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Minnesota Board of Nursing Auto Verification Service – Overview 

The Minnesota Board of Nursing’s Auto Verification service enables subscribers to receive information about the status 
of any registered nurse, licensed practical nurse, or advanced practice registered nurse with a license in Minnesota. 

 
After signing up for the service, subscribers receive a daily email message which lists selected changes to the 
licensees’ records. 

 
Changes tracked 

 
The service notifies subscribers when the following changes are made to a licensee’s record: 

 
• License is renewed 
• License expires 
• License is reregistered (returned to Active status after the license has expired) 
• Disciplinary action is taken 
• Disciplinary action is resolved 
• Name change requested by licensee is submitted 
• APRN certification is renewed 
• APRN certification expires 

 
Subscription levels 

 
Subscribers are charged a fee based on the number of licensees included in the subscription. The current subscription 
levels and fees are: 

 
Cost Number of licensees tracked 
$100 1-100 Licenses 
$225 101-500 Licenses 
$350 501-1000 Licenses 
$475 1001-2000 Licenses 
$600 2001-3000 Licenses 
$725 3001-4000 Licenses 
$850 4001-5000 Licenses 
$1000 5000+ Licenses 

 
A subscription lasts for one year from the date that the subscription payment is received by the Board of Nursing. 
During the year, subscribers can add and delete licensees from the subscription. (The maximum number of licensees in 
a subscription is the number of licensees tracked at any one time.) 
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Functionality 
 

Each subscription is associated with a single administrative user account that has the ability to add and remove 
licensees from the subscription, change the list of notification recipients, and renew the subscription. The account 
that is used to set up the subscription in the “Signing up for a subscription” section below will be set as the 
administrative user for the account. 

 
If your organization needs to change the administrative user after the subscription has been created, contact David 
Jacobsen (david.jacobsen@state.mn.us), the Board’s Auto Verification Service subscription administrator, for 
assistance. 

 
Signing up for a subscription 

 
An organization that wishes to sign up for a subscription must register on the Board of Nursing’s Online Services 
website at: https://mbn.hlb.state.mn.us/#/login 

 
1) On the login page, select Register to Access Site. 

 
2) From the list of registration types, select New Organization. 

 
3) Enter the name of your organization and an email address and click the “I’m not a robot” box. 

 
4) After the verification result is successful, you can create an account. This account will be the administrative 

user account for the subscription. 
 

5) Log in using the username and password that you created. 
 

6) On the General card, select “Create Autoverification Subscription”. 
 

7) Select the subscription level (the number of licensees that you wish to track). 
 

8) Enter the contact information for the administrative user. The email address that you enter here will be the 
Board’s contact for notifications regarding the subscription (such as changes or updates to the service and 
subscription renewals). 

 
9) Review the subscription level that your organization has selected and check the “I affirm…” box. 

 
10) The Fee Information page displays the subscription fee. Select Proceed to Checkout to add the fee to your 

cart. 
 

11) On the Your Cart page, select Proceed to Payment. You will be directed to the US Bank website to enter 
your credit card information and complete the transaction. 

 
12) Log in with the administrative username and password. On the Profile Information page, you will see an Auto 

Verification Service tab; clicking on the tab will allow you to make changes to the subscription. 
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  Adding Licensees to a Subscription 
 

After your organization’s subscription has been successfully created, the administrative user can add licensees to the 
subscription and enter the list of recipients at the organization who will receive the notification messages. 

 
Note: To add licensees to the subscription, you will need to enter the licensee’s RN, LPN or APRN license number. 

 
1) The Auto Verification card displays information about your subscription, including the subscription 

level, subscription expiration date, and the number of license records that are included in your 
subscription. 

2) To add a licensee to your subscription: 
a. On the Auto Verification card, click the More button. 
b. On the Auto Verification page, click the “ + “ on the right side above the “Licenses in Subscription” 

section. 
c. Enter the license type and the license number for the individual that you wish to add and click the 

Search button. 
d. If the search details match the licensee you wish to add, click the Add button at the bottom of the 

window. 
3) To search for licensees in your subscription: 

a. Enter the search criteria and click the Search button. 
b. When the result is returned, click on the “ > “ in the row to open the record. 
c. Click the Print button to display a record that can be printed. 

4) To delete the record from your subscription: 
a. Click the trash can icon on the far right of the record. 
b. Enter the date that you want the license record removed from your subscription (to remove it 

immediately, enter the current date). 
 
 
  Renewing your subscription 
 

When it is time to renew your subscription, click the Renew button and follow the steps to renew by using a credit 
card. 

 
During the renewal process you will confirm your subscription level, and submit the subscription fee using the US 
Bank payment website. 

 
The renewal period begins approximately 30 days before your subscription is set to expire. 
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  Notifications 
 

After you have signed up for a subscription, contact David Jacobsen, the Board of Nursing’s Auto Verification 
Service administrator, at David.jacobsen@state.mn.us.  Include the email addresses for the people in your 
organization who should receive the notification messages. 
 
Notifications are sent out shortly before 4:00 am Central time and include changes that were made to the 
licenses in your subscription on the previous day. 

 
Currently, the format of the notifications is a PDF report, which is included as an attachment to the email notification 
message. The report lists the changes and also includes a date/time value which indicates the date and time that the 
report was generated and sent. 

 

 

(Note – the report will include the licensee’s last name – they are redacted from this example) 

 
  Questions 
 

If you have questions about your subscription, contact David Jacobsen, the Board of Nursing’s Auto Verification 
Service administrator, at david.jacobsen@state.mn.us. 
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