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\ Application for Substance Abuse Associate (LSAA)

1. Click the “Select” button to the right of the Substance Abuse Associate (LSAA) license type.

Substance Abuse Associate (LSAA)

License for new graduates looking to eventually obtaln the Alcohol and Drug Abuse Counselor LADAC llcense.

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 convenience. This will ensure you don’t
lose 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 questions are answered, you will see the requirements necessary to complete

your application.
@ Basic Information

Dao you hold an active Substance Abuse Assoclate license that Is current and In good standing, Issued by another |urisdictlon (ather than New Mexica)?
Questlons

4 Yes No
@ Upload Documents

** Jurisdictlon means another state, territory or farelgn country ond does not Include New Mexica.
. Attestation

Start Application

@ Payment
@ Confirmation

3. On the Pre-Screening, you will answer questions pertaining to your reciprocity and Military
status.

RLD Intake

Pre-Screening Pre-Screening

Introduction To start your application answer the following questions. Once the questions are answered, you will see the requirements necessary to complete
your application.
Baslc Informatlon

Do you hold an actlve Substance Abuse Assoclate license that Is current and In good standing, Issued by another |urlsdictlon {other than New Maxlco)?

®
[ ]
[ ]
® Questions
[ ]
[ ]
®
[ ]

Upload Documents
** lurisdictlon means another state, terrltory or foreign country and does not include New Mexico.

Attestation
Start Application
Payment

Confirmatlon

a. Ifyou do hold a Substance Abuse Associate (LSAA) license outside of New Mexico
and select “Yes”, you will be prompted with another question regarding your
Military Status. If you have any Military associations matching the question, select
the “Yes” radio button. Otherwise, you can select “No”. You may then proceed using
the “Start Application” button.
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RLD Intake
@ PreSareening Pre-Screening
@ Introduction To start your application answer the following questions. Once the questions are answered, you will see the requirements necessary to complete
your application.
@ Basic Information
Do you hold an active Substance Abuse Assoclote license that Is current and In good standing, Issued by another Jurlsdiction {other than New Mexlcol?
@ Ucensure Information
No
@ Questions
* Jurisdlction means another state, terrltory or forelgn country and does not Include New Mexlco.
@ Upload Documents * Are you a milltary service member, veteran, or the spouse of a person who Is serving In the United States, a surviving spouse of a military service member who at the
time of the member's death was serving on active duty, or a quallfylng child/dependent of a military service member?
@ Attestation
@ Fayment ** Military service member means @ persan who [s:
o serving In the armed forces of the Unlted States as an active-duty member, o In an active reserve component of the armed forces of the United States, Including
@® Confirmation the national guard;

o

the spouse of a person who Is serving in the armed forces of the Unlted Stotes or in an active reserve component of the armed forces of the United States,
Including the national quard, o a surviving spouse of a member who at the time of the member's death was serving on active duty; or
the child of o milltary service member If the child s also a dependent of that person for federal income tax purposes; and

o

Veteran means a person who has recelved an honorable discharge or separation from military service.

| Start Application |

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

RLD Intake
© 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 complete it all at one time.
@ Basic Information
This application will confirm that each individual applying meets all requirements for licensure set by either state statute or regulations governing the profession.
@ Licensure Information These licensing requirements, along with continuing education, regular renewals, and compliance monitoring assist to safeguard the profession and certify that
licensees meet minimum education, training, and health and safety standards to ensure public trust.
® Questions I you have further questions regarding licensure or the Regulation and Licensing Department Boards and Commissions Division, please visit the website
atw d.nm gov/boards-and-commissions/. Each Board and Commission have their own webpage with specific requirements for licensure, continuing education,
@ Upload Documents 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
@® Attestation If you are ready to apply, please click the Save & Next button to begin your application
[#iwamning png
® Payment 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.
@® confirmation

5. On the Basic Information page, verify that all information is valid and up to date.
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8 FreSosening Basic Information

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

b. If No, select the “My Profile” button at the top left to update your information.

Boards and Commissions Division | 2550 Cerrillos Road, Santa Fe, NM 87505
P.0.Box 25101, Santa Fe, NM 87504 | 505-476-4500 | rld.nm.gov



= NNVRLD

NEW MEXICO
REGULATION &
LICENSING DEPARTMENT

BLD Intake

i.

il.

Basic [nformation
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Select the “Edit” button at the bottom right of the page.

My Profile
v P ti
*First Narme Middle Nar Last Narm
Have you ever used anoths orcs relating to your appllcation, educstion, trini be filect
Race uage are you a New Mexdco Resident 2
Date of Birth Gender
(— = [l ~)
Primary Phone No Buslness Phone No
Identifer Type Identifier Number
B ~ | \
v d
Maling Street
ﬂ‘
ay State/Province
Country ZIp Code County (If In New Mexico)

Enter in all relevant updated data and select “Save” at the bottom right when

completed.
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My Profile

-
—
4
ay stte provece
I —
County Coury N Mo

iii. You will need to restart your application to ensure the updated data is listed.
Return to “Step 1: Substance Abuse Associate (LSAA) Application” to
continue.

6. On the Licensure Information Page, this page is only for Reciprocity and Military

a. Ifyou selected “Yes” to any of the questions in the Pre-Screening, you will have an
additional Application section for Licensure Information.

b. A.Select the “Add New” button to begin entering your license information. A smaller
window will then open asking for additional information.

RLD Intake

[Pre-Scrsening Licensure Information

Specify all ac

® o o o
g

¢. Inthe newly opened window, enter your full License Number exactly as it appears
on your out-of-state license. Then use the dropdown to select the State/Territory
that issued your license. You can then enter the Issue Date and Expiration Date in
their respective fields by using the calendar icon. The format for dates is
mm/dd/yyyy. Once your information is entered, select “Save”.
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B

State Licenses

*Licanse Number *Issuing State/Tarritory
| | Select Issuing State/ Tarritory - I
*Issue Date * Expiration Date

d. Ifyou selected “Yes” to the military question in your Pre-Screening, a secondary
question will populate in the Licensure Information section. Use the dropdown to
select your Military Status among Active Duty, Spouse, Dependent/Child,
Retired/Veteran, and Other.

RLD Intake

@ Presoeening Licensure Infarmation

B [Intaducties
Syvacity ail acttvm ficensem I another jacbdiction bn similer profesion
©  Desicinformation I you need o wiew, od or deet By oo, ik ha down BrToe uncer action Tor that spechic oo,

B Liimrms lirmuibon m

® Cuesiors z = =
License Buminer Issuing State Teretory Tssuie Dote Engieation Dot Action

@ Upicod Documents

@ amectation

® Faymen

sanvica mamber, webemn, or 3 My speuss or chie dapsndent?

¥ RGNS @ pErsan KNS

e. With your license information added and your Military Status selected, click “Next”
to proceed with the rest of your application.
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7. Onthe Questions page, please answer all questions accurately with the most recent
information. Please provide any relevant details in the box below any questions marked with
“Yes.” You are also required to upload any related documentation and other supporting
documents on the Uploaded Documents page, later in this application.

a. To complete the Questions page, select the “Next” button at the bottom right of the
page.
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@ Puescrcening

@ Inveductio

@ Baicl

o b
® ouestions

L ]

[ S e

Doy

Questions

iy that you are minimum 21 years ok
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8. On the Upload Documents page, attach all requested and relevant documents to their
designated column.

RLD Intake

©  Prescreering

Introduction

©  Basic Information

©  Licensure Information

Questions

Upload Documents

o

(&)

@ Attestation
® Poyment
°

Confirmation

a.

Upload Documents

Document Name

Document Deseription

Uploaded Flles

* Active Ucensa(s) from

Other Stata(s)

Officlal verification of actve License(s) In smilar
profession In anotner State(s). Photocopy of licensels
notacceptable.

* Attachment D

practice/ lcensing-reglstration-and-renawal

* Officlal Transcripts

Official Transcripts verlfying an associ
higher) In counsaling, counsaling
substance abuse related field from an
Institution.

lagras (or
faldora
accredited

* Attachment C

Supenislon Plan /Attachment C - must be slgned by
board approved supervisor. You can find the forms to
upload at this lnk: Nttps: /www.ricinm gov/boards-and-
commissions/ind s-anc-

practice/llcensing-reglstration-and-renewal/

por
Documents

dassistIn review of
the application.

Select the orange upload icon in each section to upload a document.
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©  Frescrcering Upload Documents

© Introduction

© Basic Information Document Name: Document Description Uploaded Flles

u
o In similar

otocopy of license s

Questions

® o

Upload Documents
Attestation
Payment

* Attachment D

Confirmation

* Attachment C

B E @B B =

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 v C

Organize = New folder

[l Desktop
' Downloads

9 Documents

File name: | | A Files v

Open ‘ Cancel

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

.. Other Supporting Documents.docx
21 K8

1 of 1 file uploadad

e. You will be able to see your document added and can then select the “Close” option.

Upload

[—]

f.  You will be able to see the documents in each section once you have completed the
uploads.

RLD Intake

@  PreScreening Upload Documents

@ Introduction

s Iformation Document Name Document Descrlption Uploaded lles
@ tcensra Information Official verffication of active License(s) In similar
* Active Licensa(s) fom | profassion In another State(s). Photocopy of license s [ ] e &
© Guestions Oter Statels) notacceptable.
@ Upload Documents
@ Atestation Proof af completion of 90 clock hours of sducation and
ralning In the areas of substance abuse counsellng. You
P can find the forme to upload at this link:
o * Attachment D htps:  wwwericlnm gov/ boards-anc- - % o &
° «commissions/individual-boards-and-
Cenfirmation

commissions/counseling-and-therapy-
practicefllcensing-reglstration-and-renewal/

Offical Transcripts verlfying an assocate degra (or
higher) n counseling, counseling related fied or a - R .
* Officll Transcripts substance abuse raiated fisld from an accrediied LA

Institution.

Supervision PlanjAttachment C - must be signed by

board approved supanvisor. You can find tha forms o
upload at this link: Aetps: [ wwwricnm gov/boards-and- ] N

* Attachment C commissions/Individual-boards-and- H i o &

commissionscaunseling anc-therapy-

practiceicensing-reglstration-and-renewal

Other Supporting Any supporting documents that could asslst In review of
Documents the application. =

g. Once all documents are added, select the orange “Next” button.
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© PreScreening Upload Documents

© Introduction

© Baslc Information Document Name Document Description Uploaded Flles

®  Ucansira Informatian Officlal verification of active Licensa(s) In similar

* Active Lcensa(S) rom | 5osecsion In another State(s) Photocopy of licens Is [
Questions Other Statels) not acceptable.

et
[

Upload Documents

Attestation Proof of completion of 90 clock haurs of education and
tralning In the areas of substance abuse counseling. You
can find the forms to upload at this link
Payment ;

* Attachment D https:/fwww.rid.nm.gov/ boards-and-
commisslons/Indlvidual-boards-and-
commisslons/counseling-and-therapy-
practice/licensing-reglstration-and-renewal

13
[«

o o o @

Confirmation

Offictal Transcripts verlfying an assoclate degree (or
higher) In counseling, counseling related field or a P -
* Officlal Transcripts substance abuse related field from an accredited

Institution.

et
[

Supenvision Plan /Attachment C - must be signed by
board approved supervisor. You can find the forms to
upload at this link: https: //wwerld.nm.gov/boards-and- . -
* Attachment C commisslons/Indlvidual-boards-and- &
commisslons/counseling-and-therapy-
practicelicensing-reglstration-and-ranewal |

et
[

Other Supporting Any supporting documents that could assist In review of B
Documents 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

Attestation

& B Information

misrepresentation; and
the Board of

©  Lkensura Infarmation

© Questians

& Upload Documants

@ snestation 1 1 10/23/ 7025 B

i
@ Gonfrrmation

10. On the Payment page, review the notice before making any selections.
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o Scraaning Payment

Introduction
payment and click "Pay

fisa or Mas!
he ALD. Paymarnts mada

diractly by the bank, and no portion of the fee Is pald 1o or

@  Basic Information

©@ Licansure Information
ym the agency that

arating Transfor’ Ifyour e
RLD. If this option s

© Questions o RLD through an
© Upload Documents
@ Aftostatior & pakint
v
) i The amount to be paid is $-
@ Confrmatior Ploasa click tha Pay & Submit button to procaed with the payment
Pay and Submit

a. Selecta 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.

b. 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

© Infroduction

©  Basic Information fee Imposed directly by the bank, and no portion of the fee ks pald to or

@ Lirsnsure [nformation
# Mexlco state agendy and you nave recelved formal confirmation from the agency that
@ Quastions i nct ba approved untll an opsrating trensfer Is confirmed by RLD. 1f this option Is

@ Upload Documents

@  Atfestation

@ Payment

The amount to be paid is 5-

@ Connrmation Piease click the Pay & Submit button to procead with the payment

c. Ensure all required fields are completed and click “Next” button to proceed through
entire payment.
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Billing Information Your Order

* Required field
First Name *

Total amount $-

Last Name *

] |
Company Name

( — |

Address Line 1

| ]
City
| —

Country/Region

| United States of America v

StateiProvince

| Newwexico v

Zip/Postal Code

Phone Number *

|
Email *

| Nemt |

Cancel Order

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.

RLD Intake View

@ Introduction Payment
@  Baslc Information

You have completed the payment.
O irsprudence Eaam The amount paid is Sl

© Questions
© Uploaded Documents

@ Attestation

@ Payment

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

Application 1D Llcense Type Application Type Applled Date Status Actlon
PAR-DC-C-:- New 10/7/2025 Draft
New 7/29/2025 Draft

=)
E
2
=)
=
&

New Ti28/2025 Submitted View Raview Checklist
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