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How to File A Complaint (see page 15 for instructions on How to Check the Status) 

 

• Go to our website and Click Complaints 

 
 

• Click File a Complaint 
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• Click File a Complaint to start the complaint process 

 
 

• Click Next 

 

• Click Register Now 
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• Enter your email, name, contact information and set up a password if you have 
never filed a complaint before.   

 

• You will get an email to confirm your email address.  Click the link in the email 
(easiest) or you can do manual and enter the confirmation code. 
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• If you have previously filed a complaint or if you are a licensee, you will get the 
below message.  You will need to login using the password to you BELS account 
that’s already established (BELS cannot see your password, nor reset it.  If you 
need it reset, you need to go to the instructions under Licensees, How To).  
Click Login.   

 

 

 

 

 

 

 

 

 

 

 

 



Page 5 How to File a Complaint & Check the Status 

 

Subject 
• Select who you are making the complaint on (Licensed Individual, Unlicensed 

Individual, Licensed Company, Unlicensed Company) and Click Continue 

 
Note:  Complaints that concern fraud, deceit, concealment or errors in design or 
survey MUST be filed against an individual.  It cannot be filed against a company. 
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• If you selected a Licensed Individual or a Licensed Company, it would 
automatically show a list of licensees once you click in the box.  If it’s not one of 
the first ones shown, you can start typing to refine and filter to get to who you need.   
 

o Licensed Individual Screen 

 
o Licensed Company Screen 
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• Shows the refined/filtered list of licensees.  Works the same for companies. 
 

 
Unlicensed Individual 
 

• If you selected an unlicensed individual or unlicensed company, you will -  
 

o Type the name of the unlicensed individual or unlicensed company 
o Enter the Address of the unlicensed individual or unlicensed company 
o Enter the Email address of the unlicensed individual or unlicensed company 
o Enter the Phone number of the unlicensed company 
o Select Yes or No if you made a complaint to the Subject 
o Enter any person(s) complained to 
o Select Yes or No if litigation has been entered into 

 
• Click Continue 

 
 
 
 
 
 
 
 
 
 
 
 



Page 8 How to File a Complaint & Check the Status 

 

 
 
Unlicensed Company 
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Complaint Details 
• Enter –  

 
o Select the Violation Type 

 
 For Individual (Unlicensed Practice, Unethical Conduct, Errors in 

Design or Survey or Fraud, Deceit, Concealment)   
 

 For Company (No Certificate of Authorization, No Branch Office, 
Unethical Conduct, or Fraud, Deceit, Concealment)   

 
o Violation Date (must be within 2 years of the date of the violation and not 

later than 10 from the date of violation)  
 

o Enter the Discovery Date (must be within 2 years of the date of discovery 
and not later than 10 from the date of violation)  

 
o Violation Address 

 
o Summary of the Complaint (be specific as possible) 

 
• Click Next 
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• You will get an error if you are outside the statute of limitations of when a complaint 
can be investigated 

 

 
 

Supporting Documentation 
• Click View/Modify Supporting Documentation  
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• Click Add Supporting Documentation (Orange Button) 

 

• Enter –  
 

o Description of the document you are submitting 
o Upload Document 
o Link to Supporting Documentation (could be a website) 

 
• Click Save and Close 

 

• Shows the document you added.  You would continue to Click Add Supporting 
Documentation till you have uploaded all your documents. 

• If you need to edit what you’ve uploaded, you need to hit the 3 dots (…) and Click 
Edit. 

• Once you’ve finished, you would Click Return to Complaint Details (in the upper 
right-hand corner) 
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Witnesses (not required to submit witnesses) 
• Click View/Modify Witnesses  

 

• Enter –  
 

o Witness name 
o Witness Address 
o Witness Email (if you know it) 
o Witness Phone Number (if you know it) 
o Witness Notes 

 
• Click Submit 
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• Shows the witnesses you added.  You would continue to Click Add Witness till 
you have entered all your witnesses. 

• Once you’ve finished, you would Click Return to Complaint Details (in the upper 
right-hand corner) 

 

 

Affidavit 
• Type your name and Click Submit Complaint 

 
 

• If you have provided all the information you wish to submit, Click Ok or Cancel if 
you want to add more information 
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• You will get an email letting you know your complaint has been submitted.  

 

 
 

• Once your complaint has the initial Intake Review, if it is accepted you will get an 
email letting you know your complaint has been assigned to an investigator with 
their contact information.  

  



How to Check the Status of Your Complaint 
 

• At any time, you can check the status of the complaint.  Go to the website under 
Complaints and Complaint Status  

 

 
 

• Login into your BELS account and Click Complaints by Me 

 
 

• You would see a list of all the complaints you filed and the different stages of status.   
If you have forgotten who the investigator was or how to get in touch with them, 
Click the Tablet Icon next to the Status. 
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• You will see the information you submitted about your complaint, the case number 
and the investigator assigned to your case and their email address. 
 

 
 

Status Explanation 
 

Intake Review – your complaint has been submitted and is in the intake review process 
to determine if your complaint can be accepted. 

In Investigation – your complaint has been accepted and assigned to an investigator 
and they will be in touch with you about your complaint. 

Chief Investigator Review – the investigation is being reviewed by the Chief Investigator 
to ensure all parts of the investigation have been completed before it is sent to the 
Investigative Committee. 

Investigative Committee – the committee reviews the investigation to determine if there 
is probable cause to send it to the Board for review. 

Board Review – the Board reviews the investigation and determines what action to take 
based on the Investigative Committee’s recommendation. 

Abandoned – means you cancelled the complaint or the complaint was never completed 
and it automatically closed 


