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Licensee Portal

The link to the licensee portal is on the home page just below the welcome paragraph. 
https://www.msautismboard.ms .gov
Click the LOGIN link to go to the login screen

The direct link to the licensee portal login screen. 
https://www.msautismboard.ms .gov/secure/logindoc.asp

Login Screen

To login, enter your email address and password. If you have never logged in before or you 
have forgotten your password, you can obtain your password by clicking the I don't remember 
my password link. 
There you enter your email address and your password will be emailed to that address. 

If you don't remember the email address that you provided to MSAB then you will need to send 
an email to the board office. admin@msbop.ms .gov

https://www.msautismboard.ms.gov
https://www.msautismboard.ms.gov/secure/logindoc.asp
mailto:admin@msbop.ms.gov
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Main Screen - Top

When login is completed, the main screen will be displayed. At the top of the main screen is 
your basic information. 
1. Picture
2. Name
3. License No.
4. Row of tabs

To add your picture simply click the Browse button, select the image (must be .jpg or .gif or 
.png) from your computer and click save changes. If any of the required data hasn't been 
provided, you will receive a popup telling you the items that are needed.  
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Main Screen - Tabs - General Registration

The first tab shows General Registration information:
1. Contact preferences
2. Home address
3. Business contact information
4. Status
5. License Original Issue Date
6. Current Expiration Date
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Main Screen - Tabs - Organization

The Organization tab shows each organization that you work in. It also list the RBTs that work 
for you at the specific organization.

You can:
1. Add a new organization to your profile
2. Update the information about an organization
3. Remove an organization from your profile
4. Add a Behavior Technician
5. Remove Behavior Technician
6. If the registration fee has not been paid, you can pay it online by clicking the green dollar 

sign.

NOTE: Adding a new RBT or removing an existing RBT produces the appropriate forms 
required by the board. 
When adding a new RBT, you are also taken to the shopping cart to pay the registration fee.
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Main Screen - Tabs - App Info

For Future Use.

Main Screen - Tabs - CE Reporting

Use the CE Reporting tab to post your CE courses. This screen gives you an overview of how 
many hours are required for your next renewal and how many you have reported as taken. It 
also shows the type of hours reported.
 
1. Use the View/Update Current CE Hrs to report the courses you've taken for your upcoming 

renewal
2. Use the CE History to see a list of all the courses you've reported. NOTE: This will not 

include courses you took prior to using this profile.
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Main Screen - Tabs - Complaints

If you have someone file a complaint against you the information will be shown in this tab. 
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Main Screen - Tabs - Payments

This tab will list all the online payments or payments by check you have made.  
1. You can print a receipt for these payments from this screen
2. If a payment is marked Not Paid, that indicates you prepared an RBT registration form and 

indicated you were going to mail in a check and the check has not been received.
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Main Screen - Tabs - Online Payments

This screen shows items that you can order and pay for online. 

Renewal - Step 1

When it is time to renew your license you will be shown what, if anything, is needed to be able 
to renew. 
If you have not reported your CE hours then you can do that in the CE Reporting tab by clicking 
the View/Update Current CE Hrs  button
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Renewal - CE Reporting - List

At the top of the CE reporting screen is a list of the courses you have reported for the current 
renewal period. 
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Renewal - CE Reporting - Adding Courses

At the bottom of the CE screen is the form to post new courses . 
1. Date Course was taken
2. CEU Type
3. Title and Presenter(s)
4. Sponsor
5. Hours (General and/or Ethics)
6. Modality
7. Certificate must be uploaded
8. If Asynchronous exceeds more than 50% of the total hours then the waiver approval date 

and waiver document must be provided.
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Renewal - Step 2

Once all the requirements have been met the "Renew License" button will be displayed. Click 
the "Renew License" button to be taken to the renewal form .
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Renewal - Step 3 - Renewal Form - Top

The top of the renewal form will be autopopulated with the information from your profile.
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Renewal - Step 3 - Renewal Form - Middle

You must upload your current BCBA or BCBA-D certificate.
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Renewal - Step 3 - Renewal Form - Bottom

Once you answer all the questions, checked the box and entered your full name, then click 
"Save and Continue" to be taken to the shopping cart to pay your renewal fee. 

If any of the 6 questions is marked yes , you must enter a detailed explanation of the situation.  
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Renewal - Step 4 - Shopping Cart

In the shopping cart you will check the box next to your license renewal amount.
If you have any RBT registration fees that haven't been paid, you will also be given the option to 
pay those fees along with your license fee. 
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Renewal - Step 5 - Online Payment

ONce you've completed the shopping cart, you will see the screen below that is notifying you 
about being taken to the Online Payment System

Renewal - Step 6 - Payment System

Fill out the information below to make your payment by Credit Card or Debit Card or Electronic 
Check.
Then you will be returned to the MSAB site to print your receipt.

When your payment is completed it will also be listed in the Payments tab of your profile.
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