
Congratulations on your new job or your new home (or both).  To change this information in our new 
system is pretty simple.  Here’s how:   

First, go to our portal (at https://lic.ok.gov/PublicPortal/OSBELTCA/logon.jsp  

Enter your username (email address) and password (you should have already changed that to something 
you remember from a PIN we sent you…call us if you did not and don’t know your PIN). 

 

Click the “Login” button… 

This will take you to a page that looks like this… 

 

https://lic.ok.gov/PublicPortal/OSBELTCA/logon.jsp


The “easiest” way to change your address and/or place of employment is to click on your license 
number… 

 

Which takes you to another page where you can clearly see a link to change your address and contact 
info… 

 



Clicking on that link brings you to a page where you can enter your new information… if its’ not new, 
don’t change it.   

 

Scroll down… there’s more.  When you’re through changing what needs to be changed, click on the 
button to “Attest” that all the information you’re providing is true and correct… and then click the 
update button.  It’s really THAT simple.   

 



You PROBABLY noticed the “Upload” attachments button there at the bottom of that page, too…  This is 
there and I would like to draw your attention to it because it’s something you might want to use (or 
not).   

 

There may be  a time when you need to use it (such as to provide a response when your facility has been 
referred due to a survey or something like that) but as an OPTION, you could also upload your 
CONTINUING EDUCATION certificates here (so they’re never lost). 

If you do that, it would be really smart to well document what it is you’re uploading...let’s look at it 
closer.  Click on that “Upload Attachments” button… A “pop up” window like this appears. 

 



 

In the “Type” button, there’s an arrow on the right that gives you a “drop down” menu to sort of classify 
what kind of document you’re uploading… Let’s click on the “Continuing Education” type… 

On that “Description” line, type in enough information that you can easily tell what it was, when it was, 
how many hours… 

 



Now, you should have already “scanned” your documents as an image or a pdf so that you can upload 
them easily…so now you click on the “Browse” button and then locate the file on your computer (or 
thumbdrive or wherever you’ve put it)… and then hit the “Upload” button… 

 

If you wish to upload another document, repeat the “Type, “ Description” and “Choose File” (Browse) 
and “Upload”… 

 



So, you see, you can upload multiple documents at this time… 

 

This shows two documents having been uploaded… if you want to remove them at this point (perhaps 
you realize you have uploaded the wrong document), click on the box in front of the one you want to 
remove and then the “Remove” button.  

Otherwise, once you’re done…click the “Close” button.  That takes you back to the page with the 
“Attest” sentence (you need to click on that and get the arrow in it) and then click the “Update” button.  
You can see here that you have uploaded two documents. 

 



Once you hit “Update,” it takes you back to the page with your license details and at the bottom you can 
see “My attachments” and the Description you gave the file now comes in handy for you later because 
you can see what the document is without even opening it…if you just call it “Document1” or 
something, that’s not very helpful.  You can actually click on those documents and open them up on 
your computer now… and you can see when you uploaded them.  It’s a pretty handy way for you to 
keep track of your CE if nothing else. 

 

 

When you’re done, you would simply click on “Logoff” on the lower left.   
 

We hope you found this helpful. 


