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Board of Pharmacy Application Manual
Application for In State Telepharmacy

1. Clink the “Select” button to the right of the In State Telepharmacy license type.

In State Telepharmacy

A pharmacy located in New Mexico that is more than 20 miles from an existing retail pharmacy and is supervised by a hub pharmacy and pharmacist, as described in 16.19.33 NMAC.

2. Atany time of the application, you can select the “Save for later” option to save a draft of the
application that you can return to and complete at your convienence. This will ensure you
don’tloose any progress you have made if you can’t complete the application in one sitting.

RLD Intake
@ Prescreening Pre-Screening
@ Introduction To start your application answer the following questions. Once the questlons are answered, you will see the requirements necessary to complete
your application.
@ Baslc Information
Do you hold an active Dentist license that Is current and In good standing, Issued by another Jurlsdiction (ather than New Mexlco)?

Jurisprudence Bxam
® " Yes (0 No
@ Questions

Jurisdiction means another state, territory or forelgn country and does nat Includi New Mexico,
@ Uplosd Documents
Start Application

@ Payment
@ Confirmation

3. On the Introduction page, read through the information and select the “Next” button on the
bottom right of the screen when you are done.

@  Pre-Screening Introduction

©® Introduction Thank you for starting your application for a license with the New Mexico Regulation and Licensing Department. This licensing portal
will guide you through the licensing requirements and allow you to save your work and return to your application if you do not

@ Basic Information complete it all at one time

@ Jurisprudence Exam This application will confirm that each individual applying meets all requirements for licensure set by either state statute or
regulations governing the profession. These licensing requirements, along with continuing education, regular renewals, and

® Questions compliance monitoring assist to safeguard the profession and certify that licensees meet minimum education, training, and health
and safety standards to ensure public trust.

@ Upload Documents
If you have further questions regarding licensure or the Regulation and Licensing Department Boards and Commissions Division,

© Atestation please visit the website at www.rld.nm gov/boards-and-commissions/. Each Board and Commission have their own webpage with specific
requirements for licensure, continuing education, renewals, public meeting information, and a direct phone number and email to their
respective administrator and other support staff who can be reached for help.

©® Payment
If you are ready to apply, please click the Next button to begin your application

@ Confirmation

[Swarning png

Please ensure that you are applying for the correct license, permit or exam approval. Incorrect applications or those submitted in error may
result in delays or additional application fees. Please note all fees are non-refundable even if the application is denied or withdrawn

el e

4. On the Basic Information page, verify that all information is valid and up to date.
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@ Poymant e " Last Name
@& Confimatian | |- | _ |
Any oener ram
* Phores Mumbe * Emal Ao
v
* Mading 5t

[
a. IfYes, select the “Next” button at the bottom right of the page.

RLD Iataka

g Baslc Informatlon

o
@ Intrackction
L]

Basic Infarmation

®  Arisprudencs Bam
y cicking cre the My Prefile Burian

w Wamirg
Quistore.
Lpicadd Decurmnts

Attestation

Paymant *First Mams Ml Marms * Last Narme

] | (o | (T |

. o @

- |

b. If No, select the “My Profile” button at the top left to udpate your information.
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@ Ouestiors:
‘ Upsoad Doouments
@ Amcstation
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i. Select the “Edit” button at the bottom right of the page.

My Profile

*First Name Middle Name *Last Name

Have you ever used anather name under which records relating to your application, education, tralning or experience may be filed?

Race Ethniclty Preferred Language Are you a New Mexico Resident ?
[ ] - | v [ — - (I -
Date of Birth Gender

T = (HE -
Primary Phone No Buslness Phone No

— || |

E - | — |

v Mailing Address

Malling Street

A
| — |- |
Country Zip Code County (If In New Mexica)

ii. Enter in all relevant updated data and select “Save” at the bottom right when
completed.
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iii. You will need to restart your application to ensure the updated data is listed.
Return to “Step1: Select In State Telepharmacy Application” to continue.
5. On the Facility Information Page, fill out all information about your Facility.
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Facility Information

v o thes ek e Tima

a. To add owner details, select the orange “Add New” button

* Specify details for each owner or officer below. If you need to view, edit or delete any records, click the down arrow under action for that specific record

Name

Email Title Address Action

b. Add relevant data and select the “Save” button to complete.
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Owner Information

*Owner/Officer Full Name or Business Name

*Email

*Street *City
*State *Zip Code
*Country Title

¢. Toadd the hours of operation, select the “Add New” button.

~ Normal hours of operation

If you need to view, edlt or delete any records, click the down arrow under action for that specific record.

Day of the week Start Time End Time Action

d. Enter every day’s information separately and select “Save”.

Operation Details

* Day of the week * Start Time
Select Operation Day - 0]
*End Time
@

e. To complete the Facility Information page, select the orange “Next” button to
continue.
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6. Onthe Employee Information page, enter all required data with the most recent
information.
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RLD Intake

© Introduction Employee Information

@ Baslc Information

@ Faclity Information * Contact Person Name *Contact Person Telephone Number
@ Employee Information
® Ouestions * Contact Person Tite * Contact Person Emall
@ Upioad Documents
@ Attestation Search by Consuftant Pharmacist Name
@ Payment 4
@  Confirmatlon * Consultant Pharmaclst Name * Consultant Pharmaclst License Number *Consultant Pharmacist Phone Number
* Name of Pharmacy where Pharmaclst Is employed *Pharmacy License Number

Specify details of all registered pharmacists and supportive personnel & position title, including owner f registered,

If you need to view, edit or delete any records, click the down arrow under actlon for that specific record

Name NMEOP License Number Email Position[Title  Action

i “

a. To add registered pharmacist, select the “Add New” button.

Specify details of all registered pharmacists and supportive personnel & position title, including owner if registered,

If you need to vlew, edlt or delete any records, click the down armow under actlon for that specific record.

Name NMBOP License Number Email Position/Title  Action

b. Enterin all relevant information and select “Save”

Personnel Information

%, Search Personne

*Flrst Mame *Last Name
*Tile *License Mumber
Select title -
Phone *Emall
*DOB
=]

=

c. To complet the Employee Information Page, select the orange “Next” button to
continue.
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RLD Intake

@ Introduction Employee Information

© Basic Information

© Fadlllty Information * Contact Person Name *Contact Person Telephone Number

@ Employee Information

® Ousstions * Contact Person Title *Contact Person Emall

@ Upload Documents

@ Attestation Search by Consultant Pharmaclst Name

@ Payment Fa

@ Confirmation * Consultant Pharmaclst Name *Consultant Pharmaclst License Number *Consultant Pharmacist Phone Number

* Name of Pharmacy where Pharmaclst Is employed *Pharmacy License Number

Specify details of all registered pharmacists and supportive personnel & pesition title, including owner if registered.

If you need to view, edit or delste any records, click the down armow under action for that specific record

Name NMBOP License Number Email Position/Title  Action

Frecons “

7. On the Questions page, please answer all questions accurately with the most recent
information.
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e
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§
g

Ves
Mo

* Has ail coretmuction boen compiatad?
e

o

= Al s ouiprent, Talinces, S board eguLsbicns pReent, or hos an v

e
Mo

a. To complete the Questions page, select the “Next” button at the bottom right of the
page.
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8. On the Upload Documents page, attach all requested and relevant documents to their

designated column.

RLD Intake

© Introduction Upload Documents

©  Basic Information
. Document Name
©  Facility Information

©  Employee Information
* Complete Retail Pharmacy

© Questions Self-Assessment
@® Upload Documents
@ Attestation * Copy of Policy and Procedures
Manual
® rayment
*  Listing of all pharmacist and
@ confirmation supportive personel

Other Supporting Dacuments

Document Description

Form available frem the RLD
Pharmacy board's website,
under applications and forms
section

Please refer to 16.19.33 NMAC

Include Full names, license
numbers with NMBOP,
positions title, Include owner if
registered.

Coples of judgements and
supporting documents that
could assist in review of the
application

Upload a
New File

23

Uploaded Files Delete.

Freviows “

a. Select the blue upload icon in each section to upload a document.
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RLD Intake
© Introduction Upload Documents

©  Basic Information

Document Description Uploada Uploaded Files Delete
Document Name
©  Facility Information New File
©  Employee Information
* Complete Retail Pharmacy Form available from the RLD =
@ Questions Self-Assessment Pharmacy board's website
under applications and forms
@ Upload Documents section
Attestation * Copy of Policy and Procedures Please refer to 16.19.33 NMAC -
Manual
payment
*  Listing o all pharmacist and Include Full names, license =
Confirmation supportive personel numbers with NMBOP,
positions/titie, Include owner if
registered
Other Supporting Documents Coples of judgements and =
supporting documents that

could assist in review of the
application

[

b. Review the document size and type requirements before uploading, then select the
Upload File button.

Upload

——
c. Select the appropriate document from your files and then select “Open”
€ Open x|
A L > Downloads ~ G search Downloads » 5
Organize ~ New folder =- 0 @ §
Name
il Desktop
g ‘
4 Downloads )
&
9 Documents
-
& |

File name: ] Al Fites

d. The file will notify you when it's completed. Select the “Done” button when it’s

completed.
A B

Upload Files
& Other Supporting Documents.docx o

1 of 1 flie uploaded T

e. You will be able to see your document added and can then select the “Close” option.
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[—
f.  You will be able to see the documents in each section once you have completed the
uploads.

RLD Intake

© Intreduction Upload Documents

©  Basic Information

Document Description Upload a Uploaded Files Delete
- Document Name
©  Facility Information New File
© Employee Information
&
* Complete Retail Pharmacy Form available from the RLD
© Questions Self-Assessment Pharmacy board's website,
under applications and forms
@ Upload Documents section
&
@ Attestation * Capy of Policy and Procedures. Please refer to 16.19.33 NMAC
Manual
® Payment
&
* Listing of all pharmacist and Include Full names, license
@ confirmation supportive personel numbers with NMBOP,
positions/title, Include owner if
registered
§ & Other Supporting ]
Other Supporting Documents Coples of judgements 2nd Documente
supporting documents that

could assist in review of the
application

g. Once all documents are added, select the orange “Next” button.

RLD Intake

Introduction Upload Documents

©  Basic Information

Document Description Upload a Uploaded Files Delete
- Document Name
©@ Facility Information New File
© Employee Information
&
* Complete Retail Pharmacy Form available from the RLD
© Questions Self-Assessment Pharmacy board's website,
under applications and forms
@ Upload Documents section
: &
@ Atestation * Copy of Policyand Procedures  Please refer to 16.19.33 NMAC
Manual
@ Payment
)
* Listing of all pharmacist and Include Full names, license:
@ Confirmation supportive personel numbers with NMBOP,
positions/title, Include owner if
registerad.
y &
Other Supporting Documents Copies of judgements and

supporting documents that
could assist in review of the
application.

9. On the Attestation page, review the statement on the screen. Then select the checkbox to
certify your agreement. After, enter your name and select the “Next” button at the bottom
right.

RLD Intake

@ Prescreening Attestation

@ Introduction
~ Applicatio

@ Baslc Information

@ Jursprudence Exam hereby certify that I am the person described and Identified In this application; this application contalns no wiliful misrepresentation; and

he Information glven by me Is true and completa to the best of my knowledge and bellef.
© Questions further certify I will, upon recelpt, read the Mew Mexlco Dental Health Care Act and Rules and fully understand that I bind myself to ba

governed by them.
@ Upload Documents

*Applicant Name Date
@ Attestation
: 10j07/2025 = ‘

@ Payment
@ Confirmation
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10. On the Payment page, review the notice before making any selections.

RLD Intake

@ PreScreening Payment

@ Intoduction
Select your mode of payment and click "Pay and Submit” to Input your payment Information,
Payments made with a Visa or Mastercard will be charged a 2.5% transaction fee. This Is a fee Imposed directiy by the bank, and no portion of the fee Is pald to or

@  Esslc Information
eollected by the RLD. Payments made by e-check will not result In any transaction fee.

@ Jurisprugence Exam
Note: Only select ‘Operating Transfer If your fea will be pald by ancther New Mexico state agency and you have recelved formal confirmation from the agency that

@ Questions It s transferring the funds to RLD through an operating transfer. Renewals will not be approved until an operating transfer Is confirmed by RLD. If this option s
selected, users can bypass the fee payment.

@ Upioad Documents
Mads of Payment

@ Attestation

® Payment
The amount to be paid is SHll

Confirmation Please click the Pay & Submit button to proceed with the payment.

Pay and Submit

a. Select a Mode of Payment then the “Pay and Submit” button. When selecting either
Credit Card (Visa or Mastercard) or E-Check as your payment method, a new tab will
open directing you to the Cybersource Payment Gateway screen. Please disable any
pop-up blockers to ensure the page opens correctly in the new tab.

Note: Payment is a separate system and your credit card info is not stored or saved by
RLD. Cybersource is a SONM billing platform, and this is not phishing or other
malware. Upon payment completion, you will receive a payment receipt to the email
address you have entered in the Payment Gateway.

RLD Intake
© PreScreening Payment
@ Introduction
Select your mode of payment and click "Pay and Submit” to Input your payment Information.
© Baskc Information Payments made with a Visa or Mastercard will be charged a 2.5% transaction fee. ThisIs a fee Impased directly by the bank, and no portion of the fee Is pald to or

collected by the RLD. Payments made by eheck will not result In any transaction fee.

© Jursprudence Exam
Nate: Only select ‘Operating Transfer’ If your fee will be pald by anather New Mexco state agency and you have recelved formal confirmation from the agency that
@ Questions ItIs transferring the funds to RLD through an operating transfer. Renewals will not be approved untll an operating transfer Is confirmed by RLD. If this option Is
selected, users can bypass the fee payment.
@

Upload Documents

Wode of Payrment
@ Attestation

® Payment

The amount to be paid is S.

Confirmation Please click the Pay & Submit button to proceed with the payment.

Pay and Submit

b. Ensure all required fields are completed and click “Next” button to proceed through
entire payment.
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Review Receipt

Billing Information

First Name =

* Required field

Last Name *

Company Name

Address Line 1

Ccity

Country/Region

| United States of America

State/Province

| New Mexico

;lp.'DostaI Code :
— |

Phone Number *

Email *

| Next |

Cancel Order

Your Order

Total amount $-

11. Once your payment is completed, your application is now complete and will be submitted
for approval. To check the status of your application, please contact your board or division
directly. Please be sure to reference your application number, which begins with PAR- and
can be found at the top of your application.

\ Board o

RLD Intake View

@ Introduction
@  Baslc Information

© Jurisprudence Exam
@ Questions

© Uploaded Documents
@ Attestation

@ Payment

Payment

You have completed the payment.
The amount paid is S.

12. On the home page, the application will appear under My Applications with Submitted

status.
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Licenses & Applications

Application 1D License Typa Application Typa
DJ“.Q-D:':'- _ New
enrcoof ] New
par-ooocl _ New

STATE OF NEW MEXICO
MICHELLE LUJAN GRISHAM, GOVERNOR
Clay Bailey, Superintendent

Applled Date Status Action
10j7/2025 Draft
7/29/2025 Draft

712812025 Submitted View Revlew Checklist
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