
How To Apply Online for MFT Upgrade 

 

Step 1: Log In to Your Online Account 

• Log into your online account. 

• If you do not yet have an account or have not yet linked your MFT Associate license, 

you will need to do so before proceeding. 

Go to the online licensing system: 

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

 

 

 

 

 

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


Step 2: Access the Upgrade Module 

From the “Manage your license information” dropdown, select “Upgrade to MFT”, then 

click Select. 

 

 

 

Step 3: Begin the Application 

You will be taken to the Upgrade Application Module. 

Click Next to begin. 

 

 

 

 

 

 

 



Step 4: Function Suitability 

Answer the function suitability questions to confirm that you are upgrading to MFT rather than 

renewing your license. 

 

    If any questions are answered incorrectly, an error message will appear. 

Review your responses carefully before proceeding. 

 

 

 

 

 

 

 

 



Step 5: Verify Personal Information 

Review and update your personal information as needed, then click Next. 

 

 

Step 6: Verify Contact Information 

Confirm or update your contact details, then click Next. 

 

 



Step 7: Enter Supervised Experience Information 

Enter your supervised experience details. 

Note: You must still upload the Verification of Supervised Experience form even after 

entering your hours. 

 

 

Step 8: Answer Criminal History Question 

Answer the criminal history question accurately. 

 



    Important: Providing false information—such as answering “No” when you have a 

record—may be considered falsification of your application and could result in denial. 

Click Next to continue. 

 

Step 9: Upload Required Documentation 

Upload your supplemental documentation to your application. 

    Please attach your application form and any required documentation for the license you are 

applying for in accordance with the instructions on the application checklist. A list of the 

required documentation and their submission methods can be found on the application checklist 

included in the application packet. Failure to do so will result in a delay in processing your 

application. Only pdf and Word files may be uploaded. 

• Each file you attach will appear above the selection boxes. Avoid attaching files that 

exceed the maximum file size (20MB) 

• Once all files are uploaded, click Next. 

 

 

 

 

 

 



Review the summary and click Submit 

 

 

 

Step 10: Attestation 

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

 



 

Step 11: Payment 

Click Pay Now to proceed to the payment processor. 

 
 

Fill in the checkbox next to the correct application then click Next twice. 

 
 

 

 

 

 

 

 

 

 



Enter your credit card and billing information into the payment processor 

 

 

Step 12: Save Your Application Summary 

After completing your payment, click “View PDF Summary Report” to download and save 

your application for your records. 

 

 

 



   You’re Done! 

This completes the online portion of the MFT upgrade application process. 

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

If additional documentation is required, staff will contact you. 

If everything is complete and accurate, your MFT license will be issued. 

Please allow up to six weeks for processing before contacting BHEC for a status update. 

 


