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IDAHO NURSE PORTAL 

 

Step 1:  Create Account 

Requires – Internet Explorer 11 or Chrome Browser and a Unique email 
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 Select Create an Account 

 Accept Idaho Nurse Portal Terms & Conditions by selecting Continue 

 

 Complete the screens as outlined below. 

 Requires email address unique to applicant.  This should be a primary email address 

that applicant checks on a regular basis.  The create account process sends a 

verification email to the applicant with a create account link that remains active for 24 

hours.  The applicant must click on the link within the email to continue the application 

process.  If the applicant does not click on the link within 24 hours, the application and 

create account process will need to be restarted.  If you do not receive the create 

account email, check your spam mail.  Note:  Resend Verification Email link on the 

Nurse Portal.  The subject of the email is:  Please Register your Idaho Nurse Portal 

Account. 
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 Create account confirmation 

 

Step 2:  Apply for License 

 

 Select Apply for License in top right corner 

 Select license type 
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 Complete application fields as directed 

 

 Military Status selections are: None, Active Duty, Non-Active Duty, Retired 

 

 

 

 

 

 

 

 

 

 



  Revised 2/12/2016 

 If Active Duty, Non-Active Duty, or Retired are selected, the following additional 

information is required: 

 

 Select Next to proceed 

 Read the full Instructions to Apply for Licensure for valuable information on the 

application process and supporting documents required.  Confirm you have selected the 

correct license type (included in Instructions title) 
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 Select Next at the bottom of the Instructions 
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 The following screen allows you to confirm the license type application you are 

completing.  If the license type is not correct, select Cancel and return to the license type 

screen to change your selection. 

 This screen also allows you to indicate if you are requesting a Temporary Graduate 

Permit at an additional $25.00.  Select the checkbox if you are applying for a Temporary 

Graduate Permit along with your license application. 

 Note the menu bar across the top of the screen and along the left side of the screen.  

These assist you in knowing the path to your license application and what step in the 

process you are on. 
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 The General Information section captures Identifying Information.  Some of the 

requested information is used for workforce data and does not determine your eligibility 

for licensure.  The information used for workforce data is not associated to individuals. 

 Note:  Your full legal name is required.  If you have changed your name since graduating 

from school, a copy of a legal document (marriage certificate, divorce degree, legal 

change of name document) is required.  The legal document can be uploaded by 

selecting Request Name Change. 

 If you have Other Names Used, please select the link and complete the requested 

information. 
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 When entering Contact Information, you can enter multiple addresses, i.e. mailing vs PO 

Box.  If you are entering only one primary address, select the checkbox This is my 

mailing address.  This will be the address the Board of Nursing uses to contact you by 

mail.  If you need to enter multiple addresses, deselect the checkbox This is my mailing 

address. 

 You must declare your primary state of residence 
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 Enter Education History – Education Attainment – qualified you for your first US nursing 

license.  LPN or RN Education – additional information on what qualified you for your 

first US nursing license. 

 

 The goal is to provide all education information attained.  If you have additional Nursing 

Education, you can add that information by selecting the +Add Nursing Education to 

open additional education fields. 
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 Enter NCLEX Information 
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 Enter Employment History 

 

 Complete Application History 
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 Complete Eligibility Questions – all eligibility questions are required. 

 



  Revised 2/12/2016 

 

 

 

 

 

 

 



  Revised 2/12/2016 

 Preview & Submission – Preview all information entered.  If you need to edit any 

information, you can do so by selecting the Edit button next to the item in the application.  

Ensure all information is correct. 

 

 Attestation – you must select the checkbox next to the attestation on the Preview & 

Submission step. 
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 Once you have reviewed the Preview & Submission of your application and selected the 

attestation checkbox, you are ready to Make Payment.  Review the Application Fee 

(fees are calculated based on license application type by the system), select Make 

Payment 
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 Complete the secure payment processing information 
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 Enter Credit Card information – select Next 

 Confirm Credit Card information – select Submit Payment 

 

 

 Do not hit back button or close your web browser.  You will be returned to your 

application and receive the following confirmation once your payment is successfully 

processed.  Note:  The confirmation Receipt can be printed from this screen.  Select 

Printer Friendly Version to print. 
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 From the above screen you can Return to the Nurse Portal Dashboard or Sign Out. 

 

 

 Recommend Return to the Nurse Portal Dashboard and confirm application was 

submitted successfully by checking Status is “Processing”.  The payment receipt can 

also be printed from the dashboard by clicking on the confirmation number link. 

 

 Applications can take up to 10 weeks to issue.  Temporary licenses with a complete 

application packet (online submission plus supporting forms) can take up to 30 days. 

 Contact the Board office at:  info@ibn.idaho.gov with any questions. 
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