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1. Logging in and Portal Set Up 

1.1 Logging in 

 

1. 1. When a user logs in for the first time, they will be taken directly to their OMMA 
MedPortal dashboard if the information provided in the current system is correct 
and verifiable by OMMA. If the information isn’t able to be verified, the user will be 
taken to the OMMA Licensing Portal Claim page. Then, the user will select the 
appropriate option. 

 

2. If selected with the first option, “Yes, I have an active or past license, or I have 
submitted an application,” then the user will be directed to the next page to select 
the license or application type.  

 

3. If the user selects the second option, “Yes, I have been granted access to the 
business account as a third-party consultant, employee or lawyer,” the user will be 
directed to a page to input their first and last name and email. 



 

5 
Oklahoma.gov/OMMA | PO BOX 262266, Oklahoma City, OK 73126-1166 | Call Center: (405)-522-6662 

 

 

 

4. If the user selects Patient or Caregiver License, the user will need to input their date 
of birth and OMMA License or OMMA Application ID. The right side of the page will 
display instructions and a disclaimer. 

 

5. If the user selects Business, the user will need to input their date of birth and OMMA 
License/Credential Number or OMMA Application ID. The right side of the page will 
display instructions and a disclaimer. 

 

6. If the user selects Employee Credential, the user will need to input their date of birth 
and OMMA License/Credential Number or OMMA Application ID. The right side of 
the page will display instructions and a disclaimer. 
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7. If the user fails to input the correct information three times, the user will be 
presented with the option to select “I do not have access to some of this 
information.” Once selected, the user will have a box to input the security code and 
verify. 

 

8. Once verified, the user will be directed to the main portal selection page. 
9. If the user selects the third option, “No, I have never held a license or submitted an 

application with OMMA or been granted access as a third-party consultant or 
lawyer,” the user will be directed to the main portal selection page. 
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1.2 Portal Set up and Views 
1. When the user logs in for the first time, they are directed to the portal selection page, 

where they can choose the appropriate portal to access. 
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2. Individual License Application and Service Requests 

2.1 Patient – Adult License Application (2 year or 60-day 
Temporary License) 
To apply for a license: 

1. Select the Patient Portal  

 
2. Click the “Applications” Tab. 
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3. Click the “Apply Now” Button. You will now begin applying for your 
choice of license. 

 

 

 

4. Answer each of the three questions below. Note: if you complete application 
for a minor you would select legal guardian. 
a. Select “Yes” or “No” based on your age. Different sets of questions 

will appear based on your answer and provide you with a choice of 
which type of applications you are eligible to apply for. 

b. Select the application you would like to apply for and click the 
“Apply” button. 
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5. There will be a guided step-by-step process for your application on the 
right side of the screen.  
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6. Enter your personal information. The greyed fields are not editable and 
are based on your personal login. 

 
 

7. Enter your physical address. 

 

Please note that only Oklahoma addresses are accepted for Adult and Minor 
2 year and temporary licenses. 
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8. Enter your mailing address. If your home address and mailing address 
are the same, select the box that says, “Mailing address is the same as 
Physical address.” 

 

 

9. Enter your Contact information.  
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10. Next, you are required to upload valid Proof of Identity. There are 
instructions for valid forms of identification. The screen displays 
document type drop down for you to select along with entering the ID 
Document number and expiration date. You are required to upload the 
front and back (if applicable) of the document. Once completed press 
the “Save & Continue” Button. 
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Proof of Oklahoma Residence: 

11. Next, you are required to upload valid Proof of Oklahoma Residency. 
You will not be required to complete the Proof of Residency if you 
uploaded the OK Driver License or ID card that was issued more than 2 
years ago. The screen displays every option of valid documentation that 
can be uploaded. 

 

 

12. Complete the questions in this section, then press the “Save & 
Continue” Button. 
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13. Next, you are required to upload a picture of yourself for your medical 
marijuana card. The screen displays every option of valid 
documentation that can be uploaded. 
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14. Choose a photo to upload. The photo will fill the frame, and you will be 
able to adjust in the frame based on instructions above. 

 
15. Adjust your photo as necessary and click the “Save Image” button. 
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16. Be sure that your photo complies with the requirements and check the 
following boxes. 

 

17. If you are required to wear a hat/head covering for medical or religious 
reasons, you must upload documentation for proof. 

 

18. Once completed, select the box to agree that you have complied with 
the photo requirements. Then select the “Save & Continue” button. 
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19. Enter your current medical condition. This is an optional field. 

 

20. Select “Yes” or “No” depending on whether your physician has given 
you a certification of the necessity of a caregiver? 

21.  
a. If you selected “Yes,” an additional question would appear. Now, 

select if you intend to use a caregiver. If you select “Yes” on this 
question as well, enter the information of the caregiver you intend to 
use. 

 

 

b. If you selected “No,” move on to the next question. 
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22. Enter your Physician’s information. Make sure you enter Physician’s 
information on this page and not your own. 
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23. Next, you must upload a completed and signed physician 
recommendation form with the correct requirements. Note: The physician 
recommendation form must have been signed within the last 30 days from 
application submission date. 

 

24. Once completed, select the “Save & Continue” button.  
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25. Select “Yes” or “No” based on if you enrolled in Medicaid, Medicare, or 
have valid 100% Disabled Veterans status. 

 

a. If you selected “Yes” please provide which program you are in and 
your documentation. Check the box to agree that you have 
provided valid documentation. 
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b. If you select “No,” move on. 
26. Once completed, select the “Save & Continue” button. 
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Attestations: 

27. Select all the boxes and ensure that you have filled out the form 
completely and correctly. 

28. Provide a signature. Note: It must match the signature you logged in to the 
portal with. The date will be generated by the system. When completed, 
select the “Save & Continue” button. 
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29. You will have an opportunity to review and edit your application. Prior to 
clicking on “Next” you can download your application. 
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30. View your payment breakdown or fee breakdown. Also, select “Process 
Payment”.

 
31.  The page then will direct you to the NIC payment page. Select your 

form of payment and then enter your card details if applicable. 
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32. Fill out Customer Information and click Next.  

 

 

33. Fill out Payment Information and click Next. 
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34. Once Customer Information and Payment Information are filled out, 
click Submit Payment. 

 

35. The page will show a pop-up message to review and confirm the 
payment- click OK.   
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36. Once the payment is processed, your screen will display a confirmation 
message letting you know that your application has been submitted. 

 

 

37. You will receive two emails that your application has been submitted 
and receipt for your payment. 

a. Application submission email. 
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b. Receipt for payment email. 
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Viewing Submitted Application Details 
To view application details, 

1. Click the “Applications” Tab. 

 

2. Select the Application you would like to view by clicking on the 
individual application number.  

 

3. Application details should be visible on this page. 
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Post-Approval Verification 

After approval, check that the License Number is a 12-character value by 
scrolling to the application and confirming its generation. 

 

 

 

 

 

 

 

 

 



 

33 
Oklahoma.gov/OMMA | PO BOX 262266, Oklahoma City, OK 73126-1166 | Call Center: (405)-522-6662 

 

Application Rejection-Proof of Identity Expired 
1. If your application is rejected, you will be notified on your portal that 

you have missing information that needs to be submitted to OMMA on 
home page “Action Needed.” In this example the Driver’s License was 
expired.  

 

2. Click on Jump to section under “Missing Documentation” and you will 
be provided with details you need to submit within 30 days, or your 
application will be cancelled. 
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3. Once you upload the required document you will get a message letting 
you know you have successfully uploaded the document. 

 
 

4. If the document meets OMMA’s requirement your status will change to 
approved and you will receive an email. Confirm your expiration is 2 
years from today. 
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Application Rejection-Medicaid/Medicare & Disabled Veteran 
Status information is inaccurate. Request applicant to pay the 
remaining $80 application fee. 

1. An email is sent to applicants informing them that their application has 
been rejected and further action is required. 

 
2. On the patient portal homepage, the applicant will see an Action 

Needed section prompting payment of the $80.00 fee. 
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3. Select "Complete Payment" to proceed with the payment process. On 
the following screen, the user must choose "No," as application has 
been rejected due to documents not meeting the requirements for the 
discounted amount. The remaining balance of $80.00 must be paid. 

 

4. You will complete attestation and sign application. 
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5. Applicant will process payment for the remaining $80. 

 

 

6. Once paid and processed the applicant will get a payment successful 
message and a receipt will be sent to your email. 

 

a. The system will email the applicant about payment. 
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2.2 Patient – Adult License Application (Out of State) 
To apply for a license, 

1. Click the “Applications” Tab. 

 

• Click the “Apply Now” Button. You will now begin applying for your 
choice of license. 

 

 

 

 

2. Answer each of the three questions below. Note: if you complete application 
for a minor you would select legal guardian. 
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3. Select “Yes” or “No” based on your age. Different sets of questions will 
appear based on your answer and provide you with a choice of which type 
of applications you are eligible to apply for. 

 

 

 

4. There will be a guided step-by-step process for your application on the left 
side of the screen. 
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5. Enter your personal information. The greyed fields are not editable and 
are based on your Single Sign On login. 

 
 

6. Enter your physical address. 

 

 

 

 

 

 



 

42 
Oklahoma.gov/OMMA | PO BOX 262266, Oklahoma City, OK 73126-1166 | Call Center: (405)-522-6662 

 

7. Enter your mailing address. If your home address and mailing address are 
the same, select the box that says, “Mailing address is the same as 
Physical address.” 

 

 

8. Enter your contact information. Select “Save & Continue.” 
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9. Next, you are required to upload valid Proof of Identity. There are 
instructions for valid forms of identification. The screen displays 
document type drop down for you to select along with entering the ID 
Document number and expiration date. You are required to upload the 
front and back of the document. Once completed press the “Save & 
Continue” Button. 
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10. Next, you are required to upload a picture of yourself for your medical 
marijuana card. The screen displays every option of valid documentation 
that can be uploaded. 
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11. Choose a photo to upload. The photo will fill the frame, and you will be 
able to adjust in the frame based on instructions above. 

 
12. Adjust your photo is necessary and click the “Save Image” button. 
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13. Be sure that your photo complies with the requirements and check the 
following boxes. 

 

14. If you are required to wear a hat/head covering for medical or religious 
reasons, you must upload documentation for proof. 

 

15. Once completed, select the box to agree that you have complied with the 
photo requirements. Then select the “Save & Continue” button. 
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16. Complete Out of State License requirements. 

 

Attestations: 

17. Select all the boxes and ensure that you have filled out the form 
completely and correctly. 

18. Provide a signature. Note: it must match the signature you logged in to portal 
with. The date with be generated by the system. When completed, select 
the “Save & Continue” button. 
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19. You will have an opportunity to review and edit your application. Prior to 
clicking on “Next” you can download your application. 
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20. View your price breakdown and then select the “Save & Continue” Button. 

 

21. The page then will direct you to the NIC payment page. Select your form 
of payment and then enter your card details if applicable. 
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22. Fill out Customer Information and click ‘Next.’ 
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23. Fill out Payment Information and click ‘Next.’ 

 

 

 

 

 

 

 

 

 

 

 

 



 

53 
Oklahoma.gov/OMMA | PO BOX 262266, Oklahoma City, OK 73126-1166 | Call Center: (405)-522-6662 

 

24. The page will show a pop-up message to review and confirm the 
payment.  

 

 

25. Once the payment is processed, your screen will display a confirmation 
message letting you know that your application has been submitted. You 
will also receive two emails, one that your application has been submitted 
and the second email is receipt of payment 
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2.3 Applying for a Minor Patient License (2 year and 60-day 
Temporary) 
Minor:  

1. Answer each of the three questions below.  

2. Select “Yes” or “No” based on minor’s age. Different sets of questions 
will appear based on your answer. Select the application you would like 
to apply for. 

 

3. Enter your personal information of the minor.  
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4. Enter your physical address of the minor. (Please note that only 
Oklahoma addresses are accepted)  

 
5. Enter minor’s mailing address. If minor home address and mailing 

address are the same, select the box that says, “Mailing address is the 
same as Physical address.”  
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6. Enter Minor Contact information. Once completed, press the “Save & 
Continue” button. Also, at the bottom left side you have the option to 
“Save for later” and return to complete your application.

 
7. Enter Minor’s Proof of Identity. This screen provides you with 

instructions on valid forms of Identification that can be uploaded. Once 
completed, press the “Save & Continue” button. 
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8. Next, you are required to upload a picture of yourself for your medical 
marijuana card. The screen displays requirements for photo upload. 
Important: Please follow these instructions.  
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10. Choose a photo to upload.  
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9. When you upload your photo, it will show within the frame. Adjust your 
photo if necessary and click the “Save Image” button.  

 
 

10. Be sure that your photo complies with the requirements and check the 
following boxes.  

 
11. If you are required to wear a hat/head covering for medical or religious 

reasons, you must upload documentation for proof. Once completed, 
select the box to agree that you have completed the photo 
requirements and select the “Save & Continue” button. 
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12. Enter current medical conditions.  
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13. Select “Yes” or “No” depending on whether your physician has given 
you the certification of necessity for a caregiver? If you selected “Yes,” 
an additional question would appear. Now, select if you intend to use a 
caregiver. If you select “Yes” on this question as well, enter the 
information of the caregiver you intend to use. If you select “No,” move 
on to the next question. 
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14. Enter Minor’s Physician’s information. 

 

 

 
15.  Next, you must upload a completed and signed physician 

recommendation form with the correct requirements. Once completed, 
select the “Save & Continue” button. 
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16. Minor Patient is required to enter a second Physician Recommendation 
form. You will enter information for the secondary physician 
recommendation. Enter your current medical condition (optional field) 
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17. Select “Yes” or “No” depending on whether your physician has given 
you a certification of the necessity of a caregiver. If you selected “Yes,” 
an additional question would appear. Now, select if you intend to use a 
caregiver. If you select “Yes” on this question as well, enter the 
information of the caregiver you intend to use. If you selected “No,” 
move on to the next question. 

 

 
18. Enter your Physician’s information.  
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19. Next, you must upload a completed and signed physician 
recommendation form with the correct requirements. Once completed, 
select the “Save & Continue” button. 
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20. Select “Yes” or “No” based on if you enrolled in Medicaid, Medicare, or 
have valid 100% Disabled Veterans status. If you selected “Yes” please 
provide which program you are in and your documentation. Check the 
box to agree that you have provided valid documentation. If you select 
“No,” move on.  
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21. Enter the patient’s parental/legal guardian’s personal information.  
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22. Next, the parent/legal guardian is required to upload valid Proof of 
Identity. The screen displays valid identification that can be 
uploaded. Once completed, select “Save & Continue” button. 
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23.  Next, the parent/legal guardian is required to upload a picture of 
themselves for the medical marijuana card. The screen displays every 
option of valid documentation that can be uploaded.  
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24.  Choose a photo to upload. 
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25.  When you upload your photo, it will show within the frame. Adjust your 
photo if necessary and click the “Save Image” button.  

 

26.  Be sure that your photo complies with the requirements and check the 
following boxes. 
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27. If you are required to wear a hat/head covering for medical or religious 
reasons, you must upload documentation for proof. Once completed, 
select the box to agree that you have complied with the photo 
requirements. Then select the “Save & Continue” button.  
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 Attestations: 

28. Select all the boxes and ensure that you have filled out the form 
completely and correctly. 

29. Provide a signature. Note: it must match the signature you logged in to the 
portal with. The date with be generated by the system. When completed, 
select the “Save & Continue” Button. 
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30. You will have an opportunity to review and edit your application. Prior to 
clicking on “Next” you can download your application. 
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31.  View your price breakdown and then select the “Save & Continue” 
Button. 
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32.  The page then will direct you to the NIC payment page. Select your 
form of payment and then enter your card details if applicable. 

 

33. Fill out Customer Information and click ‘Next.’  
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34. Fill out Payment Information and click ‘Next.’ 
 

 

35. Once Customer Information and Payment Information are filled out, 
click on ‘Submit Payment.’  
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36. The page will show a pop-up message to review and confirm the 
payment.  
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37. You will receive a “Payment Successful” message. 

 
 

38. You will receive two emails that your application has been submitted 
and receipt for your payment. 

a. Application submission email. 
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b. Receipt for Application fee paid. 

 

39. Application will show in submitted status. You will be able to view 
updates on your portal under applications. 
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2.4 Applying for a Minor Patient Out of State Temporary License 
Follow these steps to apply for a Minor Patient Out of State Temporary license 
through Patient Portal: 

1. Access the Patient Portal 

1. Go to the Patient Portal. 
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2. Apply for a License. 

 

3.  License Eligibility and Selection 

• Answer the License Eligibility Criteria as prompted. 

• Select Minor Patient – Temporary License (Out of State) 

• Click on “Apply” button. 
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4. Complete Required Sections 

 

5.  Personal Information 

• Enter your personal details as requested for the Minor. 
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6. Enter Minor’s Proof of Identity. This screen provides you with 
instructions on valid forms of Identification that can be uploaded. There 
will also be a drop down shown on acceptable documents for Minor 
Identity.  
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7. Once completed, select “Save & Continue”. 
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8. Next, you are required to upload a picture of yourself for your medical 
marijuana card. The screen displays requirements for photo upload. 
Important: Please follow these instructions.  
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9. When you upload your photo, it will show within the frame. Adjust your 
photo if necessary and click the “Save Image” button.  
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10. Be sure that your photo complies with the requirements and check the 

following boxes.  

 
11. If you are required to wear a hat/head covering for medical or religious 

reasons, you must upload documentation for proof. Once completed, 
select the box to agree that you have completed the photo 
requirements and select the “Save & Continue” button. 
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12.  Complete Out of State License information. 
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13. Next, you will complete parent or legal guardian section. This has 
grayed out section with name as the logged in user. Upload proof of 
guardianship. Once completed select “Save & Continue”. 
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14. Complete Parent/Guardian Proof of Identity. 
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15. Complete attestation and signature of Parent/Guardian (logged in user) 

 

16.  Review application and make edits if necessary. 
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17. Process Payment. 

 

18. The page then will direct you to the NIC payment page. Select your 
form of payment and then enter your card details if applicable. 
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19. Fill out Payment Information and click ‘Next.’ 
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20. Once Customer Information and Payment Information are filled out, 
click on ‘Submit Payment.’  
 

 

21. The page will show a pop-up message to review and confirm the 
payment.  
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22. You will receive successful confirmation that payment has been 
received. 

 

23. You will also receive two emails regarding your application has been 
submitted and receipt of payment. 
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2.5 Applying for a Caregiver License 
Follow these steps to apply for a Caregiver license through Patient Portal: 

1. Access the Patient Portal 

24. Go to the Patient Portal. 

 

 

 

 

 

 

 

1. Click Apply for a License. 
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2. License Eligibility and Selection 

• Answer the License Eligibility Criteria as prompted. 

• Select Caregiver License. 

• Click Apply. 

 

3. Complete Required Sections 

a. Personal Information 

25. Enter your personal details as requested. 
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b. Caregiver Patient Information 

• Enter the exact patient license number for the individual you 
wish to become a caregiver for. 

• Enter the patient’s license expiration date. 

• Click Validate.  
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o The system will display the patient’s name for your reference. 

 

o Next, upload required documents and click “Save & Continue”.  

c. Proof of Identity 

• Choose your form of identification.  

o Note: If you select anything other than an Oklahoma 
Driver’s License or Oklahoma Identification ID card, you 
must also provide Proof of Residency. 
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d. Proof of Oklahoma Residency 

• Complete this section if required (see above). 
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e. Digital Photo 

• Upload a recent digital photo as instructed. 
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f. Attestation 

• Enter your name exactly as it appears in the Personal Information 
section.  

o Note: If the name does not match, the system will not allow 
you to proceed. 

 

4. Review and Submit 

• Click Save and Continue. 

• Review your application for accuracy. 

• Click Submit. 

o Note: There is no fee for a Caregiver application. Upon 
submission, you will receive a confirmation email. 
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• The system emails confirmation of application submission. 
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2.6 Submitting a Service Request for an Individual License 
Prerequisite 

You must have an Active License to submit a Service Request for 
Replacement of card, Surrender License and Remove Caregiver. 

Steps for Patients 

Access the Patient Portal 

1. Log in to your Patient Portal account. 

 

2. Navigate to Your License for Replacement Card, Surrender License 
and Remove Caregiver. 

1. Click on the License tab. 

2. Select the license for which you want to submit a Service Request. 
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Surrender License Service Request: 

1. Initiate a Service Request 

o Click the Service Request button. 

2. Select Request Type 

o On the next page, you will see a list of Request Types. The Service 
Request types in the drop down are the only ones available to this 
applicant. They are License Surrender, and Replacement Card. 

o Select Surrender License 

 

3. Complete Reason for Surrender from Drop Down. 
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4. Complete Attestation and submit. 

 

 

5. You will see your license status has changed to surrendered. 

 

 

6. You will get an email informing you that your Surrender request has 
been approved. 
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Replacement Card Service Request: 

1. Initiate a Service Request 

o Click the Service Request button. 

2. Select Request Type 

o On the next page, you will see a list of Request Types. The Service 
Request types in the drop down are the only ones available to this 
applicant. They are Name Change, Address Change, License 
Surrender, and Remove Caregiver, Replacement Card 

o Select Replacement Card 

 

Note: If you have recently applied for a license, the option of requesting a 
replacement license ID card will not be available. This option becomes visible 
and can be submitted only after 30 calendar days from the license issuance 
date. 
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3. Complete reason for replacement card and attestation. Once 
completed select “Submit” button. 

 

4. You will receive message that your service request has been 
successfully submitted, and a replacement card will be sent to you in 7 
to 10 days. 
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5. You will get an email that your replacement card has been approved 
and will be sent you in the next 7 to 10 days. 

 

 

Remove Caregiver Service Request: 

1. Initiate a Service Request 

o Click the License tab on Navigation bar and then click on 
License Number you want to remove caregiver from. 

 

 

2. After you click on license number you will see the detailed page of your 
license. 
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3. When you click on down arrow for “Caregiver Association” you will see 
Name of Caregiver, status, and “Remove” Button. Click on “remove” 
button. 
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4. Complete Reason for removal and attestation. Once completed, click on 
“Submit” button. 

 

 

5. You will receive message that your service request has been 
successfully submitted and approved with Service Request number. 

 

6. You will also receive an email notification letting you know your 
caregiver has been removed. 
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Navigate to Service Request Tab on your home page to make Name 
Change, Address Change or Email Change. 

 

 

1. At the Service Request page, select ‘Raise Service Request’ 
2. Select the service request type you would like to make from the drop-

down menu. 
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Address Change Service Request: 

1. Initiate a Service Request from Service Request Tab on home page. 

o Click the Raise Service Request button. 

2. On the next page, you will see a list of Request Types. The Service 
Request types in the drop down are the only ones available to this 
applicant. They are Name Change, Address Change, email change. 

• Select Address Change 

Note: If you have recently applied for a license, the option of requesting a 
replacement license ID card will not be available. This option becomes visible 
and can be submitted only after 30 calendar days from the license issuance 
date. 

 

3. Enter New Address 

1. Click Next. 

2. Enter your new address as prompted. 

3. Click Submit. 
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4. Confirmation 

1. You will see a successful message with your Service Request number, 
confirming that OMMA has received and approved your Address 
Change request. 

2. You will also receive an email with approval. 
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Name Change Service Request: 

1. Initiate a Service Request 

o Click the Service Request button. 

2. Select Request Type 

o On the next page, you will see a list of Request Types. The Service 
Request types in the drop down are the only ones available to this 
applicant. They are Name Change, Address Change, Email 
Change. 

o Select Name Change.  

 

 

3. Complete Name change information and upload supporting 
documentation for name change. There is a drop down for acceptable 
documents. 
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4. You will get confirmation that your Service Request has been received. 

 

5. You will get email confirmation when Name change has been 
approved by OMMA. 
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Change Email address Service Request: 

1. Initiate a Service Request from home page navigation bar 

o Click the Raise Service Request button. 

 

2. Select Request Type 

o On the next page, you will see a list of Request Types. The Service 
Request types in the drop down are the only ones available to this 
applicant. 

o Select Email Address Change 

 

 

3. Enter new Email Address. 

 

4. You will receive a successful message with your Service Request 
number. 
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3. Employee Credential License 

3.1 Employee Credential Application 
1. Employee will select ‘Business Employee Portal’ after logging in.   
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2. At the homepage, click on “Apply for a License”  

  

3. The Applicant will be provided with guided steps on the left side along 
with detailed instruction page.  

 

4. Next, the applicant will fill out the employee information.   
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5. Next, the applicant will select the type of identity document, enter the 
required details, and upload the corresponding identity document 
files.  

  

6. Next section is Digital Photo Requirements. You must upload a digital 
photo of the transporter agent that meets the criteria specified in this 
step and in the License Application Photo Requirements document. 
Ensure the image is saved and uploaded in accordance with these 
requirements.  
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7. Upload required document for Affidavit of Lawful presence.   
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8. Fill out background check information and upload require documents  

  

9. The final section is the attestations. If the applicant answers “no” to any 
of the questions they will not be able to proceed forward with payment 
and submission. The applicant must sign, and the date will be auto 
generated by system.  
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10. The applicant will be given an opportunity to review their application 
prior to payment to make any final changes. They can also download 
their application.  
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11. Once they click on next, the payment screen will display. The fee will be 
based on license type, plus service fee. This is integrated with the NIC 
payment system. The applicant can pay by electronic check or credit 
card. The applicant will click on process payment.  

 

12.  As an applicant, you will be directed to the NIC to make the payment. 
You will have a choice of electronic check or credit card. 
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13.  As an applicant, you will enter my information and be able to see the 
transaction summary including service fees. 
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14. As an applicant, enter credit card information and click Next. 

 
15. As an applicant, once credit card has been validated, click Submit 

Payment 

 

 

 

 



 

141 
Oklahoma.gov/OMMA | PO BOX 262266, Oklahoma City, OK 73126-1166 | Call Center: (405)-522-6662 

 

16. As an applicant, you will have an opportunity to do final review and 
confirmation of payment and then click OK.  

 

 

17.  As an applicant, once NIC process payment, you will see confirmation 
that payment has been successful. Applicant will also get an email with 
a receipt. Sometimes there is a delay, so you may need to check back 
for payment. 
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18. Once OMMA Approves my application, I will get an email letting me 
know my license has been approved. 
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3.2 Submitting a Service Request-Employee Credential 
Prerequisite 

You must have an Active License to submit a Service Request. 

Steps for Employees 

1. Access the Business Employee Portal 

2. Log in to your Employee Portal account. 
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3. Navigate to Your License 

4. Click on the License tab. 

5. Select the license for which you want to submit a Service Request. 

 

 

Surrender License Service Request: 

1. Initiate a Service Request 

o Click the Service Request button on license. 

2. Select Request Type 

o On the next page, you will see a list of Request Types. The Service 
Request types in the drop down are the only ones available to this 
applicant. They are License Surrender and Replacement Card. 
Replacement Card option will be available after 30 days from the 
issuance date.  

o Select Surrender License 
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3. Complete Reason for Surrender from Drop Down. 

 

4. Complete Attestation and submit. 

 

 

5. You will see your license status has changed to surrendered. 
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6. You will get an email informing you that your Surrender request has 
been approved. 

 

 

Replacement Card Service Request: 

1. Initiate a Service Request 

o Click the Service Request button. 

2. Select Request Type 

o On the next page, you will see a list of Request Types. The Service 
Request types in the drop down are the only ones available to this 
applicant. They are License Surrender, and Replacement Card 
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o Select Replacement Card 

 

Note: If you have recently applied for a license, the option of requesting a 
replacement license ID card will not be available. This option becomes visible 
and can be submitted only after 30 calendar days from the license issuance 
date. 

 

 

3. Complete reason for replacement card and attestation. Once 
completed select “Submit” button. 
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4. You will receive message that your service request has been 
successfully submitted and a replacement card will be sent to you in 7 
to 10 days. 

 

5. You will get an email that your replacement card has been approved 
and will be sent you in the next 7 to 10 days. 

 

 

 

 

 

 

1. Initiate a Service Request for Name Change, Address Change, and 
Email Change 

o Click the Service Request tab at top of your home page. At the Service 
Request page, select ‘Raise Service Request’ 

2. Select Request Type – Address Change 
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3. Enter New Address 

o Click Next. 

o Enter your new address as prompted. 

o Click Submit. 

 

 

 

4. Confirmation 



 

150 
Oklahoma.gov/OMMA | PO BOX 262266, Oklahoma City, OK 73126-1166 | Call Center: (405)-522-6662 

 

o You will see a successful message with your Service Request number, 
confirming that OMMA has received and approved your Address 
Change request. 

o You will also receive an email with approval. 

 

 

 

Name Change Service Request: 



 

151 
Oklahoma.gov/OMMA | PO BOX 262266, Oklahoma City, OK 73126-1166 | Call Center: (405)-522-6662 

 

6. Initiate a Service Request 

o Click the Service Request tab at top of your home page. At the 
Service Request page, select ‘Raise Service Request’ 

7. Select Request Type 

o On the next page, you will see a list of Request Types. The Service 
Request types in the drop down are the only ones available to this 
applicant. They are Name Change, Address Change and License 
Surrender.  

o Select Name Change.  

 

 

8. Complete Name change information and upload supporting 
documentation for name change. There is a drop down for acceptable 
documents. 
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9. You will get confirmation that your Service Request has been received. 

 

10. You will get email confirmation when Name change has been 
approved by OMMA. 
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Change Email address Service Request: 

5. Initiate a Service Request from home page navigation bar 

o Click the Raise Service Request button. 

 

6. Select Request Type 

o On the next page, you will see a list of Request Types. The Service 
Request types in the drop down are the only ones available to this 
applicant. 

o Select Email Address Change 

 

 

7. Enter new Email Address. 
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8. You will receive a successful message with your Service Request 
number. 
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4. Commercial Licenses 

4.1 Managing Owner – Business Registration 
1. After logging in to the portal, navigate to the main page and click on 

“Apply for a License”. 
If you do not already have an existing license, you will be automatically 
redirected to the business registration page to complete your registration 
before proceeding with the license application. 

 

 

2. Select “Register New Business”.  
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3. Select “Yes” if you are the authoring Managing Owner to move on. 

 
 

4. This page lists the responsibilities of the Managing Owner. You will then 
proceed to enter the Managing Owner’s contact information. 
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5. Once completed, select “Save & Continue” 
6. Next you will submit the information for all the Business Owners. Select 

“Add Owner” 
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Note: Information that was entered in the “Managing Owner Contact” 
section MUST be provided in the “Business Owners” section as an owner. If 
the information does not match, an error will occur. (First Name, Last Name, 
DOB, Email, SSN) 

7. Enter the percentage of the business that this Owner owns. Then enter the 
owner’s personal information. Repeat this step for all your business 
owners. 
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8. Next enter their address and contact information. If mailing address is the 
same as the physical address, select the “Mailing Address is the same as 
physical address” box. 
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9. Answer these questions based on whether this owner has ever held 
another OMMA license in the past or has an associated entity. If answering 
“No” to both, select “Save” once completed. Move on to step 15. 
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10. If you answer “Yes” to having ever held an OMMA License, click “Add 
Business License” 

 

11. Enter the name of the business that has the OMMA license and the 
License number. Complete this step for all previous licenses held. 
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12. Once completed, select “Save”. 
13. If answering “Yes” to having an associated entity, enter the entity name 

and the ownership percent. 

 

14. Once completed, select “Save”. 
15. Next, enter your business entity name and structure. 
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16. Select “Yes” or “No” based on if your business operates under a different 
trade name. 

a. If “Yes”, please enter your business trade name. 

 

b. If “No”, move on. 
17. Enter your business contact information.  
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18. Upload your “Certificate of Good Standing”. 

 

19. Once completed, select “Save & Continue”. 
20. Enter your facility information. Enter facility address as well as facility 

mailing address. If your facility mailing address is the same as your facility 
address, please select the “Facility address is the same as facility mailing 
address” button. 
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21. Once completed, select “Save & Next” 
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22. You will be directed to a confirmation page saying that your business 
registration is being reviewed by OMMA processing staff. 
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4. 2 Delegates/Admins and Granting Access 
1. To grant Managing Ownership access, select “Manage Owners and 

Delegates” tab from the navigation bar.  

 

2. Select the business for which the Managing Owner would like to edit 
ownership access. 

 

3. Under “Associated Delegates Details”, licensee can add 
Delegates/Admin Users.  
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4. Add Delegates/Admin Users pop-up screen will appear to enter in the 
details. 

 

5. The Delegate/Admin User is created, and the Managing Owner can edit 
or delete the user’s record as needed. 
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6. To grant access, select “Grant/Revoke Access”.  

 

 

7. Under the Owners/Other Users list, the Managing Owner can grant 
access to users who have already signed up. If a user has not signed up 
yet, the Managing Owner will be able to grant access once the user 
completes registration in the system. 
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8. Once registration is complete, the Managing Owner can grant access. 
Selecting “Give Access” allows delegates or owners to access the 
specific business. Choosing “Provide Managing Owner Access” transfers 
Managing Owner authority to the selected user, and the current 
Managing Owner will lose their authority.  
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4. 3 Apply for License 
1. Applicant logs into home page, clicks on “Apply for a License” 

 

2. The Applicant will select from an existing business. If they wanted to 
create a new business they would need to register the business first, by 
clicking on “Businesses” tab at top of home page. 

 

3. The Applicant will select License Type from drop down. 
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Grower License: 
1. The Applicant will be provided with guided steps on the left side along 

with detailed instruction page. 

 

2. The applicant will select Indoor or Outdoor Tier and upload their blueprint 
of facility. 
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3. Since the applicant selected an existing business information from 
business registration will be auto populated but can be edited with 
exception of legal name and business structure which is grayed out 
because it is non-editable. * Is required field that must be completed. 
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4. The location information will also be populated, but editable if location has 
changed. 

 

5. Business Owner information is populated from business registration. 
When registering the business, the applicant is required to designate the 
Managing Owner. In this example, it is a sole proprietorship so there is only 
one owner. The Business Owner information can be edited by clicking on 
the edit button. 
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6. For each owner, the applicant must upload required business owner 
documents. If the Driver License was issued more than 2 years ago, Proof 
of Residency is not required. The button will disappear if this business rule 
is met, otherwise the applicant will need to submit proof of residency 
documents as well.  
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7. The documents will need to be uploaded by clicking on upload files. You 
will see the file saved. If you click on ‘X’ you can delete and upload a 
different file. 
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8. Upload provides user with text on what remains to be uploaded – Affidavit 
of Lawful Presence with a link in blue is provided and Background check 
information and Background Attestation. 
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9. Once the uploads are completed the applicant there will be green text “All 
uploads completed.” 

 

10. The next section is the Ownership Disclosure documentation. Click on 
drop down for type of document. This is a document upload and allows 
multiple uploads, if necessary, by clicking on add. 

 

11. Completed Certificate of Occupancy is required to be uploaded. 

 

 



 

182 
Oklahoma.gov/OMMA | PO BOX 262266, Oklahoma City, OK 73126-1166 | Call Center: (405)-522-6662 

 

12. The final section is the attestations. If the applicant answers “no” to any of 
the questions they will not be able to proceed forward with payment and 
submission. The applicant must sign, and the date will be auto generated 
by system. 
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13. The applicant will be given an opportunity to review their application prior 
to payment to make any final changes. They can also download their 
application. 
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14. Once they click on next, the payment screen will display. The fee will be 
based on license type, plus service fee. This is integrated with the NIC 
payment system. The applicant can pay by electronic check or credit card. 
The applicant will click on process payment. 

 

15. The applicant will be routed to NIC for payment.  The following are screens 
they will see 
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16. The applicant will get payment successful message, and they will get a 
receipt to their email address. 
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Processor License:   
1. The Applicant will be provided with guided steps on the left side along 

with detailed instruction page. 

 

 

2. At the Processor License Category, select the category type and submit 
required documents or complete the attestation for non-hazardous. 
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3. Since the applicant selected an existing business information from 
business registration will be auto populated but can be edited with 
exception of legal name and business structure which is grayed out 
because it is non-editable. * Is required field that must be completed. 
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4. The location information will also be populated, but editable if location has 
changed. 

 

5. Business Owner information is populated from business registration. 
When registering the business, the applicant is required to designate the 
Managing Owner. 
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6. For each owner, the applicant must upload required business owner 
documents. If the Driver License was issued more than 2 years ago, Proof 
of Residency is not required. The button will disappear if this business rule 
is met, otherwise the applicant will need to submit proof of residency 
documents as well.  

 

  



 

191 
Oklahoma.gov/OMMA | PO BOX 262266, Oklahoma City, OK 73126-1166 | Call Center: (405)-522-6662 

 

7. The documents will need to be uploaded by clicking on upload files. You 
will see the file saved. If you click on ‘X’, you can delete and upload a 
different file. 
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8. Upload provides user with text on what remains to be uploaded – Affidavit 
of Lawful Presence with a link in blue is provided and Background check 
information and Background Attestation. 
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9. Once the uploads are completed the applicant there will be green text “All 
uploads completed.” 

 

10. The next section is the Ownership Disclosure documentation. Click on 
drop down for type of document. This is a document upload and allows 
multiple uploads, if necessary, by clicking on add. 
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11. Completed Certificate of Occupancy is required to be uploaded. 

 

12. The final section is the attestations. If the applicant answers “no” to any of 
the questions they will not be able to proceed forward with payment and 
submission. The applicant must sign, and the date will be auto generated 
by system. 
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13. The applicant will be given an opportunity to review their application prior 
to payment to make any final changes. They can also download their 
application. 
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14. Once they click on next, the payment screen will display. The fee will be 
based on license type, plus service fee. This is integrated with the NIC 
payment system. The applicant can pay by electronic check or credit card. 
The applicant will click on process payment. 
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Dispensary License:  
1. The Applicant will be provided with guided steps on the left side along 

with detailed instruction page. 

 

2. Since the applicant selected an existing business information from 
business registration will be auto populated but can be edited with 
exception of legal name and business structure which is grayed out 
because it is non-editable. * Is required field that must be completed. 
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3. The location information will also be populated, but editable if location has 
changed. 

 

4. Business Owner information is populated from business registration. 
When registering the business, the applicant is required to designate the 
Managing Owner. 
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5. For each owner, the applicant must upload required business owner 
documents. If the Driver License was issued more than 2 years ago, Proof 
of Residency is not required. The button will disappear if this business rule 
is met, otherwise the applicant will need to submit proof of residency 
documents as well.  
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6. The documents will need to be uploaded by clicking on upload files. You 
will see the file saved. If you click on ‘X’, you can delete and upload a 
different file. 
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7. Upload provides user with text on what remains to be uploaded – Affidavit 
of Lawful Presence with a link in blue is provided and Background check 
information and Background Attestation. 
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8. Once the uploads are completed the applicant there will be green text “All 
uploads completed.” 

 

9. The next section is the Ownership Disclosure documentation. Click on 
drop down for type of document. This is a document upload and allows 
multiple uploads, if necessary, by clicking on add. 

 

  



 

203 
Oklahoma.gov/OMMA | PO BOX 262266, Oklahoma City, OK 73126-1166 | Call Center: (405)-522-6662 

 

10. Completed Certificate of Occupancy is required to be uploaded. 

 

11. The final section is the attestations. If the applicant answers “no” to any of 
the questions they will not be able to proceed forward with payment and 
submission. The applicant must sign, and the date will be auto generated 
by system. 
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12. The applicant will be given an opportunity to review their application prior 
to payment to make any final changes. They can also download their 
application. 
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13. Once they click on next, the payment screen will display. The fee will be 
based on license type, plus service fee. This is integrated with the NIC 
payment system. The applicant can pay by electronic check or credit card. 
The applicant will click on process payment. 
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Transporter License: 
1. The Applicant will be provided with guided steps on the left side along 

with detailed instruction page. 

 

2. Since the applicant selected an existing business information from 
business registration will be auto populated but can be edited with 
exception of legal name and business structure which is grayed out 
because it is non-editable. * Is required field that must be completed. 
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3. The location information will also be populated, but editable if location has 
changed. 

 

4. Business Owner information is populated from business registration. 
When registering the business, the applicant is required to designate the 
Managing Owner. 
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5. For each owner, the applicant must upload required business owner 
documents. If the Driver License was issued more than 2 years ago, Proof 
of Residency is not required. The button will disappear if this business rule 
is met, otherwise the applicant will need to submit proof of residency 
documents as well.  
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6. The documents will need to be uploaded by clicking on upload files. You 
will see the file saved. If you click on ‘X’, you can delete and upload a 
different file. 
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7. Upload provides user with text on what remains to be uploaded – Affidavit 
of Lawful Presence with a link in blue is provided and Background check 
information and Background Attestation. 
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8. Once the uploads are completed the applicant there will be green text “All 
uploads completed.” 

 

9. The next section is the Ownership Disclosure documentation. Click on 
drop down for type of document. This is a document upload and allows 
multiple uploads, if necessary, by clicking on add. 
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10. Completed Certificate of Occupancy is required to be uploaded. 

 

11. The final section is the attestations. If the applicant answers “no” to any of 
the questions they will not be able to proceed forward with payment and 
submission. The applicant must sign, and the date will be auto generated 
by system. 
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12. The applicant will be given an opportunity to review their application prior 
to payment to make any final changes. They can also download their 
application. 
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13. Once they click on next, the payment screen will display. The fee will be 
based on license type, plus service fee. This is integrated with the NIC 
payment system. The applicant can pay by electronic check or credit card. 
The applicant will click on process payment. 
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Waste Disposal Facility:  
1. The Applicant will be provided with guided steps on the left side along 

with detailed instruction page. 

 

2. Since the applicant selected an existing business information from 
business registration will be auto populated but can be edited with 
exception of legal name and business structure which is grayed out 
because it is non-editable. * Is required field that must be completed. 
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3. The location information will also be populated, but editable if location has 
changed. 

 

4. Business Owner information is populated from business registration. 
When registering the business, the applicant is required to designate the 
Managing Owner. 
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5. For each owner, the applicant must upload required business owner 
documents. If the Driver License was issued more than 2 years ago, Proof 
of Residency is not required. The button will disappear if this business rule 
is met, otherwise the applicant will need to submit proof of residency 
documents as well.  
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6. The documents will need to be uploaded by clicking on upload files. You 
will see the file saved. If you click on ‘X’, you can delete and upload a 
different file. 
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7. Upload provides user with text on what remains to be uploaded – Affidavit 
of Lawful Presence with a link in blue is provided and Background check 
information and Background Attestation. 
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8. Once the uploads are completed the applicant there will be green text “All 
uploads completed.” 

 

9. The next section is the Waste Disposal Facility Type. Choose the type of 
waste facility and provide a permit documentation. 

 

10. Then submit required documentation for Commercial General Liability 
and Pollution Legal Liability  

 



 

221 
Oklahoma.gov/OMMA | PO BOX 262266, Oklahoma City, OK 73126-1166 | Call Center: (405)-522-6662 

 

 

11. The next section is the Ownership Disclosure documentation. Click on 
drop down for type of document. This is a document upload and allows 
multiple uploads, if necessary, by clicking on add. 

 

12. Completed Certificate of Occupancy is required to be uploaded. 
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13. The final section is the attestations. If the applicant answers “no” to any of 
the questions they will not be able to proceed forward with payment and 
submission. The applicant must sign, and the date will be auto generated 
by system. 

 

14. The applicant will be given an opportunity to review their application prior 
to payment to make any final changes. They can also download their 
application. 
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15. Once they click on next, the payment screen will display. The fee will be 
based on license type, plus service fee. This is integrated with the NIC 
payment system. The applicant can pay by electronic check or credit card. 
The applicant will click on process payment. 
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Research Facility: 
1. The Applicant will be provided with guided steps on the left side along 

with detailed instruction page.  

 

2. Since the applicant selected an existing business, information from the 
business registration will be auto populated but can be edited with the 
exception of legal name and business structure which is grayed out 
because it is non-editable. * Is required field that must be completed. 
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3. The location information will also be populated, but editable if location has 
changed. 

 

4. Business Owner information is populated from business registration. 
When registering the business, the applicant is required to designate the 
Managing Owner. 
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5. For each owner, the applicant must upload required business owner 
documents. If the Driver License was issued more than 2 years ago, Proof 
of Residency is not required. The button will disappear if this business rule 
is met, otherwise the applicant will need to submit proof of residency 
documents as well.  
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6. The documents will need to be uploaded by clicking on upload files. You 
will see the file saved. If you click on ‘X’, you can delete and upload a 
different file. 
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7. Upload provides user with text on what remains to be uploaded – Affidavit 
of Lawful Presence with a link in blue is provided and Background check 
information and Background Attestation. 
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8. Once the uploads are completed the applicant there will be green text “All 
uploads completed.” 

 

9. The next section is the Research Type. Choose research type(s) and upload 
required documents.  
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10. Upload research/curriculum information related documents.  

 

11. The next section is the Ownership Disclosure documentation. Click on 
drop down for type of document. This is a document upload and allows 
multiple uploads, if necessary, by clicking on add. 
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12. Completed Certificate of Occupancy is required to be uploaded. 

 

13. The final section is the attestations. If the applicant answers “no” to any of 
the questions they will not be able to proceed forward with payment and 
submission. The applicant must sign, and the date will be auto generated 
by system. 
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14. The applicant will be given an opportunity to review their application prior 
to payment to make any final changes. They can also download their 
application. 
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15. Once they click on next, the payment screen will display. The fee will be 
based on license type, plus service fee. This is integrated with the NIC 
payment system. The applicant can pay by electronic check or credit card. 
The applicant will click on process payment. 
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Education Facility:  
1. The Applicant will be provided with guided steps on the left side along 

with detailed instruction page. 

 

2. Since the applicant selected an existing business, information from the 
business registration will be auto populated but can be edited with the 
exception of legal name and business structure which is grayed out 
because it is non-editable. * Is required field that must be completed. 
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3. The location information will also be populated, but editable if location has 
changed. 

 

4. Business Owner information is populated from business registration. 
When registering the business, the applicant is required to designate the 
Managing Owner. 
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5. For each owner, the applicant must upload required business owner 
documents. If the Driver License was issued more than 2 years ago, Proof 
of Residency is not required. The button will disappear if this business rule 
is met, otherwise the applicant will need to submit proof of residency 
documents as well.  
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6. The documents will need to be uploaded by clicking on upload files. You 
will see the file saved. If you click on ‘X’, you can delete and upload a 
different file. 
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7. Upload provides user with text on what remains to be uploaded – Affidavit 
of Lawful Presence with a link in blue is provided and Background check 
information and Background Attestation. 
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8. Once the uploads are completed the applicant there will be green text “All 
uploads completed.” 

 

9. The next section is the Research Type. Choose research type(s) and upload 
required documents.  
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10. Upload research/curriculum information related documents.  

 

11. The next section is the Ownership Disclosure documentation. Click on 
drop down for type of document. This is a document upload and allows 
multiple uploads, if necessary, by clicking on add. 
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12. Completed Certificate of Occupancy is required to be uploaded. 

 

13. The final section is the attestations. If the applicant answers “no” to any of 
the questions they will not be able to proceed forward with payment and 
submission. The applicant must sign, and the date will be auto generated 
by system. 
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14. The applicant will be given an opportunity to review their application prior 
to payment to make any final changes. They can also download their 
application. 
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15. Once they click on next, the payment screen will display. The fee will be 
based on license type, plus service fee. This is integrated with the NIC 
payment system. The applicant can pay by electronic check or credit card. 
The applicant will click on process payment. 
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4.4 List View and Details Page  
1. On the applicant’s home page under applications, the applicant will be 

able to see status of application, download application, and continue or 
cancel the application.  

 
2. On the application details page, applicant can view further details of the 

application including associated fee, ownership details, and location 
information.  

 

 



 

245 
Oklahoma.gov/OMMA | PO BOX 262266, Oklahoma City, OK 73126-1166 | Call Center: (405)-522-6662 

 

3. On the applicant’s home page under license, the applicant will be able to 
see status of license, download and view wall certificate, apply for permit if 
applicable, and ability to submit Service Request. 

 
4. On the license details page, applicant can view further details of the 

application including location information, transporter agent details, 
employee details and permit details if applicable.  
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4.5 Add/Remove Employee 
1. On the license details page, the licensee can add an employee to the 

license by clicking ‘Add Employee’. 

 

2. This action opens an Employee Association pop-up, where the licensee 
searches for the employee’s license number. 
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3.   If the license number is incorrect or does not exist, the system displays an 
error message.  When a valid and active employee license number is 
entered, the system shows the employee’s details and provides an option 
to link the employee to the business. 

 

4. After confirming the association, the employee is added under the 
‘Employee Details’ tab. 

 

5. The licensee also has the ability to remove the employee from the roster, 
and once removal is confirmed, the employee is deleted from the list. 
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4.6 Apply for Transporter Agent  
16. To apply for a Transporter Agent, navigate to the ‘Associations’ tab and 

select ‘Add Transporter Agent’ in the Association Type field 

 

17. Next, choose the business and license type you want to associate with the 
transporter agent, then enter the transporter agent’s Oklahoma Driver 
License Number and Date of Birth. 

 

18. Click ‘Next’ and start the application process.   
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19. If the transporter agent is already in the system, their information will be 
auto populated. If not, the applicant will need to manually enter the 
transporter agent’s details. 

 

 

20. For proof of identity, the transporter agent is required to submit their valid 
Oklahoma driver’s license 
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21. Next section is Digital Photo Requirements. You must upload a digital 
photo of the transporter agent that meets the criteria specified in this step 
and in the License Application Photo Requirements document. Ensure the 
image is saved and uploaded in accordance with these requirements. 
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22. Next, fill out background check information and upload required 
documents 

 

23. Next, upload employment verification documents 
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24. The final section is the attestations. If the applicant answers “no” to any of 
the questions they will not be able to proceed forward with payment and 
submission. The applicant must sign, and the date will be auto generated 
by system. 

 

25. The applicant will be given an opportunity to review their application prior 
to payment to make any final changes. They can also download their 
application. 
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26. Once they click on next, the payment screen will display. The fee will be 
based on license type, plus service fee. This is integrated with the NIC 
payment system. The applicant can pay by electronic check or credit card. 
The applicant will click on process payment. 

 

 

27. Once payment has been submitted, then applicant will see payment 
successful message and the application has been submitted for review. 
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4.7 Apply for Permit 
1. Once the application is approved, the user can view the associated license 

information under the ‘License’ tab on the portal.  

 
 

2. To apply for the permit, select ‘Apply for Permit’ and will direct the users to 
the application page. Permits are only allowed for Wast Disposal Facility 
and Transporter license types.  
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3. The user will complete all the application steps and wait for a decision of 
the permit application.  

 

 

 

4. Once submitted, the applicant will be able to see status of application as 
“Submitted”. 
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5. Once the application is approved, the applicant can view both the Waste 
Disposal Facility license and the Waste Disposal permit on their ‘License’ 
homepage. Detailed information for each license is available on the 
License Details page by clicking the corresponding license number. 
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4.8 Employee Credentials 
1. Employee will select ‘Business Employee Portal’ after logging in.  

 

2. At the homepage, click on “Apply for a License” 
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3. The Applicant will be provided with guided steps on the left side along 
with detailed instruction page. 

 

4. Next, the applicant will fill out the employee information.  
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5. Next, the applicant will select the type of identity document, enter the 
required details, and upload the corresponding identity document files. 

 

6. Next section is Digital Photo Requirements. You must upload a digital 
photo of the transporter agent that meets the criteria specified in this 
step and in the License Application Photo Requirements document. 
Ensure the image is saved and uploaded in accordance with these 
requirements. 
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7. Upload required document for Affidavit of Lawful presence.  
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8. Fill out background check information and upload required documents 

 

9. The final section is the attestations. If the applicant answers “no” to any 
of the questions they will not be able to proceed forward with payment 
and submission. The applicant must sign, and the date will be auto 
generated by system. 
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10. The applicant will be given an opportunity to review their application 
prior to payment to make any final changes. They can also download 
their application. 
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11. Once they click on next, the payment screen will display. The fee will be 
based on license type, plus service fee. This is integrated with the NIC 
payment system. The applicant can pay by electronic check or credit 
card. The applicant will click on process payment. 
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4.9 Email Notifications 
1. Below are the two notifications the applicant receives from the system 

letting them know their application has been submitted and providing the 
applicant with receipt of payment for their application. 
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4.10 Action Needed  
1. The applicant will see “Pending Payment” message under “Action 

Needed”. 
2. The Applicant will then be directed to go through the payment process 

for additional tier fee and their status will change to “tier pending”. 
Once paid it will move back to “In Review” for the Processor to Approve 
application and issue License. 
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5. Change of Ownership 

5.1 Updating Existing Ownership Structure 
Your registered business will show up under the “Businesses” tab on your 
portal. You are now able to make changes to your business. To make changes 
to the ownership of your business, 

1. Go to the “Businesses” tab on the navigation bar in the portal. 

 

2. Select the name of the business you would like to make changes to. 
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3. Select the “Update Existing ownership Structure” button. 

 

6. The Applicant will be provided with guided steps on the left side along 
with detailed instruction page. 
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4. Upload your transfer agreement. Then select “Next”. 

 

 

5. To edit, delete, or add an owner’s information, click the Edit button in 
the owner’s information section. This will allow you to make changes to 
existing owner details, remove an owner, or add a new owner as 
needed. You can add additional owners only when the total ownership 
percentage for all owners is less than 100%.  



 

272 
Oklahoma.gov/OMMA | PO BOX 262266, Oklahoma City, OK 73126-1166 | Call Center: (405)-522-6662 

 

 

 

6. Once completed select “Next”. 
7. You must now upload and provide information for the following 

documents. Select each box on the right to navigate that document’s 
information. 
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8. Next, you are required to upload valid Proof of Identity. The screen 
displays every option of valid identification that can be uploaded. 
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9. Once completed press the “Save” Button. 



 

275 
Oklahoma.gov/OMMA | PO BOX 262266, Oklahoma City, OK 73126-1166 | Call Center: (405)-522-6662 

 

10. Next, you are required to upload valid Proof of Oklahoma Residency. 
The screen displays every option of valid documentation that can be 
uploaded. 

 

 

 

11. Complete the questions in this section, then press the “Save” Button. 
12. Next, you must upload your Affidavit of Lawful Presence. 
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13. Once Completed, select the “Save” Button 
14. Finally, you must submit information for a background check. 
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15. Once completed, select the “Save” button. 
16. When you have uploaded the documents and information for all the 

sections select the “Next” button. 
17. View your price breakdown and then select the “Process Payment” 

Button. 
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18. Select your form of payment and then enter your payment 
information. Click the “Next” button after each step. 

 

 
19. Submit your payment. 
20. Your screen will display a confirmation message letting you know that 

your change has been submitted. 
21. Until the request is approved, the applicant will be able to view both 

the previous ownership structure and the updated ownership structure 
on the portal. 

 

 

 

 



 

280 
Oklahoma.gov/OMMA | PO BOX 262266, Oklahoma City, OK 73126-1166 | Call Center: (405)-522-6662 

 

5.2 Change of Ownership: Transferring a Business License to a 
Different Business Entity 
1. Go to the “Businesses” tab on the navigation bar in the portal. 

 

2. Select the name of the business you would like to make changes to. 

 

3. As a seller, who is transferring existing license to a different business 
entity, select the “Generate Transfer Code” button. 
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4. To generate a transfer code, select the business license the applicant 
wishes to transfer and click ‘Generate Transfer Code’  

 

5. The Applicant will be provided with guided steps on the left side along 
with detailed instruction page and begin the business license transfer 
process.  

 

6. Submit Transfer Agreement in this step.  
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7. The Transfer Code has been generated and is valid for the next 48 
hours. This code needs to be provided to the tentative buyer to validate 
the transfer code and complete the business license transfer.  

 

8. As a buyer, go to the “Businesses” tab on the navigation bar in the 
portal and select the name of the business you would like to start the 
business license transfer process.  

 

9. As a buyer, to begin the license transfer process, select ‘Transfer Existing 
Commercial License’. 
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10. The applicant will be provided with guided steps on the left side along 
with detailed instruction page. 

 

11. In this step, enter the License Number that is being transferred and 
Transfer Code that was provided from the seller and click ‘Validate’.  

 
12. If information does not match, the system will give an error and cannot 

proceed.  

 

13. Once information is validated, now the applicant can begin the transfer 
by selecting ‘Start Transfer’.  
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14. The applicant will be directed to the application page and provided 
with guided steps on the left side along with detailed instruction page. 

 

15. In Permit License Details section, if there is an associated permit to the 
license, the applicant can transfer the permit. This step will only appear 
if there are any active permits associated. Please note that Transporter 
License and associated permits are not eligible for Change of 
Ownership.  
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16. Once either yes or no is selected, following disclaimer will appear based 
on the selection. You must select ‘Confirm Selection’ after selecting the 
permit 

 

 

1. At this step, the remaining steps are identical to those outlined in the 
‘Waste Disposal Facility License Application’ section. Please refer to the 
‘Waste Disposal Facility License Application’ steps for detailed guidance 
on completing the rest of the process.  

2. After all the steps are complete, the applicant will submit the payment 
to complete the application process. 
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3. Until the application is approved, the seller can view and make edits to 
the license on their portal.  

4. Once the application is approved, the seller can view the license for 15 
days on the portal and the buyer has the full access to the license.  
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6. Service Request  

6.1 Surety Bond  

1. To submit a Surety Bond service request, on the portal, navigate to the 
‘Licenses’ tab and find Grower license.  

 

 

2. In the Grower license, click on the ‘Service Request’.  
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3. The user will be directed to the Service Request page and can select 

the service request type option.  

 
 

4. Attestation will appear and if the user selects “Yes”, the user will require 
to upload Proof of Land Ownership document and if user selects “No”, 
the user will require to upload Surety Bond documents. The user will 
upload a required document and click ‘Submit’.  

 

 
1. The user will receive Service Request submission confirmation message 

and can view on the Service Request dashboard.  
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6.2 Remove a Transporter Agent 

1. Navigate to the Licenses tab and click on the license number with the 
associated Transporter Agent the user would like to remove.  

2. Under the Related tab, expand Transporter Agent Details tab and click 
on the ‘Service Request’. 

 

3. The user will be directed to the Service Request page and can select 
the service request type option.  
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4. The user will choose the reason for removal and fill out the attestations 
then submit.  
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6.3 Transporter Agent Name Change  

1. Navigate to the Licenses tab and click on the license number with the 
associated Transporter Agent the user would like to remove.  

2. Under the Related tab, expand Transporter Agent Details tab and click 
on the ‘Service Request’. 

 

3. The user will be directed to the Service Request page and can select 
the service request type option.  

 

4. The user will select the reason, fill out required information and submit 
proof of legal name change document then submit.  Once approved, all 
associated businesses will receive a notification to print new badge 
pass and update will be reflected on all associated businesses.  

 



 

292 
Oklahoma.gov/OMMA | PO BOX 262266, Oklahoma City, OK 73126-1166 | Call Center: (405)-522-6662 
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6.4 Transporter Address Change 

1. Navigate to the Licenses tab and click on the license number with the 
associated Transporter Agent the user would like to remove.  

2. Under the Related tab, expand Transporter Agent Details tab and click 
on the ‘Service Request’. 

 

3. The user will be directed to the Service Request page and can select 
the service request type option.  

 

4. The user will fill out required information and submit.  
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6.5 Surrender License 

1. Navigate to the Licenses tab and click on the ‘Service Request’ that the 
user would like to surrender.   

 

2. The user will be directed to the Service Request page and can select 
the service request type option.  
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3. The user will fill out the required fields and attestation then submit.  
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6.6 Location Change: 

1. Navigate to the Licenses tab and click on the ‘Service Request’ that the 
user would like to change the location address.    

 

2. The user will be directed to the Service Request page and can select 
the service request type option.  
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3. The user will fill out the required fields and upload required documents 
then submit.  
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6.7 Email Change:  

1. For Email Change, navigate to the ‘Service Request’ tab at the top 
banner. At the Service Request page, select ‘Raise Service Request’  

 

2. The user will be directed to the Service Request page and can select 
the service request type option.  

 

3. The user will fill out the required fields then submit.  

 

 

 

  



 

299 
Oklahoma.gov/OMMA | PO BOX 262266, Oklahoma City, OK 73126-1166 | Call Center: (405)-522-6662 

 

7. File a Complaint  
1. The “File a Complaint” link is available at the bottom of every portal page (Patient, 

Business, and Business Employee)  
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2. When a user clicks on the “File a Complaint” link, a dedicated page for filing a 
complaint will appear. The user must complete all required fields on this page and 
can upload any relevant files before clicking the “Submit” button. 

 

 



 

301 
Oklahoma.gov/OMMA | PO BOX 262266, Oklahoma City, OK 73126-1166 | Call Center: (405)-522-6662 

 

 

 

3. Once the complaint is submitted, the user will see a confirmation message that 
includes a unique complaint number. 

 

  



 

302 
Oklahoma.gov/OMMA | PO BOX 262266, Oklahoma City, OK 73126-1166 | Call Center: (405)-522-6662 

 

8. Theft and Loss Incident 
To file a theft loss as a Business Owner, you will need to file a Theft loss 
Incident at the top of your home page tab ‘Theft Loss Incident’ 

 

 

o I will select my license # I am filing theft/loss incident for my business 
from the drop down. 
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o You will need to complete the theft/loss information.  Your business 
license information will be prepopulated.  This will include document 
uploads, photos and Metrc tags in excel format. 
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Once you click on next you will receive a confirmation page that your 
Theft/loss Incident has been submitted. 
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