
How To Apply Online for LCSW Upgrade 

 

Step 1: Log In to Your Online Account 

Go to the Online Licensing System: 

   https://vo.licensing.hpc.texas.gov/datamart/login.do 

 
 

• If you do not yet have an online account, refer to the “How to Set Up an Online 

Account” guide—listed at the top of the How-To Guides page. 

 

 

 

 

 

 

 

 

 

https://vo.licensing.hpc.texas.gov/datamart/login.do


Step 2: Access the Upgrade Module 

From the “Manage your license information” dropdown, select “Upgrade LMSW to LCSW” 

and click Select. 

 

 

Step 3: Begin the Application 

You’ll be taken to the Upgrade Application Module. 

Click Next to continue. 

 



 

Step 4: Function Suitability 

Answer the function suitability questions to confirm that you are upgrading to LCSW and not 

renewing your license. 

 

    If any questions are answered incorrectly, you’ll receive an error message. 

Review and correct your answers, then click Next to proceed. 

 

 

 

 

 

 

 

 

 

 



Step 5: Verify Personal Information 

Review and update your personal details as needed. 

When complete, click Next. 

 

 

Step 6: Verify Contact Information 

Confirm or update your contact details, then click Next. (click the “+” next to main address to 

open the dropdown menu with current information) 

 

 



Step 7: Enter ASWB Exam Date 

Enter the date you passed the ASWB exam for this license type. 

ASWB sends score data weekly, and this date helps identify your record in their data file. 

Click Next to continue. 

 

 

Step 8: Criminal History Questionnaire 

Answer the criminal History Questionnaire and provide an explanation if necessary.  

 

 

 

 

 



Step 9: Upload Required Documentation 

Upload the following supplemental documents to your application: 

• Clinical Supervision Plan(s) 

• Clinical Supervision Verification Form(s) 

• Jurisprudence Examination Certificate (completed within the past six months) 

Note: 

If your supervisor used the Online Supervision Management Tool to submit your verification, 

you only need to upload your Jurisprudence Examination Certificate. 

After all files are uploaded, click Next. 

 

Each file you attach will appear above the selection box. 

    Be sure not to attach files exceeding the maximum file size limit.  

 

 

 

 

 

 

 



Step 10: Review and Submit 

Review your application carefully and edit any incorrect information. 

When complete, click Submit. 

 

 

 

 



Step 11: Attestation 

Read and agree to the attestation statement, then click Next. 

You’ll receive a confirmation email once your application data has been received. 

The email will include your application summary as an attachment. 

 

 

 

 

 

 

 



Step 11: Pay the Application Fee 

Click Pay Now to move to the online application payment screen. 

 
Then click Next to proceed through the confirmation.  

 

Then click Next to proceed through the payment processor pages.  

 

 

 

 

 



Step 12: Complete Payment 

You’ll be redirected to the payment processor. 

Enter your customer information and credit card information. 

 

 

 

 

 



After payment is processed, you’ll be redirected to the Payment Success page, where you can 

view or save a summary of your transaction. 

 

You’ll also receive two confirmation emails:  

• One from the Online Licensing System 

• One from the Payment Processor 

Be sure to save both for your records. 

 

   You’re Done! 

This completes the online portion of the LCSW upgrade process. 

Your application will be reviewed by BHEC staff in the order received. 

If additional documentation is needed, staff will contact you. 

If everything is complete and correct, your LCSW license will be issued. 

Due to high volume, please wait at least six weeks before contacting BHEC for a status update. 

 


