
Online Social Worker Supervision Management User Guide 

 

The Texas Behavioral Health Executive Council is pleased to announce the 

launch of its online supervision management module. This module will allow 

supervisors to add or remove supervisees as well as update their accrued 

hours.   

 

Important Notes: 

 

• These instructions are valid for both Clinical and Independent Practice 

Recognition supervision. 

 

• Once a supervisory relationship is ended, accrued hours cannot be 

added.  Be sure to enter the supervisee’s hours BEFORE terminating 

the supervision. 

 

• If your supervisee has accrued the required hours to upgrade to a full 

license, enter those hours via the online module but DO NOT terminate 

supervision.  The supervision will be terminated automatically when 

the upgraded license is issued to the supervisee. 

 

What follows is a step-by-step guide to managing your supervisees online. 

 

Accessing your online license profile 

 

Step 1: Go to the Online Licensing Services login page  

 

Step 2: In the upper right corner of the page, enter your User ID and 

Password then click “Sign In”.  If you are a new user, create a new account. 

 

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


 
Important Note – If you are creating a new account the system will require 

you to provide a valid email address.  Use a personal email address you will 

always have access to.  Work email addresses become problematic if you 

change employers and no longer have access to that email inbox. 

 

Logging into your account will take you to the “Quick Start Menu”.  This will 

provide you with several options for managing your license. 

 

Adding a supervisee 

Step 1: Under the “Manage your license information” section click the 

“<Choose Application>” dropdown menu.  (Note: If your license is up for 

renewal this menu may be the further down the screen.) 

 

 



 

 

Step 2: Highlight “Manage My Clinical Supervision – LMSW Relations” (or 

Manage My IPR Supervision if non-clinical) and click “Select”. 

 
 

 

This will take you to the Supervision Management Screen 

 
 

Step 3: Scroll down and click “Add Relation” 



 
 

This will bring you to the search screen. 

 

Step 4: Select “BHEC – Social Worker”, enter the supervisee’s license 

number, select “Licensed Master Social Worker (LMSW)”, select “Texas” and 

then click  

“Search”. 

 

 
 

Step 5: Verify that the correct supervisee is displayed then click the 

checkbox to the left of the license number and click “Add”. 

 



 
 

You will then be prompted to verify your intent to form the relationship. 

 
 

You will receive an email confirming the new supervisory relationship. 

 

Please note: The “Effective Date” of the added supervisory relationship will 

be set to the date it is created in the online system. It cannot be set earlier 

to reflect the actual start date of your supervisory relationship. When later 

submitting the Clinical Supervision Verification Form for LCSW or Non-clinical 

Verification Form for Independent Practice Recognition (IPR), enter the 

actual start date of your supervisory relationship and staff will update the 

supervisee’s record to reflect this corrected date. 

 

Entering Supervision Hours 

 

From the “Current Records” screen, click on “Supervision” 

 

 
 

This will take you to the “Additional Information Screen”.  From this screen 

click “Add”. 



 

 
 

 

Select “Documented” from the status drop-down. Enter the date that the 

supervision is counted through. Enter the number of months during which 

the supervision occurred. Enter the number of supervision hours and the 

number of practice hours then click “Save”. 

 

 
Note: If you add hours on more than one occasion simply continue to use 

the “Add” button.  This will create a new entry box each time. 

 

Terminating a Supervisory Relationship 

 

From the Supervision Management screen click the checkbox in the row of 

the desired supervisee. Next, enter the date that the relationship ended. A 

dialogue box will appear reminding you that you cannot add hours once 

termination is complete. If all hours have been added, click “Ok” and the 

supervision will be ended and the information will move to the historic 

records display box. 

 



 
 

Reminder: If the supervisee has accrued all the hours required for licensure 

DO NOT terminate the supervision. The individual will need to remain under 

supervision until the license (or specialty) is actually issued.  

 

 
 

You will receive an email confirming the termination of the relationship. 


