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Step 1: Log In to the Online Licensing System 

• Go to the online licensing system: 

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

 
If you do not yet have an account, the instructions for creating one are listed as the first option 

at the top of the How-To User Guides page on the BHEC website. 
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Step 2: Access the Renewal Module 

Approximately 60 days prior to your license expiration, your account will be placed in 

“Renewal” status. 

This grants access to the renewal module. 

From the “Quick Start Menu,” you’ll see “It is time to Renew.” 

Click Select to begin the renewal process. 

 

 

 

Step 3: Read the Introduction 

Read the introductory information carefully, then click Next. 
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Step 4: Verify Contact Information 

Review your contact information and make any necessary corrections. 

When finished, click Next. 
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Step 5: Select Attributes 

Select the appropriate attributes as they apply to you.  

 

 

Step 7: Continuing Education, JP Exam, and Fingerprinting questions 

Answer the Continuing Education, JP Exam, and Fingerprinting questions. 

 

 

Click Next to continue. 
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Step 8: Voluntary Information: SB-29 Sect C(c-1)(1 to 4); SB-29 Sect (g); SB-29 Sect C 

(3); SB-29 Sect C (c-1)(5); SB-29 Sect C (c-1)(6 to 8); SB-29 Sect C (c-1)(9) 

    Only fields marked with a red asterisk (*) are required. All other fields are voluntary and 

can be left blank. 

   The following reference images were taken from another application guide; despite small 

differences the steps are the same. 

1. Voluntary information: SB-29 Sect C(c-1)(1 to 4) 

  

2. Voluntary information: SB-29 Sect (g) 
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3. Voluntary information: SB-29 Sect C (3)  

 

 

4. Voluntary information: SB-29 Sect C (c-1)(5) 
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5. Voluntary information: SB-29 Sect C (c-1)(6 to 8)  

 

 

6. Voluntary information: SB-29 Sect C (c-1)(9) 
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Step 12: Attachments (If Applicable) 

The Attachments feature allows you to upload documents accessible by BHEC staff. 

    Only attach documents if instructed in your renewal notice. 

Only licensees under a Continuing Education (CE) Audit are required to upload CE 

documentation. 

To attach a file: 

1. Click Choose File and select the document. 

2. The file name will appear next to the button. 

3. Enter a brief description in the Notes field and click Attach. 

You can attach multiple files. 

After each attachment: 

• The file will appear in the list. 

• The total file size will display (maximum 20MB). 

• You can view or remove files as needed. 

Click Next once all required files are attached. 
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Step 13: Review and Submit 

The Summary Page displays your entered information. 

Review carefully and use Edit to correct any errors. 

When everything is accurate, click Submit. 

You’ll receive a confirmation email with your application summary attached. 

 

 

Step 14: Attestation 

Read the attestation statement, confirm your responses are true and correct, and click Next. 
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Step 15: Payment 

   The following reference images were taken from another application guide; despite small 

differences the steps are the same. 

• Click Pay Now to proceed to payment. 

•  
Then click Next to advance to the confirmation page, and again to move to the payment 

processor. 

 



How to Renew Your LSP License Online 

 

• Enter your customer information and click Next. 

• Then enter your credit card information and click Next. 

 

 

Step 16: Confirmation 

After your payment is processed, you’ll be redirected to the Payment Success Page, where you 

can view and save your transaction summary. 

You’ll also receive two confirmation emails: 

• One from the Online Licensing System 

• One from the Payment Processor 

Please save both for your records. 
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You’re Done! 

This completes the online renewal process for your LMFT license. 

Your license is typically updated within three business days of payment. 

If you are under CE audit or awaiting fingerprint verification, processing may take longer. 

 

 

 

 


