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User Guide: OWTS Class IV Designer (Soil Evaluator) 
License Exam (Field) 

 

1. Navigate to https://dem.ri.gov/owr-portal-login  
2. Click "Applications"  

 

3. Click "Start an Application" 

 

4. Click "Select" next to the Program you wish to apply for 

 

5. Click "Select" next to the Application you wish to  

 

https://dem.ri.gov/owr-portal-login
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6. First is the Introduction Screen. Read the information and click Next to proceed. 

 

7. Next is the Applicant Information Screen. Review the information. If you need to make 
any changes, scroll to the top and click ‘My Profile’. If you are making any changes, 
you will need to restart your application for the new changes to apply. 
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8. Next is the Business Details Screen. Fill in the fields, if applicable, and click Next. 

 

9. Next is the Pre-Qualification Screen. Fill in the fields, then click Next to proceed. 

 

10. Next is the Course Details Screen. Click Add New for each Course Information you would 
like to add. 
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11. Once you have filled in all the fields, click Save & Next to proceed. 

 
12. You will need to upload supporting document(s) as applicable. 

 

13. Click "Done" 

 

14. Click "Close" 
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15. Once you have uploaded all the course information, click Next to proceed. 

 

16. Next is the Employment History Screen. Click Add New to add Employment Information. 

 

17. Fill out the fields for Employment information, then click Save to proceed. 
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18. Once all employment history has been provided, click Next to proceed. 

 

19. Next is the Education Details Screen. Click "Add New" to add Education Information. 

 

20. Fill in all the fields, then click Next 

 

21. Once you have uploaded all the Education Details, click next to proceed. 
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22. Next is the Examination Screen. Make sure to check the checkbox for the Exam, then 
click Next to proceed. 

 

23. Next is the Payment Screen. Click Pay & Submit to proceed. 

 

24. Lastly, is the confirmation Screen. Please store the Application Number for your records. 
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