
Registering as a New User 

To begin using DPOR’s online services, a profile must be established and each user must create a secure User ID and password.  Once the registration is 
complete, DPOR’s online services can be accessed using the User ID (email) and secure password each time to log on. 

Individuals and organizations/businesses must register separately, which requires different email addresses for the User IDs.  For example, if you are registered 
as an individual but would like to apply for or maintain a license that is issued to a business (such as a salon, spa, shop, firm, etc.), you must register separately 
and use a different email as the User ID for the organization.  

NOTE: Organizations include sole proprietors, partnerships, professional limited liability companies, professional corporations, limited partnerships, limited 
liability partnerships, limited liability companies, and corporations.  

Some licensees have a temporary User ID and password on file and do not need to establish a profile.  A temporary User ID and/or password is on file if: 

• Your license begins with 04, 11, 12, 21, 29, or 34; 
• Was issued before March 24, 2009;  AND 
• You have not completed the registration process. 

OR 
• Your license begins with 16, 19, 27, or 28; 
• Was issued before November 15, 2011; AND 
• You have not completed the registration process. 

OR 
• Your license begins with 02 or 06; 
• Was issued before February 22, 2013; AND 

You have not completed the registration process. 
OR 

• Your license begins with 33, 40, 46 or 49; 
• Was issued before October 11, 2013; AND 
• You have not completed the registration process. 

If the above criteria are met, skip to the Log On section. 

If the registration process was started and a temporary password was received by email or regular mail, skip to the Log On section. 

If the above criteria are NOT met and the registration process was NOT started, follow the “Create My Profile” link under “Create a New Online Profile” to begin 
the initial registration. 

  



 

Select “Create My Profile” to begin 
the initial registration process. 



 

Select whether registering as an individual or an organization. 

 

Remember: A sole proprietor is considered an organization NOT an individual. 



Individual Pre-User Registration

 

  

FOR INDIVIDUALS: 

Complete the Account Owner Contact Information.  The email address provided is needed to log on to DPOR’s online 
services and cannot be an email address used for another registration. 

 

Virginia residents must provide either a social security number (SSN) or Virginia driver’s license number to register as an 
individual.  Non-Virginia residents must provide a social security number (SSN) in order to register as an individual. 



Organization Pre-User Registration

 

  

FOR ORGANIZATIONS: 

Complete the Account Owner Contact Information.  The email address provided is needed to log on into DPOR’s online services and 
cannot be an email address used for another registration. 

 

Either the social security number (SSN) or Federal Employer Identification number (FEIN) is needed to register as an organization. 



 

An attempt to match to a record in DPOR’s system will be made based on the name and SSN/FEIN or Virginia driver’s license number provided in the 
Account Owner Contact Information. 

If a match was found, confirm the matched license(s). 

Select No if the matched license(s) does not belong to you and to proceed to the Individual User Registration or Organization User Registration. 

Select Yes if the matched license(s) does belong to you.  If the email provided in the pre-user registration matches the email on record with DPOR, a 
temporary password is to that email.  After receiving the temporary password, return to the Main Menu to Log On and create a secure password. 

If DPOR does not have an email on file or if the email provided in the pre-user registration does not match the email on record with DPOR, the Board 
may send a letter with the temporary User ID and password or you may be directed to contact the Board. 



 

  

An attempt to match to a record in DPOR’s system will be made based on the name and SSN/FEIN or 
Virginia driver’s license number provided in the Account Owner Contact Information. 

 

If no match is found but a license was held with one of the DPOR Boards listed, answer YES so the 
registration can be properly linked to the existing record. 

 

NOTE: Records may not match because the name and/or number entered and/or on file is incorrect. 



Contact the Board

 

  

In some instances, the initial registration cannot be completed.  Instead, users must contact the 
Board section for assistance with the initial registration process. 

Initial registration may be unsuccessful for the following reasons: 

• Registrant indicated license held but could not match DPOR record 
• Incorrect or no or email on file with DPOR 
• Recent attempt to register resulted in DPOR sending letter with temporary ID and password 
• Most recent application submitted was more than 2 years ago 
• Most recent license held expired more than 2 years ago 



Individual User Registration – No Match & No License(s) Held

 

FOR INDIVIDUALS: 

If the initial user registration did not match an individual in DPOR’s records and a license is/was not held with the listed DPOR Boards, complete the user 
registration.  Either the social security number (SSN) or Virginia driver’s license number is needed to register as an individual. 

The email address provided is needed to log into DPOR’s online services. 



Organization User Registration – No Match & No License(s) Held

  

FOR ORGANIZATIONS: 

If the initial user registration did not match an organization in DPOR’s records and a license is/was not held with the listed DPOR Boards, complete the 
user registration.  Either the social security number (SSN) or Federal Employer Identification number (FEIN) is needed to register as an organization. 

The email address provided is needed to log into DPOR’s online services. 



Preview Registration

 

Verify the information entered is correct.  If it is correct, select 
“Save.”  If any changes are needed, select “Edit” to correct. 



Temporary Password Emailed

After submitting the user registration information, a temporary password is sent to the email 
address provided.  If an email is not received in a short amount of time, check Spam and Junk 
email folders. 

 

Once the temporary password is received, return to the main menu to log in and create a 
unique, secure password. 



 

 

 

  

Example of email received after completing registration process. 



Log On

Enter the email address used during the initial registration process or the temporary 
User ID provided on a renewal notice or letter.  Enter the temporary password 
provided by email, regular mail, or on a renewal notice.  Select “Log On.” 



 

  

Enter the FEIN, social security number (SSN), or Virginia driver’s license number as requested.  The system will validate the 
information entered with the number provided during the initial registration process and/or on file with DPOR. 

 

If the number entered does not match the number provided during the initial registration process and/or on file with DPOR, the 
registration cannot be completed. 



 

After logging in with a temporary User ID and password, update the default registration information. 

Enter an email.  This will become the User ID. 

Enter the temporary password in the Current Password field.  Enter a new unique, password in the New Password and Confirm Password 
fields. 

Select or create a Secret Question and enter the Secret Answer.  Select “Save.” 



 

  

After logging in with an email as the User ID and a temporary password, update 
the default registration information. 

Enter the temporary password in the Current Password field.  Enter a new unique, 
password in the New Password and Confirm Password fields.  Select “Save.” 



 

Registration is complete.  Online services can be accessed at any time using the 
email address established as the User ID and the secure password. 


