
How To Request Your License be Moved to Retired Status 

    Applies to all license types regulated by BHEC. 

This guide walks you through the process of moving your license to Retired status through the 

BHEC online licensing system. 

 

Step 1: Log Into Your Online Licensing Account 

Online Licensing System 

If you do not have an account yet, follow the instructions in the first “How To” guide at the top 

of the “How to User Guides” webpage: https://bhec.texas.gov/how-to-user-guides/  

 

Step 2: Start the Retired License Application 

From the Quick Start Menu: 

1. Open the Manage your license information dropdown 

2. Select Set License to Retired 

3. Click Select 

 

 
 

 

https://bhec.texas.gov/how-to-user-guides/


Step 3: Follow the On-Screen Prompts 

Introduction 

• Read the instructions and click Next 

 

Suitability Questions 

• Answer each question carefully 

• These questions verify that you are accessing the correct function 

 

    If your answers indicate the wrong process, an error message will appear. 

 

 

 

 

 

 



Review Contact Information 

• Make any necessary edits 

• Click Next 

 

 

 

 

 

 



Optional Document Upload 

• Attach any relevant documents (not required) 

• Click Next when you have finished attaching documents. 

 

 

Step 4: Review & Submit 

Summary Page 

• Review your entries carefully 

• If something needs to be corrected, click Edit in the relevant section 

• Once everything is accurate, click Submit 

 



Confirmation Email 

• You’ll receive an email confirming that your application was received 

• The email will include a copy of your application summary — save this for your 

records 

Step 5: Final Attestation 

• Read and answer the attestation question 

• Click Next 

 

Step 6: Save Final Summary 

• You will be taken to a summary page where you can view and save a copy of your 

transaction. Clicking next will return you to the “Quick Start Menu” 

 

    You will also receive another confirmation email verifying your license has been retired. 

 

When Is My License Retired? 

Your license will be placed in Retired status effective the date you submit the online request. 


