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1. Licensee Information Screen 

a. Sub-Sections 
i. Close 

ii. Insert 

iii. Save 

iv. Delete 

v. Arrows to previous or next records 

vi. Enter Criteria 

vii. Retrieve Query 

viii. Sort 

ix. License Information 

1. Insert 

2. Save 

3. Delete 

4. Arrows to previous or next records 

5. Sort 

6. Transfer Checklist 

7. Application Checklist 

8. Trust Accounting 

9. License Fees History 

10. Letter History 

11. Renewal Continuing Education 

12. License History Information 

13. Branch Information 

14. Partners/Officers 

15. Employing Broker 

16. Mark Record to Print Pocket Card 

17. Mark Record to Print Wall License 

x. AKA (Aliases) 

xi. Licensee Comments 

xii. Licenses in Other States 

xiii. Broker Employees 

xiv. Self-Report Information 

xv. Public Complaint Information 

1. Public Complaint Action 

2. Public Complaint Code Reference 

xvi. E and O Insurance 

xvii. Designated Broker Information 

xviii. Labels 

xix. Save-As 
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b. License Information Screen 

 
i. Fields which are editable (most fields are searchable) 

1. Name – Last, First, Middle, Suffix 

2. Social Security Number 

3. Email address 

4. Sex – Male or Female 

5. Ethnicity 

6. Birth Place 

7. Date of Birth, Date of Death 

8. Contact address option – Home, Work or Other 

ii. Field which are viewable only from this screen (most fields are searchable) 

1. Employing Broker Information (if applicable) 

2. Designated Broker Information (if applicable) 

3. License Number 

4. Original Issue Date 

5. Expiration Date 

6. Profession 

7. License Status 

8. Lapse Date 

9. Withdrawn Date 

10. Reinstatement Date 
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c. Sub-Sections 

 

 

i. Through  viii. have no screen shots 

ix.    License Information Screens

 

 

i. MAIN LICENSE INFORMATION SCREEN: 

1. Fields which are editable (fields are not searchable) 
a. Profession 
b. High School Educ 
c. License Type 
d. Trust Account Required 
e. Broker Type – Entity Type 
f. Entity Information 

2. Fields which are viewable only (fields are not searchable) 
a. License Number 
b. License Status 
c. Pocket Card # 
d. Original Issue Date 
e. Issue Date 
f. Expiration Date 
g. Status Changed Date 
h. Application Received date 
i. Continuing Education Met Date 
j. Continuing Education Hours on Record for current Education Period 
k. Renewal Sent Date 
l. Suspend Notice Date 
m. Reinstatement Date 
n. Renewal Approved Date 

 

         1.     2.   3.              4.                  5.     6.    7.    8.     9.  10.  11.  12. 13.  14.   15.   16.  17. 

i.      ii.    iii.    iv.              v.                  vi    vii  viii    ix      x     xi   xii    xiii   xiv   xv   xvi   xvii  xviii  xix 
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1. Through  5. have no screen shots  

6. Transfer Checklist 

a. This screen will transfer a licensee based on which type of transfer is selected, when record 

is saved, the licensee screen, license information screen, and if applicable, the designated 

broker employee screens will reflect the transfer screen. 

b. This screen captures the from broker and to broker (if applicable) 

c. The Fee information such as date, amount, payment type, Payment number 

d. This screen provides a checklist of items needed depending on which type of transfer is 

selected and will not be approved until all checklist items have been received. 

e. Once this record is saved, a receipt number is given to this record and reflected on the 

deposit reports and on the licensee information screen. 

 

 
 

 

 

 

 

 

 

 

 

 

         1.     2.   3.              4.                  5.     6.    7.    8.     9.  10.  11.  12. 13.  14.   15.   16.  17. 
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7. Application Checklist 

a. When a new application is received, the information in within these screens are updated 

and flow to this front screen and also into the license and licensee information screens. 

i. Fields which are editable on this screen are: 

1. Type of application process – examination or reciprocal 

2. Status of application – by choosing missing items – a letter is produced 

3. Checklist items – unless all items are checked – examination is not allowed 

 
b. Application Letter Dates 

This screen was designed to track applicant letters, however, only the Exam Approval Letter 

and Missing Items Letter fill in as I don’t believe the other letters exist. 

 

         1.     2.   3.              4.                  5.     6.    7.    8.     9.  10.  11.  12. 13.  14.   15.   16.  17. 
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c. Application Payment History 

This screen is where all payments regarding applications need to be entered otherwise the 

system will not approve the next step in the application process. 

 
d. Application Examinations 

The examinations are logged into this screen to track the progress of the licensee.  If there is 

no data entered for resident applicants, the system will not approve the next step. 

 
e. Application Notes 

 
f. Application Education 

The pre-license education is logged into this screen for both residents and nonresidents. 

 



11 
 

 
 

 

8. Trust Accounting 

The Financial Institution information is entered into this screen to track the accounts and audits 

performed, as well as produce reports.  A trust account is required to be entered for all designated 

brokers.  All fields are editable. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

         1.     2.   3.              4.                  5.     6.    7.    8.     9.  10.  11.  12. 13.  14.   15.   16.  17. 
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9. License Fees History 

This screen is typically populated by the processes within the Licensee Information, or renewal 

screen but can be manually entered if necessary.  Each fee type entered below is associated with an 

accounting code which is filtered and displayed in the deposit information reports. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

         1.     2.   3.              4.                  5.     6.    7.    8.     9.  10.  11.  12. 13.  14.   15.   16.  17. 
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10. Letter History 

Tracks all letters which were produced for the licensee. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

         1.     2.   3.              4.                  5.     6.    7.    8.     9.  10.  11.  12. 13.  14.   15.   16.  17. 
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11. Renewal Continuing Education 

This screen is used to track continuing education taken by a licensee during each education period.  

Typically the data is imported through the Reports menu but data can be manually entered. If 

manually entered, the course/activity must be selected from a list of approved courses by the 

accredited provider.    This screen will display an error message for duplicate courses taken and not 

allowed.  The screen also calculates course hours and displays them on the licensee screen.  Once 

the licensee has met the requirement, it also displays con ed met dat on the licensee screen or if not 

met, it will display the counted hours.   

 
 

 

 

 

 

 

 

 

 

 

 

         1.     2.   3.              4.                  5.     6.    7.    8.     9.  10.  11.  12. 13.  14.   15.   16.  17. 
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12. License History Information 

a. License History 

This screen will track the computer generated actions only.    

 

 

 
 

b. Broker History 

This screen tracks which broker the licensee has been associated with and the 

corresponding dates.  

 
 

 

 

 

 

 

 

 

         1.     2.   3.              4.                  5.     6.    7.    8.     9.  10.  11.  12. 13.  14.   15.   16.  17. 
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13. Branch Information 

The Branch Office Information is only accessible on designated brokers screens which have Branch 

Office licenses and only if that license is displayed on the previous screen.   

 
 

 

 

14. Partners/Officers 

This screen was to track the affiliates of entities, but has not been utilized by staff. 

 

 

 

15. Employing Broker 

This selection will display the licensees designated broker’s license screen in a separate window. 

         1.     2.   3.              4.                  5.     6.    7.    8.     9.  10.  11.  12. 13.  14.   15.   16.  17. 

         1.     2.   3.              4.                  5.     6.    7.    8.     9.  10.  11.  12. 13.  14.   15.   16.  17. 

         1.     2.   3.              4.                  5.     6.    7.    8.     9.  10.  11.  12. 13.  14.   15.   16.  17. 
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16. Mark Record to Print Pocket Card 

This screen will produce a duplicate receipt to be printed for any process. 

 
 

 

 

 

17. Mark Record to Print Wall License 

This screen will produce a duplicate receipt to be printed for any process. 

 

 

         1.     2.   3.              4.                  5.     6.    7.    8.     9.  10.  11.  12. 13.  14.   15.   16.  17. 

         1.     2.   3.              4.                  5.     6.    7.    8.     9.  10.  11.  12. 13.  14.   15.   16.  17. 
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x. AKA (Aliases) 

This screen tracks names that licensees have been known as, such as various last names, nick names, or 

business names. When a name is entered in this screen, it is also searchable on the Licensee Information 

Screen. 

 

 

 

xi.  Licensee Comments 

 You can type any comment regarding a licensee. This information is not transferred anywhere else in the 

system and shows no notification if information is entered in this screen.

 

i.      ii.    iii.    iv.              v.                  vi    vii  viii    ix      x     xi   xii    xiii   xiv   xv   xvi   xvii  xviii  xix 

i.      ii.    iii.    iv.              v.                  vi    vii  viii    ix      x     xi   xii    xiii   xiv   xv   xvi   xvii  xviii  xix 



19 
 

 

 

xii.  Licenses in Other States 

Information is manually entered into this screen.  If information is not entered in this screen for 

reciprocal applicants, the application screen will not let you select the reciprocal or no exam options.  If 

this information is not completed for reciprocals, then they must provide continuing education to our 

office or they will not be renewable.   In the certificate field, resident must be selected for the state they 

reside in. 

 

 

 

 

xiii. Broker Employees 

This will show a list of all licensees affiliated with a designated broker.  If you choose to print this screen 

from the file menu, it will produce a structured report.  You can also click on a licensee and bring up 

their licensee screen. 

 

 

 

i.      ii.    iii.    iv.              v.                  vi    vii  viii    ix      x     xi   xii    xiii   xiv   xv   xvi   xvii  xviii  xix 

i.      ii.    iii.    iv.              v.                  vi    vii  viii    ix      x     xi   xii    xiii   xiv   xv   xvi   xvii  xviii  xix 
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xiv. Self-Report Information 

This screen will provide staff to log criminal information that was reported from a licensee.   

 

 

 

xv.  Public Complaint Information 

If this information has had a complaint filed against them since implantation of the database, the 

complaint information will be displayed and also show an icon on the licensees Licensee Information 

screen so that it is visible that information is available by clicking on this icon.   

 
 

 

 

 

 

 

 

 

i.      ii.    iii.    iv.              v.                  vi    vii  viii    ix      x     xi   xii    xiii   xiv   xv   xvi   xvii  xviii  xix 

i.      ii.    iii.    iv.              v.                  vi    vii  viii    ix      x     xi   xii    xiii   xiv   xv   xvi   xvii  xviii  xix 
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1. Public Complaint Action 

This information is pulled from Complaint if applicable. 

 

2. Public Complaint Code Reference 

This information is pulled from Complaint if applicable. 

 

 

 

 

xvi. E and O Insurance 

This screen shows the current errors and omissions insurance information for the licensee.  This 

information is typically imported using the Report function, however, it can be manually entered. The 

information on this screen also provides data to the Letters Selections and various Reports. 

 

 

 

i.      ii.    iii.    iv.              v.                  vi    vii  viii    ix      x     xi   xii    xiii   xiv   xv   xvi   xvii  xviii  xix 
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xvii.  Designated Broker Information 

When this icon is selected from the Licensee Information screen, it will bring up the designated brokers 

licensee information screen in a separate window as shown below. 

 

 

 

 

 

i.      ii.    iii.    iv.              v.                  vi    vii  viii    ix      x     xi   xii    xiii   xiv   xv   xvi   xvii  xviii  xix 
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xviii. Labels 

 When the label icon is selected, it will print a label or envelope for this licensee. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

i.      ii.    iii.    iv.              v.                  vi    vii  viii    ix      x     xi   xii    xiii   xiv   xv   xvi   xvii  xviii  xix 
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xix  Save-As 

 The fields below can be queried from the licensee window and saved as a file, such as excel.   

 

 

 

i.      ii.    iii.    iv.              v.                  vi    vii  viii    ix      x     xi   xii    xiii   xiv   xv   xvi   xvii  xviii  xix 
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2. Issue New Licenses 

 

When new licenses are issued, the task is completed in this screen.  Once the approval date is entered and saved, this will 

generate a wall license, a pocket/receipt card and also updates the licensees screen with dates. 

 

3. Trust Accounts 

 

The Trust Account screen is used to query and enter any information for a licensee, county, account number etc. 

 

            2 

                  3 



26 
 

4. Renewal Entry 

 

The following Renewal Entry screens are typically imported through the Reports menu but can be entered manually.  The 

information entered will transfer to the Licensee and License Information screens, the Deposit and License Fees History screens, 

Continuing Education screens and corresponding reports.   

   

 

 

                        4 
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5. Certifications 

 

This screen should produce a certification of license history for licensees selected.  This function is currently not working 

properly in the existing database. 

  

 

 

 

 

 

                             5 
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6. Group Transfers 
 

 

When the Group Transfer icon is selected, the option to transfer many licensees from one broker to another is possible 

rather than going into each individual licensee record. The dates and broker information is updated in each licensees 

record upon saving.  The fees are also recorded in the deposit reports and the license fee history screen for each of the 

licensees. 

 

 

                                   6 
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7. Complaint Information 

 

 

Information is tracked for a complaint through the following screens.  This Main Complaint screen is used to insert a new 

complaint and also to query by certain criteria, such as Complaint number, type of complaint, or title. 

 

The Complaint Categories Information and Complaint Comments Screen are currently not utilized by staff. 
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The Complaint Respondent Information is used to enter the Respondent’s information including Name, Profession, Law 

Firm, Contact information, and complaint status. 

 

Respondent - Complaint Code Reference Information is typically not utilized. 
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Respondent – Prehearing Information is entered if a prehearing conference is scheduled.  No reporting is produced from 

this screen. 

 

Respondent Settlement Information screen is updated with the hearing information when necessary. 
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The Respondent Disciplinary Action Information is updated once the complaint had been adjudicated.  

 

The violations can be selected from a list of state laws or rules and regulations.  This information is transferred to the 

Licensee Information screen once entered. 
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Complainant Information is entered upon receipt of a new complaint. 

 

Witness Information can also be entered if necessary. 

 

Complaint Activity is entered and the information gets displayed on the complaint reports located in the Reports section. 

 



35 
 

Should there be multiple complaints filed they can be tied together using this screen.  Such as a complaint filed against a 

licensee and therefore also filed against the designated broker for failure to supervise for example. 

 

The Complaint Discipline/Action information will display the actions taken as a result of the complaint. 

 

The Complaint Investigation report is not currently utilized by Commission staff. 
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8. NE State Code 

 

The laws and rules and regulations are updated for complaint information purposes. 

 

9. Institution Information 

 

This screen is typically used to track individuals who wish or we wish to receive mailings, such as the newsletter, from the 

Commission office. 

 

                                               8  
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10. Educator Information 

 

These screens are used to track continuing education, pre license and broker approved training education providers. Each 

approved course in which a provider is approved to provide is tied into these screens.  The contact information is also provided.  

 

The education information screens are very similar to the Licensee Information screens but are not utilized in the same fashion.

 

 

                                                          10. 
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Education Providers who use multiple names in their business can be entered into the AKA screen for query purposes. 

  

The course names, the first offered date and the approval date are populated from the course information screen. 

 

Each of the Instructors have a list of courses that they are approved to offer if they are associated with a provider. 
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If they have any complaint filed against them, the information would appear on their provider screen.  
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11. Course Information 

 

Each pre-license or continuing education course, when approved, gets entered into the Course Information screen and then tied 

to an education provider record along with the first approval date and first offered date. If this is not completed properly the 

courses will not import or cannot be selected from the licensee’s education window 

 

 

 

 

 

 

 

 

 

 

 

                                                                 11. 
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12. Import Exams 

 

Using a text file, the examination results can be imported from this screen and then inserted into each applicant examination 

screen. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

                                                                      12. 



42 
 

13. Deposit Information 

 

Once the deposit is verified using the reports found in the Reports menu, this screen is saved and a document number is 

assigned by the system to identify the deposit. 

 

You can also query a deposit and review the detail information. 

 

 

 

 

                                                                             13 
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Once queried, you can review a summary of the deposit. 

 

Once a deposit is queried, you can review the payment types and the amount. 
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14. Misc Income 

 

The Miscellaneous Income screen is used to enter any payment information that is not associated with a process in the 

database.  Uses would include payments for labels, refunds, and others as necessary.  Below is an example of a fine collected for 

a complaint, but since fees are not available to be entered as part of a complaint, they are currently entered as a miscellaneous 

income. 

 

  

                                                                                   14 
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15. Specialized Registrations 

 

This screen is used to track specialized registrations such as time-shares, retirement communities, campgrounds, subdivided 

lands, exchange agents, limited liability companies, professional corporations, and background reports. The dates on this screen 

pull to a report. 

 

Anyone who is associated with the entity is listed here. 
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The specified contact screen is used if the mailings are sent to someone other than what is listed on the main screen. 

 

The Specialized Registration payments window is used to track payments for the various registrations.  This information filters 

into the deposit information reports. 

 

The additional comments screen is used to track the changes in the registration after initial licensure. 
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16. File Menu 
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17.  Utilities Menu 

 

a. Modify DDLB 

These are fields that we are allowed to change which affect the function of the database.  

i. Accounting Codes 

 
ii. Action Codes 
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iii. Alias Types 

 
iv. Application Check List 

(partial example) 

 
v. Certificate Information 
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vi. Commission Attorney 

 
vii. Complaint Activities 

(partial list) 

 
 

viii. Complaint Sources 
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ix. Complaint Status 

 
x. Continuing Education States 

(list contains all states and jurisdictions) 

 

xi. Corporation Officers 

 
xii. Course Categories 

 
xiii. Course Status 
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xiv. E and O Insurance Types 

 
xv. Education Level 

 
xvi. Education School Codes 
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xvii. Exam Location 

 
xviii. Exam Fee 

(partial list) 

 
xix. Institution Type 
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xx. Investigators 

 
xxi. Letter Signatures 

 
xxii. Letter Types 

(partial list) 
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xxiii. Level of Difficulty 

 
xxiv. License Status 

 
xxv. National Exam Minimum 
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xxvi. Payment Type 

 
xxvii. Profession Fees 

(Partial List) 

 
xxviii. Professions 

 
xxix. Rejection Reasons 

(Partial listing) 
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xxx. Related Individual Type 

 
xxxi. Renewal Type 

 
 

 

xxxii. Reprint Reasons 

 
xxxiii.  Special Registration Status 

 
 

 

 



58 
 

xxxiv. Special Registration Types 

 
xxxv. State-Provinces Codes 

A complete list of all states and jurisdictions 

xxxvi. Sub Accounting Codes 

(partial listing) 

 
xxxvii. Transfer Check List 

(partial listing) 
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xxxviii. Transfer Type 

 
xxxix. Zip Codes  

A complete list of all zip codes is entered 
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1. User maintenance 

 

2. Logon 

3. Calculate Expiration 

 

 

4. Calculate Days 

 

 

5. Update Web Data 

This screen will compile all data in the system not just updated data since last update. 

 

     
 

 

 



61 
 

6. Display Web Data 

This will show all information which is in the export files. 

 

 

(one screen for each course) 
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7. Export Web Data 

 
 

 

The following screens are the data that once saved will be the export file and sent to the web server. 
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8. Export Web Data – Special Reg. 

 

The following screen is the data that once saved will be the export file and sent to the web server. 

 

9. Import Web Data 

These are the screens are used to import the renewal data captured on our website. 
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10. Import Failed Report 

Should an import fail, a report is produced to show which record did not import. 
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18. Reports Menu 
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a. Renewal Process Reports 

 

1. Renewal Forms  

a. When each type of form is selected, printed and saved it will change the status to show 

that the licensees need to be renewed.  It then triggers reports and fills in dates 

throughout the system. 

2. Pending Renewal – this is not currently being used by staff 

3. Rejected Renewals– this is not currently being used by staff 

4. Renewal List– this is not currently being used by staff 

5. Money Received– this is not currently being used by staff 

6. Lapse Report  

a. This report shows those who have not yet renewed.  When this report is saved at the 

end of December, it changes the license status from needing to renew to lapsed. 

7. Non-renewed Report 

a. This report also shows which licensees have not yet renewed. 

8. Renewal Missing Items Warning – this is not currently being used by staff 

9. Warning Report– this is not currently being used by staff 

10. Non-Renewed Brokers w/Renewed Licensees  

a. This report is printed and used to contact those brokers and licensees listed 

11. Renewed Brokers w/Non-Renewed Licensees 

a. This report is printed out and used to contact those brokers and licensees listed. 

12. Temp Renewals Report – this is not currently being used by staff 
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b. Initial Licensure Reports 
 

 

1. Print Certificates 

a. This screen allows you to view and print the wall licensees waiting to be printed 

2. Certificates Printed 

a. This screen shows which wall licenses have been printed 

3. Certificate Printed Labels 

a. This will print a label/envelope for the person listed on the license 

4. Wall Certificate Print Reasons 

a. This will produce a report of the wall licenses printed for a certain date range. 

5. New Issuance/Active Salesperson/Associate Broker Letter 

a. A letter is produced for each new licensee. 

6. New Issuance/Active Self Employed Broker 

a. A letter is produced for each new licensee 

7. New Issuance/Inactive 

a. A letter is produced for each new licensee. 

8. Non-Resident Education – this is not currently being used by staff 
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c. Complaint System Reports 
 

 

Each of these reports are produced from the information entered into the Complaint system. 

1. New Complaints 

2. Pending Complaints 

3. Outstanding Complaints 

4. Outstanding Complains – No Numbers 

5. Complaints Flowsheet 

6. Scheduled Pre-Hearings 

7. Scheduled Settlement Hearings 

8. Complaint Activity 

9. Complaint Summary 

10. Closed Complaints 

11. Disciplinary Actions 

12. Current Disciplinary Orders 

13. Need Additional Education 

14. Case History 

15. CD/License Match 
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d. Education Reports 
 

 

These reports are generated from the information entered in either a licensee, provider, instructor, or course screen.  

1. Instructor Approvals 

2. Approved Course Listing 

3. Course Number List 

4. Rejected Course Listing 

5. Education Selection 

6. Con Ed History Report 

7. Courses by Provider 

8. Providers by Course 

9. Provider/Courses by Approval Date 

10. Provider/Courses by Instructor 

11. Import CE File 

12. CE File Not Imported 

13. Licensees Needing Con Ed 

14. Licensees Needing Con Ed Labels 
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e. Deposit Reports 
 

 

1. General Document 

2. Deposit Summary 

3. Account Transactions 

4. Unposted Transactions 

5. Unposted Miscellaneous Income 
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f. Transfer Reports 
 

 

1. Overdue Transfers – not currently being used by Commission Staff. 
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g. Trust Accounting Reports 

 

 
The reports are generated based on information entered in the licensee screens.  The trust account examiners utilize these 

reports for mailing materials to brokers as well as traveling to the various counties to conduct audits. 

1. Trust Accounting in County/Zip Order 

2. Trust Account Labels in County/Zip Order 

3. Trust Account Selection 

4. Trust Account Selection Labels 

5. Exam-By-Mail Letter 
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h. Examinations 

 

 

 

1. Practitioner Exam Results – not currently utilized by Commission staff 

2. Practitioner Exam Roster – not currently utilized by Commission staff 

3. Approval to Sit Letter  

a. A letter is generated when an applicant’s screen is changed to approved to sit for examination 
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i. E & O Insurance 
 

 

1. E&O Expiration Report  

a. This report pulls from the licensees e&o screen.   

2. E&O Seven Day Call List 

a. This report pulls from the licensees e&o screen. By law we have to send a notice to licensees who’s e&o 

will expire within 7 days from inactivating their license. 

3. Import E&O File 

a. Text files are sent from e&o providers and imported into licensees files. 

4. Expired E&O with No Employees 

a. A report is generated for licensees that have expired e&o insurance. 

5. Expired E&O with Employees 

a. A report is generated for brokers who have expired e&o insurance and have affiliated licensees. 

6. Employee List – Expired E&O 

a. This report is generated for designated brokers with affiliated licensees  who’s e&o has expired. 

7. Employee List – Expired EO – EOY 

a. This report is generated at the end of the year for designated brokers with affiliated licensees that have 

expired e&o insurance. 

8. EO Insurance File Not Imported 

a. A report is generated if the import file has failed to import. 

j. Ended Process Report 
This report is not currently being used by Commission Staff 

 



78 
 

k. Print Pocket Cards 

 

 
1. Newly Licensed – used to print receipts for new licensees 

2. Duplicates/Re-Issues– used to print duplicate receipts  

3. Renewals - – used to print receipts for those who have renewed 

4. Pocket Cards Waiting to Print – a report of receipts which have not yet been printed 

5. Reasons Printed Detail – a report of the detail receipts printed 

6. Reasons Printed Summary – a report summarizing the printed receipts 

7. Pocket Card Date Range Report  - a report by date of receipts printed 

8. Second Request Letter – this is not being used by Commission Staff 

9. Third Request Letter– this is not being used by Commission Staff 

10. Fourth Request Letter– this is not being used by Commission Staff 
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l. Letters 
 

 

1. Application Letter 

a. Application Missing Items – Pre-Exam – generated from the Application Checklist screen when pending 

missing items is selected 

b. Application Mission Items – Pre-License – generated from the Application Checklist screen  when 

pending missing items is selected 
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2. Individual Transfer Letters 

a. Transfer to Inactive – letter is generated from licensee transfer screen when approved 

b. Completed Broker Transfer – letter is generated from licensee transfer screen when approved 

c. Request for Missing Items – letter is generated from licensee transfer screen when changed to pending 

missing items 

d. Returning Items Rejected – letter is generated from licensee transfer screen when changed to rejected 

e. Resident Closed Trust Account – not used by Commission staff 

f. Non-Resident Closed Trust Account – not used by Commission staff 

g. Self Employed Broker Completed Transfer – letter is generated from licensee transfer screen when 

approved. 
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3. Group Transfer 

a. Completed Transfer – a letter is generated from the Group Transfer screen when approved 

b. Request for Missing Items – a letter is generated from the Group Transfer screen when the status of 

pending missing items is selected. 

c. Returning Items Requested – a letter is generated from the Group Transfer screen when the status is 

changed to rejected. 

4. Business Name Change 

a. Generated from the License Information Screen when information is changed and saved 

5. Business Address Change 

a. Generated from the Licensee Information Screen when information is changed and saved 

6. Licensee Name Change 

a. Generated from the Licensee Information Screen when the name is changed and saved 

7. Renewed Broker w/Non-Renewed Licensees 

a. Generated for a designated broker at the end of the year when affiliated licensees did not renew 
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8. Letter Selection 

a. Complaint Process 

1.  Various letters are generated throughout the complaint process 

                    

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



83 
 

 

 

 

b. E&O Insurance Process 

1. Various letters are generated throughout the insurance process 

 

 

 

m. Practitioner Cross Index 
Not currently used by Commission Staff 
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n. Practitioner List by City 
Not currently used by Commission staff 

 
 

o. Practitioner Newly Licensed 
This report is generated to show all those who were licensed within a date range. 
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p. Practitioner Labels 
1. Will generate labels based on selected criteria. – not currently used by staff due to incorrect education 

requirement 

 

  

q. Practitioner with No CE 
1. Labels are produced for licensees that have not met their education requirement 

 
 

r. Practitioner for Labels Export 
1. This will produce labels for mailings based on the criteria selected. 
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s. Institution Labels 
1. This will produce labels for mailings for those who are listed in the institution section. 

 

 
 

t. Practitioner in Name Sequence 
1. A report is generated based on the criteria selected. 

 
 

u. Nebraska Mailings 
1. A report is generated for any licensee without a “reciprocal” license.   

 



87 
 

 

v. Mailings in Zip Code Order 
1. A report is generated based of the “Contact Address” located on the licensee screen and the criteria selected. 

 

w. Brokers with Employees 
1. A report is generated based on the criteria selected and the affiliated licensee in the designated broker’s license 

screen. 
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x. Brokers DBA in Name Sequence 
A report is generated based on the information entered on a designated brokers license information screen 

 
 
 
 
 

y. Associated Broker List 
1. A report is generated for those who have a broker’s license but are not the designated broker but is an affiliate 

of another broker. 
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z. Self-Employed Broker List 
1. The report pulls all of those brokers who are marked as self-employed brokers in the license information screen 

 

 

 

aa. Renewed – Inactive 
1. This report shows all licensees with a status of inactive and provides an inactive date shown on the license information 

screen.
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bb. Original Issue Date Selection 
1. Based on the criteria entered, the report will show the licensees who got licensed in that time frame, based on 

the original issue date. 

 

  
 

 

 

 

cc. Status Report by Expiration Date 
1. This report is generated at the end of the year and when saved, the licensees status changes to did not renew. 
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dd. Licensee Verification List 
1. The report is generated based on the criteria entered. 

 

 

 

 

ee. Labels for Practitioner Certifications 
1. This report is not currently functioning. 
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ff. Data Research/Vital Statistics 
This report is generated based on the date criteria entered. 

  
 

gg. Monthly Statistical Report 
1. This report is generated based on the report date entered. This report is currently only used for Licensees 

currently in system as the prior programmers did not get the rest of the data to pull correctly. 
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hh. Specialized Registrations 
1. The report is generated based on the criteria selected and the information located in the Specialized 

Registrations section. 

 

 


