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RENEWAL SUBMISSION – GENERAL BUSINESS LICENSES cont’d

2. To renew, click RENEW from the center of 
the home page or top navigation banner on the 
page. 

1. To log in, click Login or Register 
(if you do not currently have an 
account) from the center of the 
home page or top right corner of 
the page. 



RENEWAL SUBMISSION – GENERAL BUSINESS LICENSES cont’d
3. From My Work – My Licenses, locate your license. Click Renew.



RENEWAL SUBMISSION – GENERAL BUSINESS LICENSES (cont’d)

4. The LICENSE DETAILS section displays your License Type and Description.
5. Review for accuracy. (You cannot make changes.)



RENEWAL SUBMISSION – GENERAL BUSINESS LICENSES(cont’d)

6. The RECEIPT DETAILS displays information pertaining to your Gross Receipts/Gross Revenues. 

7. Original Estimated Receipts prepopulates recorded revenue from 
the prior year. 

8. Enter Reported Receipts – Actual Gross Receipts from prior year

9. Allowed Deductions – Remain zero

10. Actual Gross Receipts – Auto-populates as the same as Reported 
Receipts

11. Estimated Receipts – This number is the same as Reported 
Receipts and Actual Gross Receipts.

12. Click Next.  
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NOTE: The information request will vary based on the application you are submitting.



RENEWAL SUBMISSION – GENERAL BUSINESS LICENSES (cont’d)
5. Complete the More Information section of the application and click Next.

13. Enter Actual Number of Employees for 
the Current Renewal Year. 

14. Enter Previous Number of Employees of 
the Last Renewal Year. 

15. Enter Full Name.

16. Enter Title of person in #15.

17. Enter Estimated Gross Receipts.

18. Are you Exempt fro Everify? Select from 
the dropdown Yes or No. 

19. Enter Everify Number, if #18 is No. Enter 
zero “0” if #18 is Yes.

NOTE: The information requested will vary based on the application you are submitting.
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RENEWAL SUBMISSION – GENERAL BUSINESS LICENSES (cont’d)

ATTACHMENTS

20. Upload/Drag and Drop the 
Required Attachments on this 
screen. You will not be able to 
proceed without providing the 
required documents. 

NOTE: The information requested will vary based on the application you are submitting.
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ATTACHMENTS

21. Review all renewal 
application details prior to clicking 
Submit to submit your renewal.

22. Confirmation instructional messages will appear upon submission.

License Number: GBL-000000-2020

TEST COMPANY NAME
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23. Once you are ready to enter 
your payment details, click 
Check Out to proceed to the 
payment screen.

24. Enter your payment 
information to complete your 
transaction.

Once your payment is received, 
your license application can be 
processed.


