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Welcome to the DELPROS Online Portal!
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This DELPROS self help user guide will assist you in registering as a new user and navigation your DELPROS e-License 
Dashboard.



DELPROS Online Portal e-License Dashboard

The actions on the DELPROS Portal are taken by public users. Public users must create an account to register in 
DELPROS in order to participate in the services provided. 

DELPROS Portal

Public User navigates 
to the DELPROS 

landing site page

Creates a new user account or 
logs in as an existing user

Views the Dashboard to begin 
applying for services

Logs out of the online portal 
when complete
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I Don’t Have a License – DELPROS User Registration
This section illustrates how to create a new user account in DELPROS.
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1. Click the GO button.
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2. Click the I DON’T HAVE A LICENSE button.

I Don’t Have a License – DELPROS User Registration
Complete the below steps to register as a new user without a license or application.



4. Click the Submit button.

I Don’t Have a License – DELPROS User Registration
Complete the below steps to register as a new user without a license or application. 
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3. Complete the required information 
in the applicable fields (required fields 
are marked with an asterisk) 

DELPROS 
PORTAL



I Have a License – DELPROS User Registration
Complete the below steps to register as a new user with a license or application. 
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1. If you have an existing Individual license, 
click the I HAVE A LICENSE button.

DELPROS 
PORTAL
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I Have a License – DELPROS User Registration
Complete the below steps to register as a new user with a license or application. 

2. Fill in the required information in the 
applicable fields (required fields are marked 
with an asterisk) 

3. Click the Submit button.

DELPROS 
PORTAL

Click OBTAIN SECURITY 
CODE if you do not have 
one. See next slide.



I Have a License – DELPROS User Registration
This section shows how to Request your Security Code.
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If you have an existing Contact with a 
matching email address, the security 
code will be sent via email

DELPROS 
PORTAL



Welcome to Your e-License Dashboard!
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From your Dashboard you may apply for a license or begin requesting services.

This is the Navigation bar for other services:
 Dashboard: Landing page after log in
 License Look-Up: Verify a license online
 File A Complaint: Submit a Complaint
 Service Request: License or Application Maintenance
 Continuing Education: Enter CE hours in the CE Tracker
 Cart: Make a payment for any unpaid fee(s)

Click here to apply for 
a new license.

Click here to:
❑ Manage Profile
❑ Manage Facility
❑ Logout



Applying for New License – Individual
Complete the following process to apply for a new license on the DELPROS Portal.

1. Click the APPLY FOR A 
NEW LICENSE button.
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DELPROS 
PORTAL



Applying for New License – Individual 

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

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

4. Click the SAVE AND 
CONTINUE button.

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



Applying for New License – Individual 
This section illustrates the steps users must follow to answer Application Wizard and Eligibility Questions
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DELPROS 
PORTAL

5. Some license types have Application 
Type Wizard questions to help select the 
appropriate type of Application 
(Examination, Reciprocity etc.)

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



Applying for New License – New Facility
Complete the following steps to add a new facility on the DELPROS Portal.

2. Click the MANAGE FACILITY 
link.

1. Navigate to the DELPROS 
Portal and log in.
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DELPROS 
PORTAL



3. Click the carat (^) icon to expand the 
Add New Facility section.
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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



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

5. Click the Submit button.
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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



The facility has been 
successfully added.
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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

6. Click the (^) to view My 
Employees

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



Applying for New License – Adding an Existing Facility 
Complete the following steps to add an existing facility. 

1. Navigate to the DELPROS 
Portal. 

2. Click the MANAGE FACILITY 
link.
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DELPROS 
PORTAL



3. Click the carat (^) icon to 
expand the Associate to an 
Existing Facility section. 
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Applying for New License – Adding an Existing Facility 
Complete the following steps to add an existing facility. 

DELPROS 
PORTAL



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

4. Enter the Security 
Code associated with 
the Facility

5. Enter the Facility 
Name as it appears on 
the license.

6. 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 
PORTAL



DELPROS 
PORTAL
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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.

1. Click Email or FEIN then enter 
the facility email or FEIN number.

2. Click the Submit button.
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The Security Code is used to retrieve the 
applicable existing Facility information.

Applying for New License – Adding an Existing Facility
Complete the following steps to add an existing facility. 

DELPROS 
PORTAL



DELPROS 
PORTAL
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Applying for a Facility License 
Follow the below steps to apply for a facility license.

1. Click the APPLY FOR A NEW 
LICENSE button.

Note: Facilities attached to the contact are required to apply for a Facility License



2. Select a Facility account 
to associate.

Applying for a Facility License 
Follow the below steps to apply for a facility license

DELPROS 
PORTAL

3. Complete the eligibility 
Wizard and/or Eligibility 
Questions if applicable. 
Then Click the SAVE AND 
CONTINUE button.



1. After completing all sections, verify 
your answers in the Question Summary
and click the I Accept checkbox.

2. Enter your First Name and Last 
Name to sign electronically.

3. Click the SUBMIT button. 25

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.

DELPROS 
PORTAL



4. Click to select the checkbox.

5. Click the CONTINUE button.
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Applying for New License – Individual and Facility 
This section illustrates payment portion of a License Application

DELPROS 
PORTAL



6. The default payment method is 
selected.

7. Click the Proceed to Payment 
Gateway button.
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Applying for New License – Individual and Facility 
This screen illustrates the payment portion of a License Application

DELPROS 
PORTAL



8. Enter the payment details 
in the fields marked with 
asterisk (*).

9. Click the Continue button. 10. Click the Confirm button.
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Applying for New License – Individual 
This screen illustrates the payment portion of a License Application

DELPROS 
PORTAL



11. The receipt shows the details of 
the completed transaction. 

Click the Return to Home link after 
viewing the Successful Payment 
message. 

12. Click the PRINT RECEIPT button to 
view a printable pdf version of the 
payment receipt button.

Applying for New License – Individual and Facility
This screen illustrates the payment portion of a License Application

DELPROS 
PORTAL

13. Click the RETURN TO DASHBOARD 
button.



14. The license application will display on your 
DELPRROS Dashboard, and the status of the 
SUBMITTED license request is displayed.
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Applying for New License – Individual and facility
This screen illustrates where to see your new application in Submitted status

DELPROS 
PORTAL

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

Applicants can select the 
following options for their 
SUBMITTED application



License Look-Up
Complete a license look-up on the DELPROS Portal by following the below steps
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1. Click the GO button 
to look-up a licenses 
for a person or facility.

DELPROS 
PORTAL
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2. Select Individual or Facility and 
fill in the required information to 
conduct your search

License Look-Up
Complete a license look-up on the DELPROS Portal by following the below steps

DELPROS 
PORTAL

3. Click the SEARCH button.

You can also access 
License Look-Up here 
from your dashboard
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4. Matches will display for the search 
criteria at the bottom of the page. 

License Look-Up
Complete a license look-up on the DELPROS Portal by following the below steps

DELPROS 
PORTAL
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License Look-Up
Complete a license look-up on the DELPROS Portal by following the below steps

DELPROS 
PORTAL

5. Click on the License Number if you 
need more information

6. Click on VIEW MORE INFO
for more information
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License Look-Up
Complete a license look-up on the DELPROS Portal by following the below steps

DELPROS 
PORTAL

A new tab with the 
License Look-Up details 
will appear
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7. Licenses with Disciplines are 
shown here. Click Yes to view 
more details on the Discipline.

License Look-Up
Complete a license look-up on the DELPROS Portal by following the below steps

DELPROS 
PORTAL

8. Click VIEW to download 
the documents in a new tab



File a Complaint as a Registered User 
Perform the below steps to file a complaint as a registered user.
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1. Click the GO button.

DELPROS 
PORTAL
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2. Enter the login credentials in 
the Email and Password fields.

3. Click the LOGIN button.

File a Complaint as a Registered User 
Perform the below steps to file a complaint as a registered user.

DELPROS 
PORTAL
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4. Click the FILE A COMPLAINT link.

File a Complaint as a Registered User 
Perform the below steps to file a complaint as a registered user.

DELPROS 
PORTAL
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5. Click the SUBMIT A COMPLAINT 
button.

NOTE: Registered users can also view 
complaints which they have already 
submitted via the Complaint Dashboard.

File a Complaint as a Registered User 
Perform the below steps to file a complaint as a registered user.

DELPROS 
PORTAL
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6. The user will need to provide 
information in the provided 
form. This includes the 
following sections:
• Your Information
• Who Are You Complaining 

About?
• Complaint Information

File a Complaint as a Registered User 
Perform the below steps to file a complaint as a registered user.

DELPROS 
PORTAL
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7. Enter the details about 
who you are complaining 
about in the fields displayed.

DELPROS 
PORTAL

File a Complaint as a Registered User 
Perform the below steps to file a complaint as a registered user.
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8. Enter details in the 
Complaint Information 
section. 

DELPROS 
PORTAL

File a Complaint as a Registered User 
Perform the below steps to file a complaint as a registered user.

9. Select SAVE & NEXT.
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10. Click the YES button.

11. Click the ADD WITNESS 
button (if applicable)

File a Complaint as a Registered User 
Perform the below steps to file a complaint as a registered user.

DELPROS 
PORTAL
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12. Enter the details of the 
witness in the fields displayed.

13. Click the ADD button if you 
wish to add multiple witnesses.

14. Click the NEXT button.

File a Complaint as a Registered User 
Perform the below steps to file a complaint as a registered user.

DELPROS 
PORTAL
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15. Supporting documentation can 
be provided by using the Choose File 
button, and the UPLOAD button. 

File a Complaint as a Registered User 
Perform the below steps to file a complaint as a registered user.

DELPROS 
PORTAL

16. Click SUBMIT COMPLAINT.
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17. The user is informed that the 
complaint has been submitted, 
and they can have the complaint 
emailed to them, or download a 
copy for their records. 

File a Complaint as a Registered User 
Perform the below steps to file a complaint as a registered user.

DELPROS 
PORTAL
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The Complaint Dashboard will only 
show the submitted or in progress 
complaints for a registered user.

File a Complaint as a Registered User 
Perform the below steps to file a complaint as a registered user.

DELPROS 
PORTAL



File a Complaint as a Non-Registered User
Perform the below steps to file a complaint as a non-registered user
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1. Click the GO button.

DELPROS 
PORTAL
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2. The users can fill this 
form and start the process 
of File a Complaint.

3. The subsequent steps in the 
process are the same as to the 
steps performed by the 
registered user (slides 41 -47)

File a Complaint as a Non-Registered User
Perform the below steps to file a complaint as a non-registered user

DELPROS 
PORTAL



1. Click the CONTINUING EDUCATION button.
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Continuing Education Hours - Add CE Hours
This section illustrates how users can add CE Hours to the CE Tracker from the portal Dashboard

DELPROS 
PORTAL



2. Click ADD COURSE to add course 
for the CE Tracker.
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Continuing Education Hours - Add CE Hours
This section illustrates how users can add CE Hours to the CE Tracker from the portal Dashboard

DELPROS 
PORTAL



3. Select the Profession from the 
picklist, and populate the rest of 
the fields as required. 
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Continuing Education Hours - Add CE Hours
This section illustrates how users can add CE Hours to the CE Tracker from the portal Dashboard

DELPROS 
PORTAL

Note: Some fields (i.e. hours) may pre-populate based on the information entered in the other fields.

4. Click SAVE.



5. Click CONTINUE.
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Continuing Education Hours - Add CE Hours
This section illustrates how users can add CE Hours to the CE Tracker from the portal Dashboard

DELPROS 
PORTAL



You can see all CE courses added 
in your Continuing Education 
Tracker from your Dashboard. 
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Continuing Education Hours - Add CE Hours
This section illustrates how users can add CE Hours to the CE Tracker from the portal Dashboard

DELPROS 
PORTAL

Note: CE hours are tracked based on profession and renewal period. Most CE hours cannot be used for multiple licenses.



Submit a Service Request

1. Click the Service Request tab in 
the Navigation bar.

2. Click the APPLY FOR A NEW 
SERVICE REQUEST button.

This section illustrates how to submit service requests from a user’s Dashboard
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DELPROS 
PORTAL



Submit a Service Request

4. Click the PROCEED button.

3. Select Yes from the drop-down.

This section illustrates how to submit service requests from a user’s Dashboard
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DELPROS 
PORTAL



Submit a Service Request

6. Click the PROCEED button.

5. Select the values from the 
drop-down for the Board, Type
and Service Request Type.

58

This section illustrates how to submit service requests from a user’s Dashboard

DELPROS 
PORTAL



Submit a Service Request

8. Click the SAVE AND CONTINUE button.

7. Select the license or 
application for the request.
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This section illustrates how to submit service requests from a user’s Dashboard

DELPROS 
PORTAL

Note: Only licenses or applications that meet the requirements of the Service Request type will appear 



Submit a Service Request
Certain professions and license types will require a payment to be made before the service request can be submitted

9. Click the SAVE AND PAY
button.
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DELPROS 
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Note: Not all Service Requests have payments associated with them. The request would end here with a 
SUBMIT Service Request button.



Submit a Service Request
This section shows the steps to complete the payment.

11. Click the CONTINUE button.

10. Click on the box to select 
the row.
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DELPROS 
PORTAL



12. Click the Proceed to 
Payment Gateway button and 
complete the payment screens.
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Submit Service Request to Make License Inactive 
This section shows the steps to complete the payment.

DELPROS 
PORTAL



Submit a Service Request
Once the payment is processed, you will perform the following steps to complete the request 

13. Click the Return to Home link.
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The Service Request Dashboard will show 
all your submitted Service Requests and the 
status. Click Download Service Request to 
view more information for the request.
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Submit a Service Request
This section shows how the user can download the request from the Service Request Dashboard

DELPROS 
PORTAL


