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Creating a New Business License Online 
 

If you have a login, click the “Log In” option. If not, register.  
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If you have a login and forgot what it is or forgot the password, use the email or reset options. You must have access to the email address you used 

when you originally signed up. If you don’t, you will not be able to click the retrieval link. If you’re unsure of the email address you used, you can try to 

register with the email you’d like to use. If you’ve already used that email address, the system will let you know it’s in use. 
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Click on “Apply” at the top, then and choose from the drop-down license categories, or click on ‘All’ to view all options: 
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Select your business category from the list of options and click the “Apply” button next to it. 
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On this page, select your company type.  ‘Corporation’ is for any LLC’s or Corporations, ‘General’ is for all other business.  

If you are applying for a license because you have moved, have changed ownership, or are changing your company type, do not select an existing 

company if you see one on this screen. If you select an existing company, it will pull in all of the information specific to the old record and you won’t 

be able to make any changes to it.  

Create a new business by using the dropdown in the blue tile to select the company type: 

 
Click the plus on the same blue tile (you can see it saved your Company Type): 
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In the next screen, you’ll be adding the location. If you’re inside the City limits, you can use the Search tool on the next page:  

 

 

Add the 
location by 

clicking on the 

“+” 
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Enter the address in the search field and click on the magnifying glass. Once you have the list of options, you’ll need to select the checkbox next to the 

correct address and add it:  

 

                      
 

 

    

 

If the address doesn’t come up, or you’re outside the city limits, you’ll need to add it manually (see next page for this). Please be sure you include the 

full address (including suite numbers, city, state, and zip). 
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Manual entry requires you to fill in the following fields.  If it’s a mailing address, please be sure the ‘Add Address As’ dropdown indicates a mailing 

address. 

(You will not have to fill in this form if you are able to use the address search.) 

 

 
If you have a mailing address that differs from the physical location of your business, you will need to add it to ensure your mail goes to the correct 

address. 
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You will be able to see both addresses, and that one is a location and one is a mailing address. Be sure the “Main Address” box is checked on the 

Location address: 

 

 
 

Click Next 
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Some of the required information is pre-filled (greyed-out areas) from previous entries you’ve made. This info is not changeable. Fill in all required 

fields (it is not necessary to enter the business description—it will require it later—and it’s not needed until the required section later). 

  

You will need to select an industry classification. Sometimes, the easiest way is to put a keyword in the search box. If we find there is a different 

classification and/or multiple classifications that better suit your business type (based upon the description you’ll enter later), we may correct it during 

the review process. Please do your best to select the most accurate option. 
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If you’ve done a search, or you’ve searched by category/subcategory and found the appropriate classification, click the “Select” box and then click the 

“Add Selected” button: 
  

 

In this example, I’m 

searching by ‘Auto’ and 

choosing the best 

option for my business. 
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You’ll end up back at the previous screen. Enter your Business Description, then click “Next”.  
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Add a contact by clicking the + on the blue tile. All business licenses need an Applicant, so it has already been selected from the dropdown: 
 

 
“Click Next”. 

If you have been the contact on a previous business, you may be able to find your contact in our system by searching on the next page after clicking on 

the “+”. If you find yourself, select the existing contact. If the existing contact has a different address linked to it, do not use it. Enter a new contact 

manually. 
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Please put your name, email address and phone number on the contact (as opposed to the business owner). This is so we have contact information 

that pertains to the person who has filled out the application and who can answer questions if any arise. It does not personally obligate you to the 

business. If you wish to also create a contact for the owner, you can create an additional contact, but please be sure one of the contacts you 

use/create is your own if you are not the Owner.  

Any address you put on the contact should be the business address, not your personal address (unless your business is at your place of residence). 
 

 
 

In the next section, please read through and answer all questions that pertain to your business. Some are required, others are for specific types of 

businesses (restaurants, salons, etc).  
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On this page, if you don’t know the zoning of your property, choose ‘Unknown’ from the drop down menu. 
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If you are applying for a type of license that requires additional documentation (i.e. contractor who is required to have a CCB license) you are required 

to attach those additional documents. You may take a clear image of the document and upload it on this page.   

 

If not, please click “Next”. 
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Signature page – If you are ready to submit the application, you need to sign it: 
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After clicking ‘Next’, you will Review and Submit: 
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The next screen looks like this.  

 
 

Add the fee to the cart. If you click “Continue to license”, you will get the following error because we have to approve your submission before you can 

view the actual license. You’ll only be able to see a very brief recap of the submitted license. You can add the fee to the cart from this screen as well: 
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Once you’ve added the fee to the cart, check out: 
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And pay in the final screen: 
 

 
Please keep a copy of your payment receipt.  

 

Once your application is submitted, it goes through a Review process. This can take up to 30 days. If we have questions, we will contact you by either 

email or phone.  


