
Renewing your Physical Therapist (PT) or 
Physical Therapy Assistant (PTA) License 
 

 

Beginning in 2020, the Oregon Board of Physical Therapy will be using an all new Licensing Database. While this change 
is exciting, and will ultimately help the Board serve you better, we understand that you may need some additional help 
as you renew this year. We’ve put together this guide to show you what renewal will look like, and to hopefully answer 
some questions that you have.  

If you still have questions after reading this guide, please don’t hesitate to reach out to the Board! As we learn our new 
system, we appreciate your patience! If you have any issues or concerns as you work through the renewal process, 
please do not hesitate to contact us. Email is preferable to a phone call. Please be aware that we have a small staff 
serving a large number of Oregonians, and we’ll assist you as soon as we’re able. Thanks for your patience and 
understanding! 

Please Note: This guide will show you what the screens look like on a desktop computer, but you can also renew using a 
mobile phone or tablet. If you use a mobile device, some of the screens may have a slightly modified layout.  

The first step to renewing your license will be to navigate to our Self Service Portal. You can find this from the homepage 
of our website at Oregon.gov/PT. 

Once you get to the Self-Service Portal, click on the License Portal Link, seen below.  
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The first time that you login to the License Portal, you’ll need to Activate your account. You will only need to do this the 
first time that you log in to the License Portal. If you’ve already activated your account, skip to page 4 of this guide.  

To activate, click “Activate Now” at the bottom of the screen. 

 

Next, enter your email address, social security number, and Birth Date. 

 
 

Once you’ve entered your information and clicked “Activate,” you should get a confirmation screen telling you to check 
your email. You will be sent a temporary password to your email. Once you’ve received that, return to the Licensee 
Portal and use your temporary password to login. Note: Please  
 
If you get an error message telling you that you the information you provided doesn’t match our record, please verify 
that the information that you’ve entered is correct. Important: You’ll need to provide the email address that the Board 
has on file for you. If you have multiple email addresses, please try all of them before contacting the Board! 
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If you no longer have access to the email account that the Board has on file for you, or if you’re not sure what email 
address the Board has on file, contact Board staff by email to verify or update your address.  

The first time that you login to the License Portal with your temporary password, you’ll need to set up security 
questions. Remember the answers to these! They are case-sensitive. You’ll be asked the answer to one of these 
questions every time that you login to the licensee portal. If you enter the wrong answer three times, you’ll be locked 
out of your account and you’ll need to contact Board staff to have your account reset.  

After you set up the answers to your security questions, you’ll also be asked to change your password.  
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Now that you’ve successfully logged into the Portal, you can access and update a lot of information that you previously u 
had to contact Board staff to complete! This includes updating your contact information and places of practice, notifying 
the Board of a name change, viewing and paying any invoices or receipts, updating and tracking your continuing 
education, requesting a license verification, printing a copy of your license, and renewing your license! 

To renew your license, click on License Renewal from the Welcome Screen, as seen below. 

 

The renewal system is going to take you through several steps. Click Start to Begin. 

If at any point you need to take a break, that’s fine! The system will save what you’ve done. When you log back in, just 
come back to the Renewal section of the Portal and click through the screens to confirm your information.  
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Step 1 of the Renewal Process: Personal Information 
You’ll need to confirm your Personal Information, such your Mailing Address, best phone number to reach you, etc. 
Most of this information should be completed already, as it was entered into our old licensing database, however there 
may be gaps in the information that we have on file for you that you’ll need to complete.  

When you’ve confirmed all of your information, click Save and Continue at the bottom of the screen. 
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Step 2 of the Renewal Process: Places of Practice 
You’ll need to confirm your Place of Practice. This information is likely already, as it was entered into our old licensing 
database, however you may have changed Practice locations since the last time that you notified the Board. 
Alternatively, you may work at multiple locations, but the Board only has your  

To edit the Practice listed, click on “Edit,” as seen below. If you no longer work at a practice, by clicking on Edit you can 
add End Dates to the Practice. 

If you’ve practicing somewhere that is not listed, click on “Add New,” as seen below.  You do not need to add any past 
practice locations that you no longer work at. 

When you’ve confirmed all of your information, click Save and Continue at the bottom of the screen. 
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Step 3 of the Renewal Process: Other Licenses 
The Board has information on what other states you were licensed in at the time that you applied, but we realize that 
that may have changed. In an effort to keep the Board’s records up to date, we request that you notify us of any states 
in which you’re currently or previously licensed. Additionally, our old system didn’t track licensure in other states in a 
systematic way, so updating this saves Board staff the effort of reviewing your paper licensee files if we have questions 
on where you’ve been licensed. This information may already be partially completed.  

This step is optional, but appreciated.  

To edit a license expiration date, click on “Edit,” next to the license. To add a license that is not listed, click on “Add 
New,” as seen below.   

When you’ve confirmed all of your information, click Save and Continue at the bottom of the screen. 
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Step 4 of the Renewal Process: Continuing Competency 
One of the most exciting aspects of our new system is the ability to track your continuing competency requirements.  

This screen shows you a running total of the Continuing Competency Credit hours that you have entered, under ”CC 
Progress Summary,” and it shows you a list of all courses that you have already entered under “CC Activities.” 

After this renewal cycle is over, you’ll be able to enter Continuing Competency Credit hours throughout the year in the 
Portal, making your renewal process much quicker next time! 

Since the system is new, there won’t be any information entered already for your continuing competency. You’ll need to 
add information on each course that you took. To add a course, click “Add Activity” at the bottom of the screen. 

 

  



Oregon Board of Physical Therapy | February 10, 2020 | Page 9 

You’ll enter the pertinent details about each course that you took. When you’re done, click “Save and Back,” and you’ll 
be returned to the previous screen.  

Please note- there is an option to add Supporting Documentation to each activity, in the form of a Certificate, etc. You 
are not required to upload this documentation, however, the Board audits Continuing Competency certificates at the 
end of each renewal cycle. If your license is selected for audit and you have already uploaded these documents, we may 
not need to contact you and can simply approve you! In brief- uploading your certificates now can save you time later.  

 

 

Once you’ve reached the minimum number of continuing competency credit hours, you can click “Save and Continue” 
on the main Continuing Competency screen to proceed to step 5.  
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Step 5 of the Renewal Process: Declarations 
At every renewal, the Board asks questions about your personal background since you last renewed. 

Please answer these questions. 

If you answer Yes to any of these questions, you will be required to provide an explanation of the circumstances. 
Additionally, you will need to provide the Board with documentation. You will have the ability to upload that 
documentation after clicking “Yes,” or alternatively, you can send that documentation by email, mail, or fax. Your 
renewal will not be processed until we receive complete supporting documentation.  

 

When you have answered the questions, click “Save and Continue.” 
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Step 6 of the Renewal Process: Oregon Health Authority 
You are required to complete the Oregon Health Authority’s Health Care Workforce Questionairre at every renewal.  

Your answers to the survey do not impact your renewal, however, if you fail to complete the survey, your license will not 
be renewed.  

Click on the button “Go to Oregon Health Authority’s Health Care Workforce Questionnaire” to complete the survey. 

 

You will be taken the OHA’s Questionnaire.  

Once the Questionnaire is complete, you will be get to a confirmation screen that rerturns you to renewal. Click on “Go 
back to the Licensee Portal.” You may need to re-enter your password, but rest assured that all of the information that 
you have entered in the renewal so far has been saved.  
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Step 7 of the Renewal Process: Certifying Statement 
You must click the checkbox to attest that the information that you have entered into the renewal is true and correct.  

 

When you have checked the box, click “Save and Continue.” 
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Final Step of the Renewal Process: Payment 
You’re almost done!  

You can make payment by Credit Card or Check. 

If paying by Credit Card, enter your card information and then click “Process Payment.” 

If paying by Check, click “Pay by Check.” Be sure to include your name and license number on the check. Your check 
must be postmarked by March 31 or else you will incur late fees.  
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Submitted 
If you reach the screen below, you’ve successfully renewed your license. Board staff will process the renewal over the 
next few days. If there are any questions on the information that you’ve provided, staff will reach out to you directly by 
phone or email. 

You should receive a confirmation email at the address that we have on file for you. 

 

When Board staff approves your renewal, you will receive an additional email to the address that we have on file 
advising you that your license has been approved. The Board will not be mailing out licenses this year. Licensees can log 
back in to the License Portal and print their license out on their own by clicking on the “Wallet Card and Wall Certificate” 
option shown below. 
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Frequently Asked Questions 
 
I’m getting an error message when I try to activate my account. What should I do? 
If you have any alternative email addresses, try one of those! The system is looking for the primary email address that 
the Board has on file for you, so it’s possible that you’re trying to use one that the Board doesn’t list as your primary. 
Once you’ve logged in the first time, you can change your primary email address.  

If that still doesn’t work, send an email to the Board, including your name and birthday. If possible, include a screenshot 
of the error message. We can verify your information. The Board has been hand-keying information from paper 
applications for decades- so we’ll make sure that everything in our system is correct and work to get you up and 
running!  

I no longer have access to the email address that the Board has on file. What should I do? 
Send an email to the Board letting them know your current email address. We’ll update it in the system so that you can 
use it to log in and renew. We generally recommend not using an email address that you will lose access to if your 
employment changes.  

I’m getting an error message as I try to move through the renewal process. 
If the error message is regarding continuing competency requirements, ensure that you’ve input the minimum required 
number of CC credits.  

If the error message occurs while you’re completing the OHA Workforce Survey, try logging out and logging back in to 
the License Portal. The system should have saved any information that you’ve already input.  

If the error message relates to anything else, or if the suggestions above don’t fix the problem, email the Board and we’ll 
try to help. Please send screenshots! They help us narrow down the issue.  

Once I’ve logged in, I don’t have an option for license renewal. 
Email the Board right away letting us know. While this is rare, we may have had an error in our old system’s data that we 
need to correct.  

My account says that it is locked, what do I do? 
If you enter the wrong answer to your security questions three times, your account will be locked. Call or Email the 
Board to have it unlocked. 

I have a question about something other than renewal.  
Review our website to see if the answer can be found there! If not, please don’t hesitate to reach by phone or email and 
we’ll do our best to help.  

 

 

As the Board’s staff learns our new system, we appreciate your patience! If you have any issues or concerns as 
you work through the renewal process, please do not hesitate to contact us. Email is preferable to a phone call. 
Please be aware that we have a small staff serving a large number of Oregonians, and we’ll assist you as soon as 
we’re able. Thanks for your patience and understanding! 
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