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    Before starting your online application: 

Save all required supplemental documentation to your device. You’ll be prompted to upload it 

later in the process. 

 

Step 1: Log Into Your Account 

• Go to the Online Licensing System 

• If you haven’t created an account yet, refer to the "How to Create an Account" user 

guide at the top of the page 

 

 

Step 2: Select Your Licensing Board 

• Choose Texas Behavioral Health Executive Council from the first dropdown 

• Then choose the Licensed Professional Counselor Online Initial license type 

• Click Select 
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Step 3: Read and Continue 

• Review the Introduction page,  

• Click Next 

 

 

Step 4: Answer Function Verification Questions 

• Answer all questions accurately 

• Click Next 

 

    Incorrect responses will result in an error and may redirect you to a different application type 
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Step 5: Enter Personal Information 

• Enter or update your personal details, 

• Click Next 
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Step 6: Enter Contact Information 

• Enter your current contact details 

• Click Next 
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Step 7: Select License Type 

• Choose the type of license you're applying for 

• Indicate your military status (if applicable) 

• Click Next 
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Step 8: Criminal History & Previous Names 

• Answer the Citizenship and Previous Name questions 

• Click Next 

 

 

Step 9: Employment Information 

• Indicate your current employment status 

• Click Next 
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Step 10: Education and Exam Information 

• Enter your educational background and exam details 

• Click Next 
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Step 11: Other Professional Licenses 

• Answer questions about any previous or existing professional licenses 

• Click Next 
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Step 12: Upload Required Documents 

• Upload all supplemental documentation from your device 

• Click Next 

 

    Failure to upload required documents may result in delays 
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Step 13: Review and Confirm 

• Review all the information you've entered 

• Use the Edit buttons to correct any errors, click Submit when you have finished 
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Step 14: Affirmation 

• Answer the Affirmation Question 

• Click Next 

   IMPORTANT: On the 7th bullet, “One year” has been changed to “180 days” 

 

    You must answer “Yes” to proceed 
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Step 15: Pay the Application Fee 

• Click Pay Now, you can also view and download a summary report of your application 

• Complete the transaction through the secure payment processor 
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• Clicking Next will take you back to the quick start menu, you can also view and 

download a report of your application from this screen.  

 

 

After Submission 

• You will receive an email confirming that your application has been submitted 

• For estimated processing times, visit the “Applying for A License and Timelines” page 

on the TBHEC website: https://bhec.texas.gov/applying-for-a-license/  

 

https://bhec.texas.gov/applying-for-a-license/

