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Welcome to Your e-License Dashboard!

From your Dashboard you may apply for a license or begin requesting services.

Click here to:

O Manage Profile
O Manage Facility
O Logout

is is the Navigation bar for other services: \
Dashboard: Landing page after log in
License Look-Up: Verify a license online

€
™
™
[Click here to apply for ] g File A Complaint: Submit a Complaint
™
X

= @ feenee, Servi.ce f{equest: Li.cense or Applicatiorj Maintenance
Continuing Education: Enter CE hours in the CE Tracker
Cart: Make a payment for any unpaid fee(s) J
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Applying for New License — Individual

Complete the following process to apply for a new license on the DELPROS Portal.

DELPROS
PORTAL

g DASHBOARD LICENSE LOOK-UP FILE ACOMPLAINT

Welcome to your DELPROS Dashboard

Use the Links above (License Lookup, File a Complaint, Service Request, and Continuing Education) to navigate to additional features of DELPROS. See below to Apply for a New

License or view your License(s) and/or Applications

Use the Cart Link to navigate to the cart to pay pending fees

Are you applying for a new facility license? Click here to create your Facility Account in DELPROS by clicking before starting your application

+ APPLY FOR A NEW LICENSE <

SERVICE REQUEST

CONTINUING EDUCATION 1] x

s

\_

1. Click the APPLY FOR A
NEW LICENSE button.
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Applying for New License — Individual

This section illustrates the steps users must follow to apply for a new license on the DELPROS Portal.

DELPROS
PORTAL

p
[ 2. Select a profession
from the Select a
Profession drop-down.

Iy \ J

P

-

3. Select the type of
license from the Select a
T kLicense drop-down.

(

4. Click the SAVE AND
CONTINUE button. J

-
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Applying for New License — Individual

This section illustrates the steps users must follow to answer Application Wizard and Eligibility Questions

DELPROS
PORTAL

g DASHBOARD  LICENSE LOOK-UP

Select a Profession

License Selection

Select the profession for which you are seeking a
license. Nex1, select the specific license type from the
Select a License dropdown

Nursing

Select a License

Licensed Praclical bucs,

FILE A COMPLAINT SERVICE REQUEST  CONTINUING EDUCATION Wy

3

5. Some license types have Application
Type Wizard questions to help select the

A

Application Type Wizard

By answering the following questions, the application
type for the license application will be automaticaily
delermined

Do you hold or have ever held an active Nursing license
of the same type in Delaware or another jurisdiction
(state, U.S. temtory or District of Columbia)

AND

Your home state of residence is Defaware or a state that
is not a Nurse Licensure Compact (NLC) state?

appropriate type of Application
(Examination, Reciprocity etc.)

/6. Some license types have Eligibility
guestions to determine if an applicant
is able to proceed with the application
based on their prior experience.
Complete these questions and click

Qubmit at the bottom of the page. /
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Applying for New License — New Facility

Complete the following steps to add a new facility on the DELPROS Portal.

DELPROS
PORTAL

1. Navigate to the DELPROS

Portal and log in.
§ y

-
2. Click the MANAGE FACILITY

link.
x Y,
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Applying for New License — New Facility

Complete the following steps to add a new facility on the DELPROS Portal.

DELPROS

PORTAL DASHBOARD  LICENSELOOK-UP  FILEACOMPLAINT  SERVICE REQUEST  CONTINUING EDUCATION 'mg l

Manage Facility

or a néw Facility License click on the button below

[3. Click the carat (*) icon to expand the }

Add New Facility section.

Acenriata tn an Fvictina Farilitu v

A
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Applying for New License — New Business
Complete the following steps to add a new facility on the DELPROS Portal.

DELPROS
PORTAL

4. Enter the information in the
fields marked with an asterisk (*).

[5. Click the Submit button. ]

A
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Applying for New License — New Facility

Complete the following steps to add a new facility on the DELPROS Portal.

DELPROS
PORTAL

A

[

The facility has been
successfully added.

A

You can ADD EMPLOYEES and
manage existing employees using
this button/section

6. Click the (") to view My
Employees

|
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Applying for New License — Adding an Existing Facility

Complete the following steps to add an existing facility.

DELPROS
PORTAL

s 2
1. Navigate to the DELPROS
:“: Portal.
. y
e N
2. Click the MANAGE FACILITY
link.
\ | J
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Applying for New License — Adding an Existing Facility

Complete the following steps to add an existing facility.

DELPROS
PORTAL Q DASHBOARD  LICENSELOOK-UP  FILEACOMPLAINT  SERVICEREQUEST  CONTINUING EDUCATION g x

Manage Facility

pply for a new Facility License

4 APPLY FOR A NEW LICENSE

on the bution below

3. Click the carat (») icon to
Acenriata tn an Fvictina Farilitu v expand the ASSOC|ate tO an
Existing Facility section.

N
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Applying for New License — Adding an Existing Facility

Complete the following steps to add an existing facility.

DELPROS
PORTAL

(4. Enter the Security ) Associate to an Existing Facility &

COde aSSOCiated Wlth ¢ if the Facility is cumrently licensed. To do so, enter the Facility Security Code and Facility name exactly as it appears on the
onQ license and click ‘Submit’. If ypu do not have a Security Code for the Facility, click ‘Request Security Code.'
_the Facility )

(5. Enter the Facility ) Pl e

* 0079030

Name as it appears on —
_the license. Y, |—v *| Marve! Universe]

4 )
6. Click the Submit

b R

& J y Y

Note: If users do not have their Security Code, they can click the REQUEST SECURITY CODE button*, enter their email address E
or FEIN Number, and the Security Code will be emailed to them. If they receive an error stating that their information cannot i
be found, they are advised to contact the Board office. i
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Applying for a Facility License — Requesting Security Code

Follow the below steps to request the Facility Security Code be emailed to you.

DELPROS
PORTAL

Facility Security Code

In order to obtain the Security Code for a Facility, enter the email address or FEIN on file for the Facility and click ‘Submit’. The Security Code will be sent to the email address on file for
that business in DELPROS. If you are still having trouble registering the Facility please contact Customer Service by email at customerservice dpr@delaware.gov or by phone at (302)

744-4500

® Emalil ) FEIN

A

) (1. Click Email or FEIN then enter

Lthe facility email or FEIN number.

{2. Click the Submit button.
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Applying for New License — Adding an Existing Facility

Complete the following steps to add an existing facility.

DELPROS Manage Business
PORTAL

Business Business Alias  Security Code  First Name LastName Phone Fax Business Email Edit
Delpro Motorcyle Club 00Drsti Daniel Mark (910) 000-1144 daniel@delpromotorcycleclub.com K4 v
Marvel Industries 0009374 Mark Webb (912) 345-6789 mark@marvelindustries.com rd v

The Security Code is used to retrieve the
applicable existing Facility information.
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Applying for a Facility License

Follow the below steps to apply for a facility license.

DELPROS
PORTAL

DASHBOARD LICENSE LOOK-UP FILE ACOMPLAINT  SERVICE REQUEST  CONTINUING EDUCATION w ! I

Welcome to your DELPROS Dashboard

Use the Links above (License Lookup, File a Complaint, Service Request, and Continuing Education) to navigate to additional features of DELPROS. See below to Apply for a New
License or view your License(s) and/or Applications.

Are you applying for a new facility license? First, create your professional business account in DELPROS by clicking here before applying.

=% APPLY FOR A NEW LICENSE

A

r

1. Click the APPLY FOR A NEW
LICENSE button.
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Applying for a Facility License

Follow the below steps to apply for a facility license

DELPROS
PORTAL

2. Select a Facility account
to associate.

3. Complete the eligibility
Wizard and/or Eligibility

CANCEL

SAVE AND CONTINUE

A

Questions if applicable.
Then Click the SAVE AND
CONTINUE button.

- )




Applying for New License — Individual and Facility

This section illustrates the steps users must follow to apply for a new license on the DELPROS Portal.

(1. After completing all sections, verify

your answers in the Question Summary [—
DELPROS .
PORTAL (_and click the I Accept checkbox. )
s '
2. Enter your First Name and Last |
Name to sign electronically.
. J
—

~

[3. Click the SUBMIT button. 25
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Applying for New License — Individual and Facility

This section illustrates payment portion of a License Application

DELPROS 4‘ 4. Click to select the checkbox. J
PORTAL

{5. Click the CONTINUE button. J
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Applying for New License — Individual and Facility

This screen illustrates the payment portion of a License Application

DELPROS

Cheryl Devaney's Cart
PORTAL

PLEASE D NOT USE THE BROWSER'S BACK BUTTON AS THAT MAY OVERWRITE YOUR DATA.

If you want te return to your application, simply click on the DASHEQARD link located at the fop of the page
To confinue paying, select Proceed to Payment Gateway bution

To select a third party a5 a Delegate to pay a fee on your behalf, click the Delegate button

ALL PAYMENT S ARE NON-REFUNDABLE.

Cart #X-2019-08-03_04-10-41

Bems Checkout Confirmaion

(6. The default payment method is
selected.

\ 4
I Salect Payment Method: |~ s ba ~o I

Amount:

5142.00

(7. Click the Proceed to Payment
LGateway button.

Bask Delsgats I Proosed o Paymant Gateway I:
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Applying for New License — Individual and Facility

This screen illustrates the payment portion of a License Application

(8. Enter the payment details

in the fields marked with 9. Click the Continue button. 10. Click the Confirm button.
__asterisk (*).

DELPROS
PORTAL

28



Applying for New License — Individual and Facility

This screen illustrates the payment portion of a License Application

DELPROS [12. Click the PRINT RECEIPT button to
PORTAL view a printable pdf version of the
\payment receipt button. )
s l N
13. Click the RETURN TO DASHBOARD
1 button.
\ y,

(11. The receipt shows the details of\ <
the completed transaction.

Click the Return to Home link after
viewing the Successful Payment

\message. /




Applying for New License — Individual and Facility

This screen illustrates where to see your new application in Submitted status

DELPROS
PORTAL

Applicants can select the
following options for their
SUBMITTED application

~
4. The license application will display on your

DELPRROS Dashboard, and the status of the
SUBMITTED license request is displayed.

The New License Application is now complete!
The next step will be for DPR to process the
application.

J
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