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User Guide: OWTS License Tagging 
 
When you create a new User Account in DEM’s OWR Application Portal, the system will 
automatically attempt to match your account information (like your name and phone number) with 
DEM’s existing license records. If a match is found, the associated records will appear under the "My 
Licenses" section of your portal dashboard. 

• "My Licenses" – This section displays your active and expired licenses. 

• If no records appear, but you hold an active Installer or Designer license, you may need to 
manually tag the license record to your user account. 

If no records appear, you may submit a request to tag an ongoing application to your profile by 
following the instructions below: 

 

License Tagging Instructions 

To access the portal, open a browser and go to the URL https://demri.my.site.com/owr 

After successfully registering and creating your profile, if you do not see your Installer or Designer 
License under their respective tab upon logging into the new system, please follow the steps below: 

1. Click "My Licenses"

 

https://dem.ri.gov/owr-portal-login
https://demri.my.site.com/owr
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2. Click "License Tagging" 

 

3. Click "Select a Program" 
4. Select "OWTS Licensing Applications and Forms" 

 

5. Click "Select a License/Permit Type" 
6. Select "Designers or Soil Evaluator Class I, II, III & IV License Application" 

 

7. Click the "License/Permit Number" field, enter your Installer or Designer number, then search: 
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8. Search Results: Confirm before you "Submit" to DEM. 

 

9. Click "Confirm" 

 

10. Click "Close" 

 

11. Now, when you go to “Requests”, you will see the status of the request as "Open." Once it is 
approved by DEM, the status will be updated, and the License will appear under "My Licenses." 

 


