Missouri Board of Pharmacy

3605 Missouri Boulevard
Jefferson City, Missouri 65109

2025 Entity Renewals

It’s renewal time! Entity renewals officially opened on August 15, 2025, for pharmacies, drug
distributors, drug outsourcers, drug distributor registrants, and third-party logistics providers.

Renewal notices were e-mailed to the business e-mail address on file with the Board, along with
instructions for renewing online via the MOPRO online licensing portal. Business licenses will expire on
October 31, 2025, if not renewed.

Entities will need to register for a MOPRO account to renew online and claim your business license, if not
already registered. See the attached Business Registration FAQ for instructions for registering/claiming
your business license. All renewals must be submitted online via MOPRO.

e Business accounts must be setup by an individual person. For security purposes, the individual
registering the account will need to provide their Date of Birth and Social Security Number (for U.S.
citizens/individuals lawfully present in the U.S.).

e A One-Time Password (OTP) will be sent to the business e-mail address of record to complete
MOPRO registration. You must have access to the business’s e-mail to complete your MOPRO
registration and obtain the OTP. To update a business e-mail address, an official request from a
corporate owner, officer, or an attorney must be sent to: pharmacy@pr.mo.gov. Please include the
entity’s name, license # and new e-mail address in the request. E-mailaddressescanalsobe
updatedviaMOPRO ifthe business already has a registered MOPRO account. To update via MOPRO:
Loginto MOPRO and clickthe applicable license; Clickthe eyeicon nexttothe farright ofthe license
beingupdated and clickthe blue "Update E-mail Contact" button at the bottom of the amendment
options.

e Aunique e-mail address must be used to registerin MOPRO. You cannotreuse the e-mailifitis
already assigned to another MOPRO individual or business account.

e Firsttime MOPRO registrants should select “Register” on the MOPRO login page and not “Login.”
Only select “Login” if you have already registered and claimed a MOPRO account for the business.

e When registering for an existing license, MOPRO will give multiple options to search for your
business license (license #, Business name, FEIN # or Missouri Secretary of State Registration #).
For accuracy, Board of Pharmacy licensees should search by license #. FEIN and Secretary of
State Registration data may be missing or incomplete for licenses issued prior to March 2025. If
using the name search option, the business name must be entered exactly as printed on the
license (including exact spacing, punctuation, and symbols).

e A separate application is required to change the facility’s name, location, pharmacy classification
or designated Pharmacist-in-Charge/Manager-in-Charge/Supervising Pharmacist (additional
requirements may apply). Applications can be submitted on the MOPRO online licensing portal.
Paper applications are available on the Board’s website: https://pr.mo.gov/pharmacists-
forms.asp. Amendments/Changes must be filed and approved before you renew.

e NotRenewing? Please submit an “Out-of-Business Notification” form (paper applications are
available on the Board’s website at: https://pr.mo.gov/pharmacists-forms.asp#Pharmacy); No fee
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applies. The form will give you the option to surrender the facility’s license or keeping the license
active until the October 31 expiration date.

Please review the attached Business FAQ for additional MOPRO instructions.

Have technical MOPRO questions? Contact the MOPRO Tech Center at 833-373-2936 or
moprotech@pr.mo.gov (E+mail changes must be submitted to the Office. The MOPRO Tech Center
cannot change, verify,or update e-mails).
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Claiming a License

Follow the below steps to claim/add a business license to a MOPRO account. Note: You will need
access to the e-mail address for the business being added to complete this process:

1. Login to MOPRO. Click “Claim Your Business License” on the left-hand menu:
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2. On the “Claim Your Business License” page, search for the business license to be added using
the license number or business name/address options. Click Search. Note: Searching by
license number is recommended. Other search options must be entered exactly as entered on
the license, including all punctuation.

Claim Your Business License

Search for existing Missouri license(s)
Required fields are marked with an asterisk (*)

* Search by(p

() License Number () Business Name/Address () Mo sos () FEIN

Search

3. Pick your business license from the retrieved results and click "Select and Obtain Security
Code."

4. A security code will be sent to the email associated with the business license selected. You will
need access to the business e-mail account to claim the license. Enter the Security Code/One
Time Password and hit "Verify Security Code."

5. After the Security Code/One Time Password is successfully verified, the license will be
claimed. Click “All” on the left-hand menu to see all licenses in your MOPRO account. You



can also use the “Switch Account” option at the top of the MOPRO portal page to view/manage
a license.
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Please feel free to contact the MOPRO technical center if you need technical help:
e Email moprotech@pr.mo.gov (include your license number and your issue)
o Call 833-373-2936
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Updating Business E-Mail Address, Phone or Fax #

Follow the below steps to update a business’s e-mail address, phone # or fax #. Note: E-mail the
Board office to update an FEIN at MissouriBOP@pr.mo.qov:

1. Login to MOPRO. Click “All” to show all of your business licenses.

2 1 Manage Other Users
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2. Select the “eye” icon next to the applicable license

All Licenses
License Number License Type Issuance Date Expiration Date Status Ac | n(s)

2025016465 Pharmacy 08/19/2025 10/31/2027 Active oY

3. The License Details screen will open. Click the blue “Update E-mail/Phone/Fax” button:

License Details
. . License Actions
License Details v
LICENSE TYPE LICENSE NUMBER ORIGINAL ISSUANCE DATE
Pharmacy 2025016465 8/19/2025 Request for Certification of Licensure
ISSUE DATE EXPIRATION DATE STATUS
8/19/2025 10/31/2027 Active Submit Report on Dispensing Blood-Clotting Products

DISCIPLINARY STATUS Request for Duplicate License

Download a Copy of my License

. . View Inspections & Regulatory Code Violations
Business Information v

Discipline/State or Federal Action Reporting Form

BUSINESS/AGENCY NAME EMPLOYER IDENTIFICATION FICTITIOUS NAME/D.B.A

MOPROQ Test Pharmacy

DHOANE

NUMBER
111111111

EAY NIIMBED

MOPRO 2025

BIISTNESS \WWEBSTTE

Il

Update Email/Phone/Fax
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4. Update the applicable information. Click Save to complete the update.

Update EmaillPhonelFax

Business Email

mopro@test.com

Phone

8881334567

Fax

Cancel Save




MOPRO Changing A Business Mailing Address

Follow the below steps to update the mailing address:

1. Login to MOPRO. Click “All” to show all of your business licenses.

2 3 Manage Other Users
Contact us

OTHERS
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Complaints " ‘ APPLY FOR LICENSE
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My Payments
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2. Selectthe “eye” icon next to the applicable license

All Licenses
License Number License Type Issuance Date Expiration Date Status Acl n(s)
2025016465 Pharmacy 08/19/2025 10/31/2027 Active oY

3. The License Details screen will open. Click the blue “Other Amendments” button.

License Details l
. " License Actions
License Details v
Other Amendments
LICENSE TYPE LICENSE NUMBER ORIGINAL ISSUANCE DATE
P harmacy 2025016465 8/19/2025 Request for Certification of Licensure
ISSUE DATE EXPIRATION DATE STATUS
8/19/2025 10/31/2027 Active Submit Report on Dispensing Blood-Clotting Products

DISCIPLINARY STATUS ; -
Request for Duplicate License

Download a Copy of my License

View Inspections & Regulatory Code Violations

Business Information v




4. Select “Change of Mailing Address” and enter the new address.

Select Amendment Type X

* Select Amendment Type

() Pharmacy Class Change () Designate Interim Person In Charge (PIC)
(O) Change of Person In Charge () Facility change of location application
(:} Facility Name Change O Facility Out of Business Notification

() Change of Mailing Address —

() Change of Ownership Percentage/Corporate Officers

Ry

Please feel free to contact the MOPRO technical center if you need technical help:
e Email moprotech@pr.mo.gov (include your license number and your issue)
o Call 833-373-2936
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Additional Users

Follow the below steps to add someone as a User on your MOPRO account. (Note: Use this process

if you would like to give a Pharmacist-in-Charge/Manager-In-Charge or another person access to the
business license):

1. Login to MOPRO. Select “Manage Other Users” on the left-hand menu to modify/grant user
access:
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2. Click the applicable tab at the top of the “Manage Other Users” page then click the blue “Add
Contact” button to add the new User:

a. “Corporate Point of Contact”™: These Users will be given immediate access to the
license account and will be able to manage/modify the license in MOPRO.

b. “Manage Affiliated Users”™: These Users will just be able to see and complete the
current application. They will not be able to manage the application after license
issuance.

c. “Manage Corporate Officers”. This tab provides another option for managing corporate
officers for one or multiple licenses.

Manage Other Users ({ammmmm

Manage Corporate Point of Contact Manage Affiliated User Manage Corporate Officer

Corporate Point of Contact Details Py
(This user will get immediate access and be able to manage the license in MOPRQ.)

Name Email Address Business License Number Entity Name + DBA Name Actions

No Corporate Point of Contacts added
Click add contact to add Corporate Point of Contacts




3. Click the blue “Add Contact” button on the “Manage Other Users” page to add the new Point of
Contact or Affiliated User. Complete all applicable information:

a. A“Confirmation of Email” notification box will be displayed if the e-mail address is
already registered/being used in MOPRO for another account.

b. Click “Yes” if you would like to link the accounts and allow the added Point of
Contact/Affiliated User to access the business license. Linking the accounts will not
give the business access to the Point of Contact’s or Affiliated User’s personal account
or personal information (SSN, birth date, etc.). The link will only allow the Point of
Contact/Affiliated User to see/manage the business account from their personal
MOPRO account.

c. Click “No” if you would like to use a different e-mail address or to select “Skip” to
proceed without an e-mail for the Point of Contact/Affiliated User.

Add Contact X

Required fields are marked with an asterisk (*)

Point of Contact Details

* First Name Middle Name
Mickey Enter Middle Name

* Last Name * Position/Title
Mouse CEO

Telephone Number Fax Number

* Email

pharmacy@pr.mo.gov

Confirmation of Email X

We found a different record with same email : 'pharmacy@pr.mo.gov'.
If you want to link same account please select 'Yes' otherwise select 'No' and use different email address or click on Skip email
address to proceed further.

4. If an e-mail address has been provided, the Point of Contact or Affiliated User will receive an e-
mail with instructions for accessing the business account. Individuals with a MOPRO account
can see the license when selecting “All” on the left-hand menu of their personal MOPRO
account or in the “Switch Account” option at the top of the MOPRO page.
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Please contact the MOPRO technical center if you need technical help:
o Email moprotech@pr.mo.gov (include your license number and your issue)
« Call 833-373-2936
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MOPRO Updating Corporate Officers

Please follow the below steps to update corporate officers:

See section #10 -12 to change officers on multiple licenses in a
MOPRO account at the same time.

1. Login to MOPRO. Click “All” to show all of your business licenses.

2 3 Manage Other Users
Contact us

OTHERS

I:.} = < (
Complaints " ‘ APPLY FOR LICENSE
E3 My Applications O TR a—— e . W

My Payments
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= My Business

2. Select the “eye” icon next to the applicable license

All Licenses
License Number License Type Issuance Date Expiration Date Status Ac | n(s)

2025016465 Pharmacy 08/19/2025 10/31/2027 Active oY

3. The License Details screen will open. Click the blue “Other Amendments” button.

License Details
. ’ License Actions l
License Details v
Other Amendments
LICENSE TYPE LICENSE NUMBER ORIGINAL ISSUANCE DATE
Pharmacy 2025016465 8/19/2025 Request for Certification of Licensure
ISSUE DATE EXPIRATION DATE STATUS
8/19/2025 10/31/2027 Active Submit Report on Dispensing Blood-Clotting Products

DISCIPLINARY STATUS

Request for Duplicate License

Download a Copy of my License

View Inspections & Regulatory Code Violations

Business Information v




4. Select “Change of Ownership Percentage/Corporate Officers”.

Select Amendment Type X

* Select Amendment Type

() Pharmacy Class Change () Designate Interim Person In Charge (PIC)
(O) Change of Person In Charge () Facility change of location application
() Facility Name Change () Facility Out of Business Notification

() Change of Mailing Address

(::] Change of Ownership Percentage/Corporate Officers _

5. Select “Corporate Officers” on the Instructions page to make changes on the license:

Instructions

License Number : 2025016465
Application Sub Type : Change of Ownership Percentage/Corporate Officers
Required fields are marked with an asterisk (*)

Submit this application to update Ownership Percentage/Corporate Officers on your license record

* Select the category for which you want to update the details:-
\:I Ownership Percentage D Corporate Officers

Save & Exit Save & Next

6. An “Application Sub-Type” page will be displayed with license information for the facility. This
page cannot be edited. Click Save & Next to proceed to the next screen. A separate
amendment must be submitted in MOPRO to update the business mailing address, e-mail,
FEIN or other contact information. A Name Change or Change of Location application is
required to change names or the facility’s physical address.

7. The “Ownership Information” page will open next. Click Save and Next to skip past the
Ownership information page and proceed to the Corporate Officer page. Note: The
Ownership Information page shows current Board information and cannot be edited during a
corporate officer update.



Ownership Information

License Number : 2025016465
Application Sub Type : Change of Ownership Percentage/Corporate Officers
Required fields are marked with an asterisk (*)
Use this app to update ownership percentages only. An official Change of Ownership application must be filed if you are adding an
owner. Skip this page if not changing ownership percentage.
Ownership Information 1 v

Is the Owner/Partner/Member a Business Entity?

Yes No

Is the Entity Licensed in Missouri by the Board?

Yes No

Board License Number

8. On the “Corporate Officers” page:
a. Click the drop-down button and select “Edit” to update the officer information or “Delete”
to officially remove the officer.
b. Click the blue “Add Corporate Officer” button to add a new officer not currently listed.
c. Entities with multiple licenses in the same MOPROQO account will have the option at the
bottom of the screen to apply the officer change to multiple licenses in one transaction.

Corporate Officers

License Number : 2025016465

Application Sub Type : Change of Ownership Percentage/Corporate Officers
Required fields are marked with an asterisk (*)

Please list the top five (5) corporate officers and any corporate officer authorized to sign the application or Board licensure materials on the applicant's
behalf.

Corporate Officers

Role/Title Corporate Officer Name Date Of Birth Address

CEO Bugs Bunny 3605 Missouri Blvd., Jefferso... v

Edit
== 1

Delete

Save & Exit Save & Next

9. Finish and submit the officer update. The change will show on the main License Details page
after submission.

Follow the process in section #10 - #12 to change officers on
multiple licenses in a MOPRO account at the same time.
***All of the licenses must have been claimed/added to the
same MOPROQO account to follow this process.***

10.Login to MOPRO. Select “Manage Other Users” on the left-hand menu to modify/grant user
access:
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11.Click “Manage Corporate Officer” at the top of the “Manage Other Users” page then click the
blue “Add Contact” button to add/remove officers.

Manage Other Users

Manage Corporate Point of Contact Manage Affiliated User Manage Corporate Officer _

Corporate Point of Contact Details T,
(This user will get immediate access and be able to manage the license in MOPRO.)

Name Email Address Business License Number Entity Name + DBA Name Actions

No Corporate Point of Contacts added
Click add contact to add Corporate Point of Contacts

12.Click the blue “Add Contact” button on the “Manage Other Users” page to add the new Point of
Contact or Affiliated User. Complete all applicable information. All of the licenses in the
MOPRO account will be listed at the bottom of the “Add Corporate Officer” screen.

Add Corporate Officer X

Required fields are marked with an asterisk (*)

Corporate Officer Details

* Role/Title

CEO v
*First Name Middle Name * Last Name

John Enter Middle Name Doe
SSN if applicable Date of Birth * Email

Enter SSN Select DOB @ M'lssouriBOP@pr.mo.gm{

|:| Skip Email Address @

Mailing Address




Please feel free to contact the MOPRO technical center if you need technical help:
e Email moprotech@pr.mo.gov (include your license number and your issue)
o Call 833-373-2936
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MOPRO Changing Ownership Percentages

Please follow the below steps to change the ownership percentage for currently listed officers: An
official Change of Ownership application must be filed if the ownership is being transferred to a
different entity/sole proprietor or if the entity is changing corporate structure (e.qg., Inc. to an LLC).
See 20 CSR 2220-2.020(3) for additional Change of Ownership information.

1. Login to MOPRO. Click “All” to show all of your business licenses.

2 3 Manage Other Users
Contact us

OTHERS

En; B [
" I ‘ APPLY FOR LICENSE
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My Applications

My Payments
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2. Select the “eye” icon next to the applicable license

All Licenses
License Number License Type Issuance Date Expiration Date Status Ac | n(s)

2025016465 Pharmacy 08/19/2025 10/31/2027 Active oY

3. The License Details screen will open. Click the blue “Other Amendments” button.

License Details
. ’ License Actions l
License Details v
Other Amendments
LICENSE TYPE LICENSE NUMBER ORIGINAL ISSUANCE DATE
Pharmacy 2025016465 8/19/2025 Request for Certification of Licensure
ISSUE DATE EXPIRATION DATE STATUS
8/19/2025 10/31/2027 Active Submit Report on Dispensing Blood-Clotting Products

DISCIPLINARY STATUS Request for Duplicate License

Download a Copy of my License

View Inspections & Regulatory Code Violations

Business Information v



https://www.sos.mo.gov/CMSImages/AdRules/csr/current/20csr/20c2220-2.pdf

4. Select “Change of Ownership Percentage/Corporate Officers”.

Select Amendment Type X

* Select Amendment Type

() Pharmacy Class Change () Designate Interim Person In Charge (PIC)
(O) Change of Person In Charge () Facility change of location application
(:} Facility Name Change O Facility Out of Business Notification

(:} Change of Mailing Address

(:) Change of Ownership Percentage/Corporate Officers _

5. Select “Ownership Percentage” on the Instructions page to make changes on the license:

Instructions

License Number : 2025016465
Application Sub Type : Change of Ownership Percentage/Corporate Officers
Required fields are marked with an asterisk (*)

Submit this application to update Ownership Percentage/Corporate Officers on your license record

* Select the category for which you want to update the details:-
\:I Ownership Percentage D Corporate Officers

Save & Exit Save & Next

6. An “Application Sub-Type” page will be displayed with license information for the facility. This
page cannot be edited. Click Save & Next to proceed to the next screen. A separate
amendment must be submitted in MOPRO to update the business mailing address, e-mail,
FEIN or other contact information. A Name Change or Change of Location application is
required to change names or the facility’s physical address.




License Number : 2025016465
Application Sub Type : Change of Ownership Percentage/Corporate Officers
Required fields are marked with an asterisk (*)

Provide the following information for the facility to be licensed.

@ A separate e-mail or address amendment must be submitted to correct the Business Information below. Business Information cannot be
edited on this screen/application

* Business Name Fictitious Name/D.B.A Telephone Number
MOPRO Test Pharmacy MOPRO 2025 8881334567
Fax Number Business Website Business Email
mopro@test.com

Missouri Secretary of State Registration Number

7. The Ownership Information page will open. Change the applicable ownership percentage in
the “Ownership Percentage” field. Click Save & Next when complete. Note: Ownership must
equal 100%. You can only update percentages on this page. Contact the Board if you are
adding an owner that does not show in MOPRO.

Ownership Information 1 e —

Is the Owner/Partner/Member a Business Entity?

Yes No

Is the Entity Licensed in Missouri by the Board?

Yes No

Board License Number

Business Name Business Email Telephone Number

MOPRO Inc. moproinc@test.com 123456987725

* Ownership Percentage

100.00%

8. The “Corporate Officers” page will open next. Click Save & Next to skip the Corporate Officer
page if no changes are needed.

9. Finish and submit the officer percentage update. The change will show on the main License
Details page after submission.

Please feel free to contact the MOPRO technical center if you need technical help:
o Email moprotech@pr.mo.gov (include your license number and your issue)
« Call 833-373-2936
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MOPRO Portal
Business Registration
Frequently Asked Questions (FAQs)

Table of Contents

First-Time Individual License in MOPRO?

First-Time Business License in MOPRO?

Already Have an Individual License in MOPRO but no MOPRO account?
Already Have a Business License in MOPRO but no MOPRO account?
Already have multiple Business Licenses but no MOPRO account?

Already Have both Individual and Business License(s) and Want to Access them
together but no MOPRO account?

Already Have multiple Business License(s) and Want to Access them together in
MOPRO?

Already have both individual and business license(s) and want to access them
separately?

Same business email address associated with your Individual license and business
licenses however you want to manage them separately in MOPRO? 5

Want to associate a Corporate Point of Contact/Affiliated User/Corporate Officer to
your licenses?

Important points to be noted
Want to associate a different user to an already claimed license?
Want to update a Mailing Address?

Claiming A Business License (***For existing MOPRO accounts only***)




Important Information:

e The following instructions should be followed ONLY IF you’ve not already registered an
account in MOPRO related to any license issued by the boards within the Division of
Professional Registration.

If you’ve already registered a MOPRO account, please sign into your account to claim
your license(s) or apply for a new license, claim your licenses, affiliate users and
corporate points of contact and change any contact information.

The word “register” means for an account in MOPRO. You only must do this once no
matter how many licenses you have. “Claim” or “apply” refers to your license(s) you

hold/manage or for which you intend to apply.

All MOPRO business accounts must be created/registered by an individual person on behalf of
the business. The individual will be asked to provide their SSN while claiming a business license,
don’t worry, your SSN will not be shared with anyone associated with the business license
UNLESS YOU SHARE the log in credentials with a different user (see below). The same SSN
cannot be used to register multiple MOPRO accounts.

The email address you are going to use during registration is just for login purposes or a portal
account creation MOPRO, please note that this email will not be going on license record. A
different business e-mail address can be designated on your license application.

If the individual registering/claiming a business license already has a MOPRO account, you can
“claim” the business license or “apply” for a new license under your current account (see claim
instructions below).

First-Time Individual License in MOPRO?

Go to https://mopro.mo.gov/license/s/ and click "Register."

Choose "Individual License" and select "No, | want to sign up for a license for the first time."
Click the "Click here" link.

Fill in your basic info (first name, last name, phone, email, etc. - anything with an asterisk is a
must-havel!).

Hit "Register."

Check your email for a security code, enter it, and click "Verify Security Code."

You'll get a Welcome email — use the link in it to set up your password and login into MOPRO.

First-Time Business License in MOPRO?

Go to https://mopro.mo.gov/license/s/ and click "Register."

Select "Business License" and "No, | want to sign up for a license for the first time" then click on
"Click here" link.
Enter all the required Individual and business info.



https://mopro.mo.gov/license/s/
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https://mopro.mo.gov/license/s/

Click "Register."

Please note! When requested to enter an email address, please enter the address you wish to

use to manage your account.

a. If you wish to manage multiple licenses with one account, the email does not have to be

unique. You will be able to claim or apply for additional licenses with your information.
If you wish to manage only one business per account, each email address must be
unique.

A security code will be emailed to you. Enter it and click "Verify Security Code."

Look for your Welcome email and use the link to set up your password.

Already Have an Individual License in MOPRO but no MOPRO account?

Go to https://mopro.mo.gov/license/s/ and click "Register."

Pick "Individual License" and choose "Yes, | want to see/edit/renew my existing Missouri
license(s)."

Enter your Social Security Number (SSN). No SSN? Provide your Date of Birth and the email you
used for your license.

Click "Obtain Security Code."

Verify the security code, set up your security questions, and hit "Register."

You'll get a Welcome email, so use the link to set up your password.

Already Have a Business License in MOPRO but no MOPRO account?

Super important: If you have both individual and business licenses, claim your individual login
first! Once logged in, you can then claim your business licenses.
Go to https://mopro.mo.gov/license/s/ and click "Register."

Select "Business License."

Choose "Yes, | want to see/edit/renew my existing Missouri license(s)."

Search for your business license using either your License Number, Business Name/Address, MO
Secretary of State Registration Number, or FEIN.

Fill in the details based on how you want to search.

Click "Search."

From the results, pick your business license and click "Select and Obtain Security Code."

A security code will be sent to the email linked to your business license. Enter it and hit "Verify
Security Code."

Enter any other needed info, answer security questions, and click "Register" to finish setting up
your account.

You'll get a Welcome email with a link to set up your password for the first time.
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Already have multiple Business Licenses but no MOPRO account?

Go to https://mopro.mo.gov/license/s/ and click "Register."

Select "Business License."
Choose "Yes, | want to see/edit/renew my existing Missouri license(s)."
Search for your business license using either your License Number, Business Name/Address, MO
Secretary of State Registration Number, or FEIN.
Fill in the details based on how you want to search.
Click "Search."
From the results, pick your business license and click "Select and Obtain Security Code."
A security code will be sent to the email linked to your business license. Enter it and hit "Verify
Security Code."
Enter any other needed info, answer security questions, and click "Register" to finish setting up
your account.
You'll get a Welcome email with a link to set up your password for the first time.
After log in, Click on “Claim your Business License” to add the other licenses to your account
Search for your business license using either your License Number, Business Name/Address, MO
Secretary of State Registration Number, or FEIN.
Fill in the details based on how you want to search.
Click "Search."
From the results, pick your business license and click "Select and Obtain Security Code."
A security code will be sent to the email associated with that business license. Enter it and hit
"Verify Security Code."
Once the One Time Password is verified Successfully, the license will be claimed and you should
be able to see the switch account option available on the top right in the portal beside your
name.

a. Click on All to see all your Individual and Business licenses.

Already Have both Individual and Business License(s) and Want to Access them
together but no MOPRO account?

Super important: If you have both individual and business licenses, claim your individual login
first! Once logged in, you can then claim your business licenses.
Go to https://mopro.mo.gov/license/s/ and click "Register."

Pick "Individual License" and choose "Yes, | want to see/edit/renew my existing Missouri
license(s)."

Enter your Social Security Number (SSN). No SSN? Provide your Date of Birth and the email you
used for your license.

Click "Obtain Security Code."

Verify the security code, set up your security questions, and hit "Register."

You'll get a Welcome email, so use the link to set up your password.
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Once the password is set up, you will be logged into MOPRO
Click on “Claim your Business License”
Search for your business license using either your License Number, Business Name/Address, MO
Secretary of State Registration Number, or FEIN.
Fill in the details based on how you want to search.
Click "Search."
From the results, pick your business license and click "Select and Obtain Security Code."
A security code will be sent to the email linked to your business license. Enter it and hit "Verify
Security Code."
Once the One Time Password is verified Successfully, the license will be claimed and you should
be able to see the switch account option available on the top right in the portal beside your
name.

a. Click on All to see all your Individual and Business license

b. Click on Switch Account to select the business account to access your business licenses

specifically.

Already Have multiple Business License(s) and Want to Access them together in
MOPRO?

e Register and claim your Business License using steps mentioned in Already Have a Business

License and Want to Access It?

After logging in, Click on “Claim your Business License” to claim your remaining business
licenses.

Search for your business license using either your License Number, Business Name/Address, MO
Secretary of State Registration Number, or FEIN.

Fill in the details based on how you want to search.

Click "Search."

From the results, pick your business license and click "Select and Obtain Security Code."

A security code will be sent to the email linked to your business license. Enter it and hit "Verify
Security Code."

Once the One Time Password is verified Successfully, the license will be claimed and you should
be able to see the switch account option available on the top right in the portal beside your
name.

Click on All to see all your Individual and Business license

Already have both individual and business license(s) and want to
access them separately?

e Super important: You must have separate email addresses available and must have access to
them to verify using the One Time Password.
e Claim your Individual Account using steps mentioned in Already Have an Individual License and




Want to Access It?
e Claim your Business License using steps mentioned in Already Have a Business License and
Want to Access It?
a. During this process you have to provide a different email address (not the one
associated with your Individual license) in the Business email address field in the Basic
Information.

Same business email address associated with your Individual license and
business licenses however you want to manage them separately in MOPRO?

If you have an individual license in MOPRO and you used your business email address but now
wish to manage business licenses for another corporation or entity using that same business
email address, you must make a change! Log into the portal and change the email address for
your individual license to an individual or personal email address. Then you can log into MOPRO
again and use the business email address for the new licenses you are managing!

Want to associate a Corporate Point of Contact/Affiliated User/Corporate

Officer to your licenses?

1. Click on Manage Other Users

a. Corporate Point of Contact - This user will get immediate access and be able to manage
the license in MOPRO.
Affiliated User - This user will get immediate access and just be able to see and
complete the current application. They will not be able to manage the application after
license issuance.
Corporate Officer - This user will not have the access to license, and they will not be
able to manage the application after license issuance.

Important points to be noted

o You will be providing your SSN while claiming a business license, don’t worry, your SSN will not
be shared with anyone associated with the business license UNLESS YOU SHARE the log in
credentials with a different user.

If you have an individual license and claimed business licenses of a corporation for which you
are authorized to manage and if you share the log in credentials with anyone, then they may see
date of birth, email address, all the addresses associated with your individual license and the last
4 digits of your SSN etc. NEVER share your credentials, rather use the Manage point of
Contact/Affiliated User feature to assigh someone accordingly to extend the permissions to your
business licenses.




e Regarding Manage point of Contact/Affiliated User feature -
a. You can add a Corporate Point of Contact/Corporate Officer/Affiliated User for one
license or multiple licenses at the same time.
b. You can add a Corporate Officer for one license or multiple licenses at the same time.
C. You can add an Affiliated User for one license or multiple licenses at the same time.
e Adding a Corporate Point of Contact/Affiliated User/Corporate Officer
a. After you enter the details, select the licenses and click on the Add button, the system
validates if the same First name, Last Name and Email Address exists in MOPRO.
i. If it already exists with the same details, the system links the same person
account to the licenses you have selected.
If it exists with different details, the system does not modify the existing details
and asks for your user consent to link the existing person account to the licenses
you have selected.
If the details do not exist, then the system creates a new record and links it to
the licenses you have selected.
iv. Note: Each Corporate point of contact and affiliated user you add, you must

have a unique email address.

Want to associate a different user to an already claimed license?

® If you wish to associate a new or different user to an already claimed license, please contact the
board.

Want to update a Mailing Address?

Go to Switch Accounts - available on the top right of the page.
Click on the Name of the Licenses

Click on the My Licenses

Click on the eye button

Click on Amend Button

Claiming A Business License (***For existing MOPRO accounts only***)

Follow the below instructions if you currently have a MOPRO account and want to claim a business
license under your current account:
e Loginto MOPRO. Afterloggingin, Click on “Claim your Business License” to add the other
licenses to your account
Search for your business license using either your License Number, Business Name/Address, MO
Secretary of State Registration Number, or FEIN.
Fill in the details based on how you want to search.




Click "Search."
From the results, pick your business license and click "Select and Obtain Security Code."
A security code will be sent to the email associated with that business license. Enter it and hit

"Verify Security Code."

Once the One Time Password is verified successfully, the license will be claimed and you should
be able to see the switch account option available on the top right in the portal beside your
name.

a. Click on All to see all your Individual and Business licenses.
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