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Introduction 
This guide is intended for users of the Web-Based Licensing (WBL) online Form 313 portal. It provides step-
by-step instructions for logging in, navigating the system, and creating, amending, and renewing license 
records. 

Logging Into the Web-Based Licensing System 
The Web-Based Licensing (WBL) system is part of the Integrated Source Management Portfolio (ISMP) and is 
accessed via the internet from the U.S. Nuclear Regulatory Commission (NRC) public page at 
https://www.nrc.gov/security/byproduct/ismp/wbl.html. 

 
To login to WBL: 

• Visit https://www.nrc.gov/security/byproduct/ismp/wbl.html and click on the Login button below the 
WBL logo. 

 

 
 

• Accept the warning message to continue to the WBL home page. 

 

https://www.nrc.gov/security/byproduct/ismp/wbl.html
https://www.nrc.gov/security/byproduct/ismp/wbl.html
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Users are required to acknowledge the ISMP Rules of Behavior (ROB) annually and complete the ISMP 
Security Awareness Training (SAT). Upon logging in, users will be prompted to check the corresponding boxes 
and click “Save” before continuing.  

 

 

 

Creating a New Application of the 313 Form 
Step 1: Create an application 

Select the Create an Application for Materials License button. 

 

Step 2: Select new license 

Make sure that the New License radio button is selected. 
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Step 3: Applicant tab 

Scroll down to the Applicant tab. 

 

 
Fill in the required information for this tab.  
 Note: The Applicant Name is the name of the organization  
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When all information is entered, select the Save and Continue button and click Next (at the top or bottom of 
the section) to move onto the next tab or click on the next tab header. 

 

Step 4: Locations tab 

The information entered on this tab is the address(es) where the licensed materials will be used or 
possessed. Users have the option to manually type in the location address(es) or upload the information in 
the Attachments tab.  

 

To add a location manually, select the add location button. 

 

Below is an example of the required information for this tab. 
Note: If the location of the material is the same as the applicant address, select the Same as 
Applicant Address button to load the pre saved information from the previous tab. 
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When all information is entered, select the Save button. Below is an example of what the screen should look 
like after the information is saved. 

 

Select the Next button at the bottom of the screen to continue to the next tab or click on a tab header. 

 

 

Step 5: Materials tab 

The information entered on this tab is the radioactive material and the purpose for which the licensed 
material will be used. Users have the option to manually type in the materials or upload the information in 
the Attachments tab.  
 

 

To manually add a material, select the Add Material button. 

 

Below is an example of the required information for this tab. 
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When all information is entered, select the Save button. Below is an example of what the screen should look 
like after the information is saved. 

 

Select the Next button at the bottom of the page to continue to the next tab or click on a tab header. 

 

Step 6: Individuals tab 

The information entered on this tab is the individual(s) responsible for the radiation safety program and their 
training and experience. Users have the option to manually type in the individual information or upload the 
information in the Attachments tab.  
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To add an individual, select the add individual button. 

 

Below is an example of the required information for this tab. 

 

When all information is entered, select the Save button. Below is an example of what the screen should look 
like after the information is saved.  

 

Training information may be added as an attachment in the Attachments tab. 

Select the Next button at the bottom of the page to continue to the next tab or click on a tab header. 
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Step 7: Other Information tab 

No information can be added to this tab at this time. This information is added in the Attachments tab. 

 

Select the Next button at the bottom of the page to continue to the next tab or click on a tab header. 

 

Step 8: Attachments tab 

To add an attachment, click on the add attachment button. 

 

Below is an example of the required information for this tab. Note: Only PDF files are accepted. The system 
will not accept locked PDFs. A locked PDF is a file that is password-protected or restricted from printing, 
copying, or editing. Please limit attachment file size to 50 MB. If the document exceeds 50 MB, you may 
either break it into smaller PDF files under 50 MB each and upload them separately, or contact the agency 
(via the WBL Help Desk) for additional instructions. 
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The attachments to be added in this tab includes the listed required information from the “other 
information” tab. This is the facilities and equipment information, radiation safety program information, and 
waste management information, as appropriate.  

Below is an example of what the screen should look like after the attachments are uploaded. The Generated 
Application Package section at the bottom of the screen will display a file once the draft application package 
is generated from the Review and Certification tab. 
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Select the Next button at the bottom of the page to continue to the next tab or click on a tab header. 

 

 

Step 9: License Fees tab 

The information entered on this tab is the license fee category and amount. 

 

Follow the instructions and enter the Fee Category and amount paid through Pay.gov. 
Note: If you are unsure of the fee category or payment amount you may leave this section blank and submit 
your application. An NRC license reviewer will help determine the correct fee amount after receiving your 
application. 
 
New applicants need to include their Taxpayer Identification Number (TIN).  The NRC Form 531 is hyperlinked 
for convenience and must be uploaded to the Attachments tab (the form itself does not need to be signed). 
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The Show an Example button provides further instruction on how the License Fee Category is determined as 
well as the fee amount to be paid. 

 

 
To make a payment please pay through Pay.gov and record the amount paid in the “Amount paid through 
Pay.gov” field. 

 

When all information is entered, select the Save button and the Next button at the bottom of the screen. 

 

Step 10: Review and Certification tab 

This tab is used to do a final check of the previously entered information and to see what the completed 
application package will look like. Select the Generate Application Package button to create a pdf version of 
the completed license to check if any changes are needed before signing the application. 
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Below is an example of the completed draft application pdf. 

 

Once this file is generated, it is saved in the attachments tab. If changes need to be made, delete the file and 
make the necessary changes in the other tabs, then generate the new draft. 
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After the pdf has been reviewed and the information has been verified as correct, return to the Review and 
Certification tab and enter the Certifying Officer applicable information and click the Save button. 

 

A “Data Saved Successfully” message will appear at the top of the screen. 

 

When ready to sign and submit the application, select the “I have reviewed the application form and I am 
ready to certify and digitally sign it” button. The Submit Date will automatically populate. 

 

Click the Submit for Digital Signature button. 

A warning message will appear to ensure that once the application is signed, it is locked and changes can no 
longer be made.  Click the OK button if you are ready to proceed with signing the application. 
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Once the OK button is clicked, it will return you to the Application Status page. 

 

 

Step 11: Status Check 

The application status can be seen by clicking the Application Status button on the home page. 
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The status notes that the document is “Awaiting Digital Signature.” 

 
A pdf of the license application can be found on the status page as well. 

 

Step 12: Digital Signature 

An email from ISMP Help Desk via DocuSign will be sent within 20 minutes after submitting the application 
for signature. The email might get sent to junk mail or spam folder, so be sure to check.  If the email does not 
arrive within 20 minutes, contact the WBL Help Desk at 1-877-671-6787 or WBLHelp.Resource@nrc.gov for 
further assistance. 

 

 

 

mailto:WBLHelp.Resource@nrc.gov
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When the email arrives, click the Review Document button. 

 

A message will appear asking to digitally sign the completed application.  Click the Continue button. 

 

The application will appear on the screen for review.  Click the Start button at the top of the screen. 
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Fill in the Certifying Officer Name and Title. 

Digitally sign the document as prompted. Click the Sign icon. 

 

Click the Adopt and Sign button when ready. 
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Click the Finish button.  

A prompt will appear indicating that the copy of the sign document will be emailed and that the document 
can be downloaded or printed as well. Click the Continue button. 

 

An email will be sent from DocuSign with the completed document.  Click View Completed Document. 
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The completed signed document will appear. Click the Close button. 

 

An acknowledgment email will be sent approximately 20 minutes after the application is signed, confirming 
that the NRC has received it and that it has been forwarded to the appropriate NRC staff for initial processing.  
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In the Application Status page, the document status now appears as Submitted. 

 

This completes the instruction on the creation and submission of a new 313 Form. 
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Creating an Amendment Application of the 313 Form 
Step 1: Create an application 

Select the Create an Application for Materials License button. 

 

Step 2: Select Amendment 

Select Amendment to License Number: and select the applicable license number from the dropdown menu. 
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Step 3: Applicant tab 

Scroll down to the Applicant tab. 

 

Below is an example of the information that is autopopulated in the fields from the active license record. 

 

When all information is reviewed and/or modified, select the Save and Continue button and click Next (at the 
bottom of the screen) to move onto the next tab. 
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Step 4: Locations tab 

The information entered on this tab is the address(es) where the licensed materials will be used or 
possessed. 

 

Again, the locations will be prepopulated based on what is currently authorized on the active license.  

 

To add a new location, select the Add Location button. To edit a current authorized location, use the Edit 
button. Users have the option to manually type in new locations, edit existing locations, or upload the 
information in the Attachments tab. Click the Save button when completed. 
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 To remove a current authorized location use the Remove button. A warning message will be displayed to 
ensure deletion of the location.  Click the OK button if agree to the deletion. 

 

Select the Next button at the bottom of the screen to continue to the next tab. 

 

Step 5: Materials tab 

The information entered on this tab is the radioactive material and the purpose for which the licensed 
material will be used. 

 

Again, the materials will be prepopulated based on what is currently authorized on the active license.  
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To add a new material, select the Add Material button. To edit a current authorized material, use the Edit 
button. Users have the option to manually type in new materials, edit existing materials, or upload the 
information in the Attachments tab. Click the Save button when completed. 

 

To remove a current authorized material use the Remove button. A warning message will be displayed to 
ensure deletion of the material.  Click the OK button if agree to the deletion. 

 

Select the Next button at the bottom of the screen to continue to the next tab. 
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Step 6: Individuals tab 

The information entered on this tab is the individual(s) responsible for the radiation safety program and their 
training and experience.  

 

Again, the individuals will be prepopulated based on what is currently authorized on the active license.  

 

To add a new individual, select the Add Individual button. To edit a current authorized individual, use the Edit 
button. To remove a current authorized individual, use the Remove button. A warning button will appear 
when you click Remove. Users have the option to manually type in new individuals, edit existing individuals 
or upload the information in the Attachments tab. Click the Save button when completed. 
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Select the Next button at the bottom of the screen to continue to the next tab. 

 

 

Step 7: Other Information tab 

No other information should be added to this tab at this time. This information is added in the next tab. 

 

Select the Next button at the bottom of the page to continue to the next tab. 

 

Step 8: Attachments tab 

Step 8: Attachments tab 

To add an attachment, click on the add attachment button. 
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Below is an example of the required information for this tab. Note: Only PDF files are accepted. The system 
will not accept locked PDFs. A locked PDF is a file that is password-protected or restricted from printing, 
copying, or editing. Please limit attachment file size to 50 MB. If the document exceeds 50 MB, you may 
either break it into smaller PDF files under 50 MB each and upload them separately, or contact the agency 
(via the WBL Help Desk) for additional instructions. 

 
 

The attachments to be added in this tab includes the listed required information from the “other 
information” tab. This is the facilities and equipment information, radiation safety program information, and 
waste management information, as appropriate.  

Below is an example of what the screen should look like after the attachments are uploaded. The Generated 
Application Package section at the bottom of the screen will display a file once the draft application package 
is generated from the Review and Certification tab. 
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Select the Next button at the bottom of the page to continue to the next tab. 

 

Step 9: License Fees tab 

The information entered on this tab is the license fee category and amount. 

 

Certain amendments that expand the scope of an existing license – resulting in a new or higher fee category – 
will require a fee.  If a fee is required, follow the steps noted in Step 9: License Fees tab of “Creating a New 
Application of the 313 Form.” 

Step 10: Review and Certification tab 

This tab is used to do a final check of the previously entered information and to see what the completed 
license will look like. 

Follow the steps noted in Step 10: Review and Certification tab of “Creating a New Application of the 313 
Form.” 

Step 11: Status Check 

Follow the steps noted in Step 11: Status Check of “Creating a New Application of the 313 Form.” 

Step 12: Digital Signature 

Follow the steps noted in Step 12: Digital Signature of “Creating a New Application of the 313 Form.” 
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Creating a Renewal Application of the 313 Form 
Step 1: Create an application 

Select the Create an Application for Materials License button. 

 

Step 2: Select Renewal 

Select Renewal to License Number: and select the applicable license number from the dropdown menu. 
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Step 3: Applicant tab 

Scroll down to the Applicant tab. 

 

Below is an example of the information that is autopopulated in the fields from the active license record. 

 

When all information is reviewed and/or modified, select the Save and Continue button and click Next (at the 
bottom of the screen) to move onto the next tab. 

Step 4: Locations tab 

The information entered on this tab is the address(es) where the licensed materials will be used or 
possessed. 
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Again, the locations will be prepopulated based on what is currently authorized on the active license.  

 

To add a new location, select the Add Location button. To edit a current authorized location, use the Edit 
button. Users have the option to manually type in new locations, edit existing locations, or upload the 
information in the Attachments tab. Click the Save button when completed. 
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To remove a current authorized location use the Remove button. A warning message will be displayed to 
ensure deletion of the location.  Click the OK button if agree to the deletion. 

 

Select the Next button at the bottom of the screen to continue to the next tab. 

 

Step 5: Materials tab 

The information entered on this tab is the radioactive material and the purpose for which the licensed 
material will be used. 

 

Again, the materials will be prepopulated based on what is currently authorized on the active license.  
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To add a new material, select the Add Material button. To edit a current authorized material, use the Edit 
button. Users have the option to manually type in new materials, edit existing materials, or upload the 
information in the Attachments tab. Click the Save button when completed. 

 

To remove a current authorized material use the Remove button. A warning message will be displayed to 
ensure deletion of the material.  Click the OK button if agree to the deletion. 

 

Select the Next button at the bottom of the screen to continue to the next tab. 
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Step 6: Individuals tab 

The information entered on this tab is the individual(s) responsible for the radiation safety program and their 
training and experience.  

 

Again, the individuals will be prepopulated based on what is currently authorized on the active license.  

 

To add a new individual, select the Add Individual button. To edit a current authorized individual, use the Edit 
button. To remove a current authorized individual, use the Remove button. A warning button will appear 
when you click Remove. Users have the option to manually type in new individuals, edit existing individuals 
or upload the information in the Attachments tab. Click the Save button when completed.

 

Select the Next button at the bottom of the screen to continue to the next tab. 
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Step 7: Other Information tab 

No other information should be added to this tab at this time. This information is added in the next tab. 

 

Select the Next button at the bottom of the page to continue to the next tab. 

 

Step 8: Attachments tab 

To add an attachment, select the add attachment button. 
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Below is an example of the required information for this tab. Note: Only PDF files are accepted. The system 
will not accept locked PDFs. A locked PDF is a file that is password-protected or restricted from printing, 
copying, or editing. Please limit attachment file size to 50 MB. If the document exceeds 50 MB, you may 
either break it into smaller PDF files under 50 MB each and upload them separately, or contact the agency 
(via the WBL Help Desk) for additional instructions. 

 

The attachments to be added in this tab includes the listed required information from the “other 
information” tab. This is the facilities and equipment information, radiation safety program information, and 
waste management information, as appropriate.  

Below is an example of what the screen should look like after the attachments are uploaded. The Generated 
Application Package section at the bottom of the screen will display a file once the draft application package 
is generated from the Review and Certification tab. 
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Select the Next button at the bottom of the page to continue to the next tab. 

 

Step 9: License Fees tab 

The information entered on this tab is the license fee category and amount. 

 

Certain renewals that expand the scope of an existing license – resulting in a new or higher fee category – will 
require a fee.  If a fee is required, follow the steps noted in Step 9: License Fees tab of “Creating a New 
Application of the 313 Form.” 

Step 10: Review and Certification tab 

This tab is used to do a final check of the previously entered information and to see what the completed 
license will look like. 

Follow the steps noted in Step 10: Review and Certification tab of “Creating a New Application of the 313 
Form.” 

Step 11: Status Check 

Follow the steps noted in Step 11: Status Check of “Creating a New Application of the 313 Form.” 

Step 12: Digital Signature 

Follow the steps noted in Step 12: Digital Signature of “Creating a New Application of the 313 Form.” 
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