and edit previous information that was entered from within the
Application Review Tab. Click on any Section Header and it will take you to that
specific tab to make revisions. Click Tab 8: Review My Application to return to
the review page after making your revisions.
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20 Scroll down and review ALL information on the page before attesting to the
accuracy of what you are submitting. If any required tabs were not completed,
you will receive a message to complete those parts in order to submit the
application. When you are ready to confirm that all information is accurate, Click
"All the Information is correct" at the bottom of the page

21 You are now on Tab 9: Final Agreement of the application. Please read the terms
and conditions of this application. To ensure you have carefully read and agree to
the terms of the application, you are required to Check the box and attest that
you have done so.
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22 After marking the checkbox, Click "Submit and Pay Fee". If there are fees
associated with your application, you will be prompted to enter payment details
using an on-line secure payment portal.

23 Congratulations! Part 2 of the application process has been successfully
completed and your application has been submitted to an SDBMOE analyst.
Applications will be reviewed in the order received and applicants will be notified
when the application status changes. Click "OK" to close the message.
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24 The current status of your application is always displayed in the What's
in-progress section of your licensee dashboard. Check the Important
Notifications section of your dashboard for updates to your application status.
Click "View all notifications" to see all important notices and email messages
sent to you.
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25 When your application has been approved, the progress status changes from
pending review to "Checklist". All important updates can be viewed directly from
your dashboard. Locate the Important Notifications section of your dashboard.
Click on the message "Application status is approved" to view the specific
details.

You are now ready to proceed to the final step of the application process. You can
refer to training tutorial on the public website "Application for Licensure: Part
3" or Click the "Checklist icon" to get started.


