Application Process
Locate “Apply” (see green checkmark) then click “Get Started”.

Once you have clicked “Get Started” you should get a window similar to the one below. You will need to
select the type of application you are needing to complete.
What type of nursing application do I need to complete?
Reinstatement Application:


You have or have had a license in the state of Kansas that you’ve allowed to expire or you’ve
placed it on inactive or exempt status and are needing/wanting an active license again in the state
of Kansas.
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Exam Application:


You have graduated from an approved nursing program (RN or LPN) and are needing to sit for
the NCLEX to obtain your nursing license as a RN or LPN.

Endorsement Application:


You currently hold an active nursing license (RN or LPN) in another state and are needing to
obtain a Kansas license to practice in the state of Kansas.

APRN Application:


You have graduated from an approved APRN (NP, NMW, CNS or CRNA) program or have an
active APRN license in another state and are needing to obtain a Kansas APRN license.

Once you have selected your application type you will get a grouping of instructions for that application
type. You must click on the plus (+) sign at the end of each box for the box to expand so that you can
read the instructions for that specific application type. Each expandable box has specific information for
the heading, to assure you have all needed information be sure to read ALL SECTIONS of the application
instructions. The page will look similar to the one below.

When done reading and ready to complete your application, you can click on the minus (‐) sign that has
replaced the plus (+) sign to close each section.
Now you will want to click on the “Online License Portal”, this will open the window to start your
application process.
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If you have never used our online application services or have and have forgotten your User ID and/or
Password, you will need to click on “Register a Person” (hand number 1) and follow the steps. (There is
an online help tool available if you have any questions about the registration process.)
However if you have already registered and know your User ID and Password, enter your User ID and
Password in the correct fields and click the “Login” button (hand number 2).

Again select your application type from the menu, see list below as to what application is included in
each area.
Initial Application:
Endorsement – Licensed in another state and applying for a Kansas license (LPN, RN).
APRN – Any individual applying for an APRN license in Kansas (You must either have an active
Kansas RN license or have an application on file for a RN license in Kansas.)
Exam‐ Originally Licensed in Kansas – You are applying to sit for the NCLEX through Kansas.
Reinstatement:
You have had a Kansas license (any nursing license, LPN, RN or APRN) and have allowed it to
lapse, placed it on inactive or exempt status and need to reactive it to active status.
Renew License:
You have an active license (not an expired) and need to simply renew it.

Revised 5‐2017

After you select your application type from the menu, you will get a window similar to the one below.
You will need to select your “Profession”, “License Type” and “Obtained by Method” from each
corresponding dropdown.
After you select the appropriate criteria from the drop downs, if you have selected “endorsement” two
new fields will appear, Country and State/Providence. There two fields are the state in which you were
originally licensed.
Once you have entered the required information, click the “Start Application” button at the bottom of
the page.
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Some application types may get additional fields upon selecting obtained by methods, see below.

Once you click the “Start Application” button you will get the screen below, please be sure to read the
information before clicking the “Start Process” button at the bottom of the page.
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This is a larger screenshot of the “Start Process” button located at the bottom of the “Applying For a
License” page above.

When the below screen opens you will need to enter your personal information, then click the “Update”
button located at the bottom of the window.

Revised 5‐2017

On the Nursing Education window you only need to include Nursing Education (degrees). You add
education by clicking on the “Add” button need bottom of window (hand 1).
If you already have education information in this window, double check the information and if correct,
click the “Complete” button (hand 2). Then scroll down to the APPLICATION QUESTIONS page.

If you have education information already entered or you realize you entered something incorrectly, you
can click the word “Edit” by the degree type to make changes.

Select the appropriate information from the three dropdowns; Profession, School Type and School. One
you’ve selected your information click the “Save” button.
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On the Application Questions page you will need to answer all questions, there are a few that explain
how to answer them. Also, there are a few questions that pertain only to applications who are endorsing
to Kansas from another state (already licensed in another state) or that are reinstating a previous Kansas
license. These questions are noted at the beginning of each with “Endorsement/Reinstatement”, if these
don’t pertain to your application use the answer the question tells you to use.
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On the Update License Information screen you will need to enter your original state of licensure
information if you are endorsing into Kansas from another state. If you are applying to take the NCLEX
and do not hold any nursing licenses then you would enter “NA” in the “Original License #” field as
directed. After you are done, click the “save” button.

On the Nursing Employment Information page, you will need to enter your employment information
only if you have or have worked as a RN, LPN or APRN in the past 5 years. To add an employer you will
need to click the “Add” button (hand 1), if you have not worked as a nurse in the past 5 years you can
click the “Complete” button (hand 2) to move to next window.
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If you have clicked the “Add” button to enter employment information you will get a screen that looks
similar to the one below. You will need to type in the Employer Name, City and State where they are
located then click the “Search” button.

After you click the “Search” button you will get one of the two screens below (see example 1 and 2).

Example 1:
Employer information possibly matching your search criteria, if you see your employer in the list select
the employer by clicking the “Full Name” of the facility in the list.

Revised 5‐2017

Once you’ve selected your employer, you will get a new screen asking for additional information about
your employment history. Be sure to use the format shown for dates otherwise it will not move on.
When you are done completing all information, click the “Save” button, located at bottom of window.

You should get the window below, double check your information for accuracy, if changes are needed
click the “Edit” button (circled) to update the record.
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Example 2:
If you search for your employer and get the message below that “No records found” you will need to
click the “Add New Employer” button to add your employment information.

Once you click the “Add New Employer” button you will get a window like the one below, you need to
complete all fields then click the “Save” button located at the bottom of the window.
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Then you will get the window asking for your position with the employer, dates of employment (be sure
to use correct format) and if the position was Full‐Time or Part‐Time, once you’ve completed these fields
click the “Save” button located at the bottom of the screen.

After you click the “Save” button, you will get an “Application Summary” page to review ALL of your
information, be sure a take time to do this before you click the Add to Cart button, after you pass this
screen you cannot make any changes to your information. The information in the menu (red box)
show the different sections of the application, if there is a checkmark in the box in front of the section,
you have completed that section.
If everything looks ok, your personal information, employer information and your questions are
answered correctly you will need to click the “Add to Cart” button located at the bottom of the screen.
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This is a larger screenshot of the “Add to Cart” button located at the bottom of the “Application
Summary” page above.

Once you get to the “Cart” there are two options (see Example 3 and 4 below).

Example 3:
If you are done and ready to pay for your application you will want to click the “Checkout” button.
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Example 4:
However if you are Reinstating an expired license or applying for an APRN license and want a temporary
permit you will need to click the “Back to Home Page” instead. This will take you back to the License
Home page to apply for the Temporary Permit. (If you are Endorsing to Kansas from another state, you
DO NOT need to do this, your temporary permit has no fee associated with it and you simply had to
answer “yes” or “no” in the questions portion of the application.)
NOTE:
If you have applied for an RN by Endorsement and need to apply for an APRN license as well you can
follow same steps, just select the correct license type and obtained by method.

If you are applying for a temporary permit you will need to select “Initial Application” again on the menu
to start the process for your temporary.
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Select the type of license you are applying for and the obtained by method that matches your original
application, then click the “Start Application” button located at the bottom of the window.

Once you click “Checkout” you will get a window similar to the one below, you may have more fees if
you have submitted more than one type of application. You will want to select how you want to pay for
your application(s) then click the “Pay Online”.
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After you click the “Pay Online” button you will get the below window (Although the information
required is different depending upon your payment type selected.) Be sure that the address you use is
the mailing address for the account your payment is coming from, also be sure to include all nine digits
of your zip code.)
Once you enter your payment information you will need to click the “Continue” button located at the
bottom of the window.
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After you click the “Continue” button you will get a page similar to the one below. YOU ARE NOT
DONE!!! Double check your amount, card, etc, if changes are needed click the “Make change” button to
go back. However if everything looks good you will need to click the “I Agree/Submit Payment” button
at the bottom of window.
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Larger View of bottom of above screen.

After you click the “I Agree/Submit Payment” button you should get the below window, advising
you that your payment is NOT complete.
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Then you should get the below screen.

The below screen is the one that lets you know you have completed the application process and
payment portion. You should print this for your records. The information in the “red” box is what you
will need when calling to reference your payment information.
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