
Applying for an Individual License – DELPROS Portal



Applying for New License – Individual
Complete the following process to apply for a new license on the DELPROS Portal.

1. Navigate to the DELPROS 
Portal and log in.

2. Click the APPLY FOR A NEW 
LICENSE button.
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Applying for New License – Individual 

3. Select a profession from 
the Select a Profession drop-
down.

4. Select the type of license 
from the Select a License 
drop-down.

5. Click the SAVE AND 
CONTINUE button.

This screen illustrates the steps users must follow to apply for a new license on the DELPROS Portal.

3

DELPROS 
PORTAL



Applying for New License – Individual 
This screen illustrates the steps users must follow to answer Application Wizard and Eligibility Questions
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6. Some license types have Application Type 
Wizard questions to help select the appropriate 
type of Application (Examination, Reciprocity etc.)

7. Some license types have Eligibility questions 
to determine if an applicant is able to proceed 
with the application based on their prior 
experience. Complete these questions and click 
Submit at the bottom of the page.



8. Complete all five of the license application sections: 
‒ Personal Information
‒ Background Information
‒ Questions
‒ Attachments
‒ Review and Submit 
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Applying for New License – Individual 
This screen illustrates the steps users must follow to apply for a new license on the DELPROS Portal.
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Applying for New License – Individual
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Managing Personal Information - Entering Social Security Number (If missing).

9. The first section is the Personal 
Information page. Information 
will be pre-populated with 
existing information if available. If 
not, you will be required to 
complete these fields.



9a. Click the ADD ADDRESS 
button to enter the Public 
Address information.
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Applying for New License – Individual 
This screen illustrates the steps users must follow to apply for a new license on the DELPROS Portal.
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A PUBLIC ADDRESS 

IS NOT REQUIRED



9b.Use this section to add a 
new address. 

9c. Click the Save button to 
save the address details. 
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Applying for New License – Individual 
This screen illustrates the steps users must follow to apply for a new license on the DELPROS Portal.
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10a. The next section is Background Information. Complete
the applicable sections by clicking on the ADD <type> 
button for the fields to display.

10b. Complete the 
required fields

10c. Click the ADD
button if you wish to add 
multiple entries.

10d. Click the SAVE AND 
CONTINUE at the bottom 
of the page.
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Applying for New License – Individual 
This screen illustrates the steps users must follow to apply for a new license on the DELPROS Portal.
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IMPORTANT: Do NOT enter just month and 
year (10/2022), the record will not save 
correctly. You must enter a complete date 
such as mm/dd/yyyy (e.g., 10/30/2022). 



11a. The next section is Questions. Based on 
the selected profession, license type and 
Application By (aka Obtained By), answer 
the questions with appropriate responses.

11b. Click the SAVE AND CONTINUE button 
at the bottom of the screen. 
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Applying for New License – Individual 
This screen illustrates the steps users must follow to apply for a new license on the DELPROS Portal.
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There is a link to 
the License Law
and Rules and 
Regulations if 
the user needs 
more 
information



12a. The next section is Attachments. Based 
on the selected profession, license type,  
Application By (aka Obtained By), and 
responses to Questions, attach the required 
documentation or acknowledge additional 
steps required. 

12b. Click the SAVE AND CONTINUE button 
at the bottom of the screen.

Applying for New License – Individual 
This screen illustrates the steps users must follow to apply for a new license on the DELPROS Portal.
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Submissions will require you to:
- Acknowledge: attest to sending in a 

hardcopy of the document
- Add Attachment: upload a softcopy of 

the document
- Do both



13. Verify the answers in the Question 
Summary and click the I Accept checkbox.

14. Enter the First Name and Last Name to 
sign electronically.

15. Click the SUBMIT button. 12

Applying for New License – Individual 
This screen illustrates the steps users must follow to apply for a new license on the DELPROS Portal.
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16. Click to select the checkbox.

17. Click the CONTINUE button.
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Applying for New License – Individual 
This screen illustrates payment portion of a License Application
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18. The default payment method is 
selected.

19. Click the Proceed to Payment 
Gateway button.
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Applying for New License – Individual 
This screen illustrates the payment portion of a License Application
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20. Enter the payment details 
in the fields marked with 
asterisk (*).

21. Click the Continue
button. 22. Click the Confirm button.
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Applying for New License – Individual 
This screen illustrates the payment portion of a License Application
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25. Click the RETURN TO DASHBOARD 
button.

23. The receipt shows the details 
of the completed transaction. 

Click the Return to Home link 
after viewing the Successful 
Payment message. 

24. Click the PRINT RECEIPT button to view a 
printable pdf version of the payment receipt
button.

Applying for New License – Individual 
This screen illustrates the payment portion of a License Application
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26. The license application will display on your DELPRROS 
Dashboard, and the status of the SUBMITTED license 
request is displayed.
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Applying for New License – Individual 
This screen illustrates where to see your new application in Submitted status

DELPROS 
PORTAL

The New License Application is now complete! The next 
step will be for DPR to process the application in the 
backend (more details in the License Applications Training 
deck)

The applicant can select the 
following options for their 
SUBMITTED application


