
BUSINESS 
LICENSE 

APPLICATIONS

Upload Supporting 
Documents



STEP 1:
• Click anywhere on Partner under which you have uploaded your 

Business License Application

• When you click on it – block below (webpart) will have all the 
Business License applications that you have uploaded under it.



STEP 2:
Click anywhere on Business License Application that you 
want to complete – block below (webpart) will have all the 
outstanding Supporting Documents that must be uploaded 



STEP 3:
• Click on Action button next to Supporting Document to 

be uploaded.

• Select “Add Business License Application Supporting 
Document (Checklist)”



STEP 4:
• New window will open

• Click on “Choose File”

• Window will open where you can browse files on your PC & select relevant document

• Either “double click” on document or click one and select “Open”

• Submit “Task"



STEP 5:
• Outstanding Supporting 

Document will move to the 
right-hand side to “Supporting 
Document”

• Upload all documents until all 
the documents are under 
“Supporting Documents"



STEP 6:

• Once all Supporting Documents 
have been uploaded – click on 
the three dots (data source) 
next to your Business License 
Application & click on “Submit 
Pre-Check Business License”

• A New Window will open that 
must be submitted

• Your Application will now be 
with the Municipality to check 
your application & generate an 
“Pro-Forma Invoice”
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