ONLINE LICENSURE INSTRUCTIONS
Are you a first time visitor?
It’s as easy 1, 2, 3; now let’s get started…
1. You must first enroll with the website. You must enter your name, address (mailing or

physical) and contact information to complete the enrollment. Please note that this email
address must be unique to you and you should not share this with other individuals. Finally,
create a password of your choosing. Once complete, you will receive an email notification
confirming the enrollment process is complete. Please note that this email may take up to 2
minutes to arrive in your inbox.
Once enrolled, you may now log in using the RETURNING User section of the screen.
Below are the links where you can enroll. The USERNAME and PASSWORD fields
shown below are created by you during the enrollment process.

Continued on the next page…

2

ONLINE ENROLLMENT PROCESS

Enter in as much information as you can on the enrollment screen.
Street address is the number portion of your street address. For example, if “123 Main
Street” is your address:
o You would enter 123 as the Street Address
o Main Street would be the Street Name
The Email field will be your username. This should be your primary email with which you
want to receive OSBELTCA notifications.
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2. Once logged in, navigate to the “My Profile” section by clicking the link on the left
sidebar. Then, you can verify your Personal information and set your own Security
Question/Answer in case you forget your password in the future.
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3. Navigate to the “My Licenses and Applications” page by clicking the link on the left
sidebar. Then, click the +Apply for New License link on the right side of the “My Licenses
and Applications” section to begin the license application process.

Applying for a new license:

Once you click this link, you will begin the license application process. If you have the text,
“Applications” on this screen, click this; do not start another application.
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You must first select the type of license for which you are applying. The options will be present
in the dropdown box titled “License Type”.

Click “Continue”, and the next page will present you with some general questions. You must
answer all of the questions before proceeding to the next step.

*Please note: Endorsement/Reciprocity means that you are currently a licensed Nursing Home
Administrator in a State other than Oklahoma.
*Please note: the Grandfather clause only applies to the new license types (Adult Day Care,
Residential Care and Residential Care/Assisted Living).
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You must then answer all of the application questions specific to the License Type that
you previously selected. Example shown below is for a Nursing Home Administrator:

Once you have filled out the questions, you need to upload the required documents so
that your application can be processed:

This “Upload Attachment” link will open a smaller window where you can upload the
files from your computer and attach them to your application. These documents include
(but are not limited to) your resume, any reference letters, disciplinary explanations,
proof of licensure, Continuing Education certificates, e.t.c.
*Please note: the attestations (red text) will not stay checked. You must agree to them
and check the box each time you visit this page.
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When you are finished filling out the application questions, click “Update”. Your
application will now be visible under the “My Licenses and Applications” section of the
Portal:

If OSBELTCA has any questions or concerns regarding your application OR if you have
failed to provide any documentation that is required, you will receive an email
notification from OSBELTCA telling you what you will need to send in to complete your
application.
You can come back to this same place later and upload attachments required (click on
your “Applications” link). Please do not start a second application.
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Once you have submitted your application and you need to pay…
If you have any applicable fees, you can currently pay for them at the following website:
https://www.ok.gov/triton/modules/billpay/select_service.php
This website can also be found by going to the OSBELTA main site,
www.ok.gov/osbeltca , clicking “FORMS AND FEES”, and then scrolling down to the
bottom of the page. At the bottom, below the red text, there is a link to the ONLINE
PAYMENT SYSTEM.

