Washington Department of Consumer and Regulatory Affairs
Occupational and Professional Licensing Division (OPLD)
PULSE Portal User’s Guide - www.pulseportal.com

How to Request a Letter of Certification

PULSE Portal provides users with a paper free way to maintain licensing and

education information. This guide will show you how to request a letter of certification.

From the PULSE Portal Home Page (www.pulseportal.com), select District of
Columbia from the drop-down list. You can access services from all 17 Boards
of the Occupational and Professional Licensing Division:

To use these services, first select your Board. Services available vary depending
on the Board chosen. You will need the following personal or business information
to use these services:

Individuals Businesses
State State
License Number License Number

First and Last Name Business Name
Full Address Full Address

Department of Consumer and Regulatory Affiars
Occupational and Professional Licensing Division

I dcra.dc.gov

Y& Y Y Washington, D.C.
]

PULSE Portal Navigation Guidelines

* PULSE Portal is compatible ONLY with Internet Explorer 6.0 or better. Earlier
versions of Internet Explorer, Mozilla Firefox, or other browsers will NOT work.

« If a link/screen is not loading, make sure that you do not have a pop-up
blocker activated on your computer or your web browser.

* DO NOT use your browser’s back button; you will lose your information and
will have to reenter the Portal.

* When the Portal asks for a license or social security number, do not include dashes,
spaces, or special characters.

Error Messages

Inquiry Services

If you do not enter all the required fields or enter information incorrectly, a
message in red will appear at the top of the page indicating the criteria you still
need to enter.

Address Forms

If the address you are entering is within the United States then select ONLY a state
with the street address. If the address is within Canada then select ONLY a province
with the street address. For all other addresses, you will need to add the country.

Application and Credit Information Forms

If you do not enter all the required fields or enter information incorrectly, a
message in red will appear at the top of the page indicating the fields you still
need to enter. For example, you must enter a state or province if you have an
American or Canadian address.



Letter of Certification Request

1. From the PULSE Portal Services menu, select
Request a Letter of Certification under the
Request Documents subhead.

2. On the Request Letter of Certification screen,
select Business or Individual by clicking the
appropriate link highlighted in blue.

* * * Washington, D.C.
[ ]

Department of Consumer and Regulatory Affiars
Occupational and Professional Licensing Division

I 1o de.gov
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Letter of Certification Request

3. Enter your credit card and billing information.
Blue fields are REQUIRED. Click Continue
when finished.

4. Verify your credit card information and click
Submit Credit Card Info.

Important: Upon clicking the submit credit card
info button, you will be charged the transaction
amount shown.

5. When finished, the next screen will show the status
of your request as Processed. You may either go
back to the Main Menu or process another letter.

* * * Washington, D.C.
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Credit Card Information

Please verlfy your Information,

Credit Card Halder Mame Loert sddeark
Genail Addrecs aaddvark@anl com
Strect Address Line One 1723 & Stroet
City ‘Washirgton
State District of Columbsa
Pastal Cede 20500
Transactinn Amaunt £30.00
Credit Card NumBinr - 00K 044
Expiratien Date 10 - 2008
Fhone Number 5555555555

WHRRNING: UPORN CLICKING THE SUBMIT CREDIT CARD [RFO BUTTON, YO0 WILL BE CHARGED THE
THAMSRCTION AMOUNT SHOWMN SROVE. MO CHARGES WILL BE INCUHHED BY 7O UMTIL YO CLICK THE
SUEMIT CELDIT CARD IMNFQ DUTTON,

Dy antenrsg cradit cand mlarmabion and didang subimi, you are Getilyng, n aaardancs with skabe and Federal law,

that al information proveded i§ accurats and thak you ane the suthonzed user of the credi card and as guch, remain

bowrd under the terms and condtions of the issung oredit card company. Pearson YWE is not Babile far misuse andfor
inGarract irfarmation providad by the user of this Sérvicd,
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