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How to Change Your Address Online

1. Note:
If you do not yet have an account, you will need to create one. A guide titled “How to Create a
New Account” is the first “How To” listed on the Help page.

1. IMPORTANT: Licensees have the option of entering a business address into the online
licensing system that will be publicly available and displayed, without redaction, in search
results returned from the online licensing system. This will ensure those licensees using their
home address as the main address for agency correspondence have the option of displaying a
publicly available address where members of the public may contact them.

The decision of whether to utilize a home address as the main address, as well as the decision of
whether to enter a business address in the online licensing system is left to each individual
licensee. While licensees are not required to enter a business address into the online licensing
system, they are encouraged to do so as a point of convenience for the public.

Licensees wishing to display a business address can do so by logging into the online licensing
system and executing a change of address in the system. Simply go to the “Add Another
Contact” section and select the business address to enter that address. Both addresses will then be
displayed on the public search feature found on our website, but the main address will only
display city, state, county and zip code.

Note: Entering a business address will allow their name to be displayed when searching for a
Supervisor.

It should be noted that the address entered as a main address, including a home address, will be
publicly available under the Public Information Act unless the licensee indicates the address is
his or her home address in the online licensing system.
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Step 1: Log Into Your Account

Go to the online licensing system:
¢’ https://vo.licensing.hpc.texas.gov/datamart/login.do

Welcome to the Online Licensing System

Returning User

"*" are required.
*User ID:

*Password:

[ SignIn

FEorgot password?
Forgot user ID?

New User
egin Here For Sign-up

New Users (those who have

not applied or renewed

online since June 2011)
must create an online account to
use the Online Licensing System.
Opening a second account will

FAQ | PublicSearch | ContactUs |

Public Search

It is not necessary to register or login to
view or search for a license or registration.
To search by name, license number, license
type, city, or county click on the "Public
Search" link above.

Sign-up and manage your
licenses

Apply for New License: To apply for an
initial license, please sign up using the link
to the left. If you have previously registered
using this system, it is not necessary to
create another user registration to apply for
a new license.

Renew or Maintain Your License: To
renew and/or maintain an existing license,
please login with your existing user ID and
password, or click on the link to the left to
register as a new user.

Maintenance Window: Click here to see
our upcoming maintenance schedule

Step 2: Start the Address Change Process

e From the “Manage your license information” section, select:

Mailing Address Change
e Click Select

Quick Start Menu

If you see your license on the right hand of the screen under the "License Information” section please DO NOT click
on the "Add License to Registration” link at the bottom as your license is already associated with this online account
You should see your license options listed below.

If you ard trfing to apply for a license please choese the appropriate option under the "Start a New Application” section. LipEee i

Show Details
License Number: #00.

Licensed Clinical
Social Worker (LCSW)

If you n€=2d TP add your license to your online account please click on the "Add Licenses To Registration™ option below.

License Type

¥ ) ) i
[ | Manage your license information

Licensed Clinical Social Worker (LCSW)
#00

<Choose Application= -
<Choose Application:

Duplicate Permit
B Start a Mew Application Mailing Address Change@
Request for Inactive Status
View My Clinical Supervision - LMSW Relations
View My IPR Supervision - IPR Supervisee Relations

What are you applying for?

<

| =Choose Board>

<Choose Application= +

W Additional Activities

Add Licenses To Registration



https://vo.licensing.hpc.texas.gov/datamart/login.do
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Step 3: Read and Continue

Review the introductory information and click Next to proceed.

. Mailing Address Change - Introduction
Introduction

Welcome to the Texas Behavioral Health Executive Council online application for a mailing address change for your current license as a

© Function Suitability Licensed Social Worker in Texas. This online application is not an initial. upgrade, or renewal application, and it will not allow you to change
your name. There is no charge to update your address. Follow the instructions on each screen to complete your application. Your information
Caontact Information will not be saved until you complete the application and submit your information

Prass "Next” to continue.
Summary (pre-fees)

Press "Cancel” to cancel this application and return to the main menu.

Cancel App

Step 4: Complete the Function Questions

Answer the brief system questions to confirm you're using the correct tool. Click Next.

1. If your answers do not match the requirements, you’ll receive an error message directing you
to a different tool.

Intreduction Mailing Address Change - Function Suitability
Answer the questions below to ensure that you have selected the correct online transaction

Function Suitability Answer the questions and press "Next".

Contact Information Press "Pravious” to return to the previous section
Summary (pre-fees) Press "Cancel” to cancel this application and retum to the main menu.
Question Answer
Are you applying for an initial license? ) Yes
® No

Are you applying for a license renewal or upgrade?

Do you need to change your name?

O Yes
® No

m Cancel
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Step 5: Enter Your Updated Address

e Input your new address information
o Format your phone number manually, as the system does not auto-format

e Click Next

Introduction
O Function Suitability
Contact Information

Summary (pre-fees)

Mailing Address Change - Contact Information

Please review the address information below and make any necessary changes/corrections.

Your Main Address will continue to be your address of record with the Board, and we will send all correspondence, including reminder

renewal postcards and renewal permits, to that address.

Your Main Address will be displayed in full unless you have designated it as your home address below in the online licensing

system.

If you would like to display a Business Address to the public, please use the "Add Another Contact” section and select the Business

Address (optional) to enter that address. The Business Address will be displayed in full in public search.

Press "Continue" to go to next page.

Press "Previous” if you do not want to save your changes.

Press "Delete” to delete this address.

If Copy Button is available. Press "Copy™ to copy a previously entered address.

Press "Lookup™ after entering the zip code to populate the U.S. city, state and county.

Select an address type and press "Add" to add a new address.

— = Main Address

|5 this your Home Address? @ Yes () No
PE—

Street Number: 41334

+ Address: [QUERY |
| |
| |

« Zip Code:

+ City: [BEAUMONT |

+ State: [ TExAS ~|

County: JEFFERSOMN ~
Country: United States hd

(409) 351-4739 | (oes) oes-easn

Phone Number:

+ E-mail [testdummy@bhec texas.gov |
Contact # | |
Web Address:  ff | |

Add Another Contact

contctType [

s [ o lconar o
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Step 6: Review and Submit

Check all the information for accuracy. When ready, click Submit.

Introduction
Function Suitability
Contact Information

Summary (pre-fees)

Mailing Address Change - Application Summary

| Review the data and press "Submit” to submit this application.
| Press "Previous” to return to the previous section.

| Press "Cancel” to cancel this application and return to the main menu.

Application License Type: Licensed Clinical Social Worker (LCSW)
Application Date: 04/01/2021
General Main Address 123 CHECK LN @ -
Addresses QUERY , TEXAS
UPSHUR
75599
us
Phone Number: (519) 555-1171
E-mail: testy@netscape. com

provos i sl Conce v

Step 7: Complete the Attestation

o Select Yes to agree to the attestation

e Click Next

Introduction
Function Suitability
Contact Information

Summary (pre-fees)

| Mailing Address Change - Attestation
| Press "Previous” to return to the previous section
| Press "Next” to continue.

| Press "Cancel” to cancel this application and return to the main menu

| swear or affirm that all mailing address information provided on this application is true and correct. | further certify by submission of this
ication. that | am authorized to execute this document.

prous lf e J Concel
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Step 8: Confirmation

e You will see the Fee and Summary Report screen; there is no fee to update your
address

o The change becomes effective immediately
e You will receive a confirmation email with a summary of your changes attached

Click Return to go back to the Quick Start menu.

Fee and Summary Report

Your application data has been submitted. Click en "View PDF Summary Report” and print this report for your records.

Press "Return” to return to the main menu.

I
View PDF Summary Report E - ———

t 1



