
Unlicensed Respondent of Complaint 
 

All complaints are filed through our database system.  Since a complaint has been 
filed against you, an account has been set up for you in the new database.  You will 
have access to correspondence that is sent to you on the case.   You will need to 
login to your account using the email address the notification was sent to and the 
password that was set for you.  DO NOT CREATE ANOTHER ACCOUNT. 

If during the course of the investigation or after the investigation is completed you plan on 
applying for licensure, Do Not Create Another Account.  Login to your account to access 
the applications. 

 

• Go to the website (www.bels.alabama.gov) and Click My BELS Login  
 

 
 

 

 

 

 

 

 

 

 

http://www.bels.alabama.gov/
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How to View Emails Sent from the Board Concerning Your Case 
 

• After you have Logged into your BELS account, Click My Account (top right corner 
menu option) 
 

 
 

• To print or see your emails, Click Communications.  You have access to the emails 
at any time. 

 
 

• You will see all the emails that have been sent to you and when they were sent.  
Click the Email icon to open them to review them or print them.  
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How to View Documents Referred to in Your Email Sent from the 
Board Concerning Your Case (Copy of the Complaint Filed, Consent 

Order, Technical Advisor Comments, etc.) 
 

• After you have Logged into your BELS account, Click My Account (top right corner 
menu option) 
 

 
 

• To print or see your documents, Click Library.  You have access to the documents 
at any time. 

 
 

• You will see all the documents that have been uploaded for you to review. Click 
the link under File Name to open or you can download or Click the PDF icon to 
open them to review them or print them.  
 

 
 

 

  



Page 4 Unlicensed Respondent of Complaint 

 

How to View Your Disciplinary Plan 

 
• If you have signed a Consent Order or had an Order issued due to a hearing on 

your case and the Board determined some disciplinary action (fines, board cost, 
penalty, course, plan submittals, etc.), you will have a Disciplinary Plan that you 
will have access to in your BELS account to pay or submit documentation.  

 

• After you have Logged into your BELS account, you should see your Disciplinary 
Plan.  If you are required to have Coursework and/or Plan Monitoring, you will see 
Orange buttons for submitting those items. 

 
 

Required Civil Penalty and Board Cost 
 

• If you are required to pay a civil penalty and board cost, Click the orange Complete 
Disciplinary Actions button. 

 

 
 



Page 5 Unlicensed Respondent of Complaint 

 

• Under the Fees Tab, it will show the fees you are required to pay.  These will be 
separate transactions.  Click Pay Fees next to the fee you are paying.  

 
 

• It will take you to the payment portal.  It shows which fee you are paying.  Click 
Continue to complete your credit card information.  Once you complete this 
transaction, you will pay your other fee using this same process. 

 

• Once you’ve paid both fees, Click Submit 
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• Click Submit to finalize and complete your Disciplinary Plan 
 

 
 

• Once it has been submitted, you should see your Disciplinary Plan status as 
complete and you will receive an email confirmation that your Disciplinary Plan is 
complete. 

 
 

Required Coursework 
 

• If you are required to have coursework (Ethics course, SOP course, etc.), you will 
see what coursework is required and the due date by Clickting the arrow next to 
Required.  Click the orange Submit Education Activity Details button. 

 
 

 



Page 7 Unlicensed Respondent of Complaint 

 

• Enter the information on the course, upload the certificate and Click Submit. 

 

 
 

• Once you’ve submitted the information on the course, your status will show as 
Submitted. 
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Required Plan Monitoring 
 

• If you are required to have submit plans, list of clients, etc. for monitoring, you will 
see a list of what’s required and the due date.  Click the orange Submit Plan button. 

 

• Enter comments about what you are submitting, upload the document and Click 
Submit. 

 

• Once you’ve submitted the information on the required monitoring, your status will 
show as In Review. 
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How to Reset Your Password 
 

• Go to the website and Click My BELS Login  

 
 

• Click Request a Password or Forgot Your Password (DO NOT CREATE AN 
ACCOUNT ONE HAS BEEN CREATED FOR YOU) 
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• Enter your email address we have on file (the email address where you received 
the notification of the complaint)  
 

 
 

• You will get this screen to enter your Confirmation Code that is being sent to your 
email address we have on file or if you Click the link in the email that is sent, it 
skips this process. 
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• You should have received this email.  Click the link to set your password. That is 
the easiest way.  You could Click the link under manual and enter the confirmation 
code. 
 

 
 

• Enter New Password, Confirm New Password and Click Save 
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• You should now be able to log into your BELS account 
 

 
 

• You will use this same process to reset your password if you forget it.  BELS staff 
cannot see your password and we will not reset your password. 

 

 
 


