HOW TO SUBMIT A CHANGE OF ADDRESS

For Technical and Non-Technical Issues
Contact ATL311.com or 404-546-0311 to create a case.
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HOW TO SUBMIT A CHANGE OF ADDRESS
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https://atlantaga-energovweb.tylerhost.net/apps/selfservice#/home
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HOW TO SUBMIT A CHANGE OF ADDRESS (cont'd)

Dashboard Home  BeforeYou Get Started TSR TSR =T = Renew MyWork Paylnwoices Map  Search@Q  Calendar 0

2. From your Dashboard, navigate to
Apply (New Business).

Application Assistant

I Change of Address|

Business License Request - Change of Address

. N 3. Type Change of Address or
Address into the Application
Assistant Search bar and click the
Application Assistant Search Icon or press Enter on
acress your keyboard.

Business License Request - Change of Address

4. Select Business License
Request — Change of Address.

Application Assistant
5. Click Apply to begin the
I Business License Request - Change of Address I B . .
application process.
_ I Trending o My History B LICENSES B PERMITS
Show Categories Show My Templates
Business License Request - Change of Address I Apply l
Category Mame: Description:
Business License Requests Business License Request - Change of Address
_____________________________________________________________________________________________________| 3




HOW TO SUBMIT A CHANGE OF ADDRESS (cont'd)

Apply for License - Business License Request - Change of Address Dashboard Home  BeforeYouGetStarted  Apply (NEWBusiness) Renew  MyWork  Paylnvoices Map

Select or create the business for this application " " .
PP Apply for License - Business License Reguest - Change of Address

Chip's Food Services - ... Chip Rubble Temporar... Chip Rubble Testing1 -...
il il il
Locations
Sole Proprietorship General Partnership Limited Liability Company
Status: Compliant Status: Compliant Status: Submitted
300 Stop Atlanta GA 30303 ... 300 Stop Atlanta GA 30303 ... 300 Stop Atlanta GA 30303 ... LOCATIONS
Newspaper Publishers Temporary Help Services Tax Preparation Services

To remove the old business location select REMOVE. Click on the BLUE ICON to add the new location. Verify/Add mailing address.

Type: Business Location Business Location v
6. Select your Company to which the -
address change applies. Main Address 2 Location

7. Select the tile with the old address. +

Select Remove.
8. Select the second tile to add new address.

a. Click the white (+) plus sign to Add Location. Select the type of location you are adding from the
dropdown menu.

b. A new window will open for you to enter your address details.

c. After saving your address details, click Next. (Repeat, if a mailing address change is needed t00.)
*Mailing addresses are required.
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HOW TO SUBMIT A CHANGE OF ADDRESS (cont'd)

d. There are two different methods for
adding an address to your business
account: You can search our GIS records
for an address, or you can enter the
address manually.

Searching for an Address

1. Make sure Address is selected and
shown in blue, as the image to the
right.

2. Enter the address in the search bar and
click the search icon or press Enter on
your keyboard.

3. Returned results will be displayed
below the search bar.

Add Location

Add Address As Business Location  w

‘Enter Manually

Address Information

Manually Adding an Address

Search

1. Make sure Address is
selected and shown in blue,
as the image to the right.

2. Click Enter Manually and
complete the address fields.
Save your address to
proceed.

Note: Enter Address field is
another field used to search for
an address. Skip this field when
adding an address manually.



HOW TO SUBMIT A CHANGE OF ADDRESS (cont'd)

o 2
9. License Type — Verify for accuracy. Should Type
show Business License Request — Change of BUSINESS DETAILS
Address.
10. Description — Enter the description of the "CompanyName | crp Rubble Temporary Services - TEST
license that corresponds with the license type. Business
11. Estimated Receipts — SKIP (This
application is used only for change of DBA
address.) *Location Commercia

LICENSE DETAILS

* License Type

Description Temp Services

Create Template



HOW TO SUBMIT A CHANGE OF ADDRESS (cont'd)

CONTACTS

Review Contacts and select NEXT.

Representative of the Licensee
Business
Add

elect Type
& Contact

Chip Rubble TEST?%(You)

300, Stop St 300, Stop St, Atl... +
300, Stop St 300, Stop 5t, Atl...

pr—

Create Template Save Draft m

12. Update Contacts (if needed)
a. Select Remove to delete the old contact record.
b. Select the contact type from the dropdown menu, then click
the white plus sign “+” to Add Contact for new contact.

Chip Rubble TEST%(You)

*Applicant contact record must include address.




HOW TO SUBMIT A CHANGE OF ADDRESS (cont'd)

13. More Information
a. Enter the complete Old Address.
b. Enter the Effective Date of Change.
c. Is the above location associated with an alcohol license? Yes/No

Apply for License - Business License Request - Change of Address ‘REQUIRED

Locations Type Contacts More Info
MORE INFO
| Top | Main Menu
‘Old Address 300 STOF St
Atlanta, GA 30303
P
“Effective Date of Change 12/12/2022 =

Is the above address associated with an Alcohol License?

No o




HOW TO SUBMIT A CHANGE OF ADDRESS (cont'd)

14. Upload/Drag and Drop the Required Attachments (if applies) on the next screen. You will not
be able to proceed without providing the required documents.

Attachments

Please attach any supporting document.

‘ Select Type v

Add Attachment

+

Supported: .pdf, jpg, .png, jpeg,
.gif, Aiff, doc, .docx, xs, xlsx,
Aext, dwg, zip, .csv, rtf, dbef,._

NOTE: You can click Save as Draft to save your
application until you have the required documents.



HOW TO SUBMIT A CHANGE OF ADDRESS (cont'd)

15. Signature SIGNATURE
a. Type your name to provide CONSENt. mmmaemgoottn - oo orediocompeieisiomandiofiebestolmyinovicdie sndbelit isa e omectand compiee
b. Slide blue tab to enable Type Pless type your name a consent o electroricllysgn this sppicaton e
Signature. Type applicant’'s name. E,,amems.-sm@l I
Cip Ruboi

January, 19 2023

_ Clip Rubible

Back Create Template Save Draft
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HOW TO SUBMIT A CHANGE OF ADDRESS (cont'd)

Apply for License - CPA *REQUIRED

16. Review all application details

prior to clicking Submit to o o o o & @ ®

Su bm it you r appl ication . Locations Type Contacts Mere Info Attachments Signature Review and Submit

Dashboard Home  Before You Get Started  Apply (NEW Business)

v Your license application was submitted successfully. Please click the Add to Cart button to pay for the invoiced fees to complete the process.

17. A confirmation me
License Number: GBL-0123-18308 18. Click Add to Car

= License cannot be printed at this time. License has unpaid fees.
= License cannot be printed at this time, License has not been issued.

License Details | Tab Elements | Main Menu

License Details
License Type: Business License District: Applied Date: 01/19/2023
Request - Change of
Address
Account Number: Issued By: Administrator, System Period Start Date:
Status: Fees Dus Expiration Date:
Description: Temp Services

For Technical and Non-Technical Issues
Contact ATL311.com or 404-546-0311 to crea
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