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DELPROS User Registration

This DELPROS self help user guide will assist you in registering as a new user and navigation your DELPROS
e-License Dashboard.

[ 1. Click the GO button. }




DELPROS User Registration

This section illustrates how to create a new user account in DELPROS.

Choose the option below that applies to you:

1. If you are already a registered user in DELPROS, login to your e-License Dashboard and
then proceed to Slide 9 to Associate to an Existing Facility.

2. If you are not a registered user in DELPROS and you do not have an existing license or
application submitted, from the DELPROS portal, then proceed to Slide 7 to register as
New User with the | Don’t Have a License option.

3. If you are not a registered user in DELPROS but you have have an existing license or
application submitted, from the DELPROS portal, then proceed to Slide 4 to register as an
Existing User with the | Have a License option.




| Have a License — DELPROS User Registration

Complete the below steps to register as a new user with a license or application.

(1. If you have an existing Individual license,
Lclick the | HAVE A LICENSE button.




| 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

DELPROS
PORTAL

User Registration

Register here for a new DELPROS user account
associaled with your exisling Delaware professional
license(s). All fields marked with an (*) are required.

In the “First Name"” and “Last Name" fields, you
must enter each name ag it appears on your current
professional license.

If you do not have the required security code, click the
OBTAIN SECURITY CODE button. You will be required
to enter your exact email address that is on file for your
current professional license.

. Click the Submit button. ]7

applicable fields (required fields are marked
| With an asterisk)

x

CETAIN SECURITY CODE <

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

Password must contain
O Meaore than 10 Characters

O 1 Uppercase Letter

O 1 Lowercsse Lettsr
O 1 Numbsr
O 1 Special Character {.g. 3%"@#)
Password must not contain:
0 Users st andlo Las e 4. Proceed to Slide 9 to
Associate to an Existing
Facility.




| Have a License — DELPROS User Registration

This section shows how to Request your Security Code.

DELPROS
PORTAL

matching email address, the security

(If you have an existing Contact with a
Lcode will be sent via email




| Don’t Have a License — DELPROS User Registration

Complete the below steps to register as a new user without a license or application.

[2. Click the | DON’T HAVE A LICENSE button. J




| Don’t Have a License — DELPROS User Registration

Complete the below steps to register as a new user without a license or application.

DELPROS
PORTAL

User Registration

Register here for a new DELPROS user account.

Enter all required information and ensure that you
provide your social security number (SSM), if you have a
SSN. If you do not have a SSN, when you begin a new
application you are reguired fo check the box that states
"1 do not have a social security number.”

You can manage and change your email address and
phone information from the Manage Profile option on
your Diashboard

3. Complete the required information
in the applicable fields (required fields
are marked with an asterisk)

[4. Click the Submit button. ]7

A 4

11 don't have a Socia Security Number

Password must contain:
O More than 10 Characters
O 1Uppercase Latter
O 1 Lowsrcase Lettsr

O 1Mumber

O 1 Specisl Character (e.g. 5%"@H)

Password must not contain:
O  User's First and/or Last Name

5. Proceed to Slide 9 to
Associate to an Existing
Facility.




Associating to an Existing Facility

Complete the following steps to add an existing facility.

DELPROS
PORTAL

1. Navigate to the DELPROS
— 1 Portal.

[2. Click the MANAGE FACILITY ]
link.




Associating to an Existing Facility

Complete the following steps to add an existing facility.

DELPROS
PORTAL

L~

3. Click the carat (*) icon to
expand the Associate to an
Existing Facility section.

N

' Note: If you manage more than one facility, you will need to repeat Steps 3 to 6 on Slides 10 to
— 11 to associate yourself to each facility you manage.
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Associating to an Existing Facility

Complete the following steps to add an existing facility.

DELPROS
PORTAL
Ve 5 ™\ ) . .
4. Enter the Security Associate to an Existing Facility "
COde aSSOCiated Wlth YO AT fott ity if the Facility is cumently licenzed. To do so, enter the Facility Security Code and Facility name exactly as it appears on the
Mg license and click “Submit’. If ypu do not have a Security Code for the Facility, click 'Request Security Code.”
\_the Facility y %
4 o ™\ Security Code
5. Enter the Facility % 0079030
Name as it appears on —
. aciiy Mame
\the license. J ™ *| Marvel Universg|
4 )

6. Click the Submit

button. [= ===

. J 7'y

1
1
Note: If you do not have the Facility Security Code, you can click the REQUEST SECURITY CODE button*, enter the Facility email i
address that is on file with the Division of Professional Regulation or FEIN Number, and the Security Code will be emailed to you.
!
1
1
1

If you receive an error stating that your information cannot be found, you will be advised to contact the Board office.




Associating to an Existing Facility — Requesting Security Code

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

DELPROS
PORTAL

Facility Security Code

In arder 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 dpri@delaware gov ar by phone at (302)
744-4500.

® Email O FEIN <

) (1. Click Email or FEIN then enter

Lthe facility email or FEIN number.

[

L 2. Click the Submit button.
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Associating to an Existing Facility

Complete the following steps to add an existing facility.

DELPROS
PORTAL

Manage Facility

Business Business Alias  Security Code  First Name Last Name Phone Fax Business Email Edit
Delpro Motorcyle Club 00Drsti Daniel Mark (910) 000-1144 daniel@delpromotorcycleclub.com d v
Marvel Industries 0009374 Mark Webb (912) 3456789 mark@marvelindustries.com 4 v

A

The Security Code is used to retrieve the
applicable existing Facility information.
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