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HOW TO APPLY FOR A PERMIT 

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. 

2. To apply, click 
START a NEW 
BUSINESS OR APPLY 
(NEW BUSINESS) 
from the center of the 
home page or top 
navigation banner on 
the page.
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HOW TO APPLY FOR A PERMIT (cont'd)

3. Options to search for the license type you are applying for: 
1. Type the name of the application into the Application Assistant Search Bar and 

click the Search Icon or press Enter on your keyboard. 
2. Select your desired application from the list of available applications.
3. Click Apply to begin the application process.



HOW TO APPLY FOR A PERMIT (cont'd)

4. Click on the dropdown box, to select or 
create the business for this application. 

See Corporation, General Partnership, 
Limited Liability Company, Limited 
Liability Partnership, Non-Profit, Sole 
Proprietorship.

After selecting the company type, click the “+” 
plus icon to start the application process. 
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HOW TO APPLY FOR A PERMIT (cont'd)
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5.On the Locations section, under 
Locations, your residential address 
and business address are required for 
this application to be submitted. The 
initial location defaults to the business 
address.

•Click the + Add location, select an 
address from the GIS database 
or manually enter mailing addresses 
located outside of the Atlanta area.

•In the drop-down select Home 
Address as location type and repeat 
the step above.

After saving your address details, click 
Next. 



HOW TO APPLY FOR A PERMIT (cont'd)

6. 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.

Enter Address Here

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.

Manually Adding an Address 
1. Make sure Address is selected and shown in 

blue, as shown on the image. 

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.
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HOW TO APPLY FOR A PERMIT (cont'd)
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7. On the Type section, under 
Business Details, please complete 
your application in its entirety.

Note: The Company Name is the 
name filed with the state/legal name 
of your business. The DBA is the 
Operating/Trade Name of business.

To prevent a delay in processing, 
enter your business description 
and TIN/Tax I.D. number.



HOW TO APPLY FOR A PERMIT (cont'd)

8. License Type – Verify for accuracy. If  incorrect, 
        cancel application and restart with correct 
        professional type.
 
9. Description – Include the description of the license 
        that corresponds with the license type.

Click Next, to proceed. 
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HOW TO APPLY FOR A PERMIT (cont'd)
10. On the Contacts section, under Contacts, to add the required Licensee, 
click + Add Contact on the Licensee card. To add all owners of the business,
select Business Owner from the drop-down list on the additional card.
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11. Add a contact by entering a Name, Email, or Company in 
the Search Bar or click Enter Manually to enter the contact 
details manually. After adding the Contact Type and Contact, 
Click Next, to proceed. 

*One or more contacts are REQUIRED. You can use a contact 
more than one time. Contact record must include address.



HOW TO APPLY FOR A PERMIT (cont'd)
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12. On the Attachments section, under 
Attachments, to add a document, select 
the attachment type, click + Add 
Attachment and upload the document from 
your computer.

You will not be able to proceed without 
providing the required documents.

Click Next, to proceed.

NOTE: You can click Save as Draft to save your 
application until you have the required documents. 
To return to application, locate draft or template. 
Click on username in top right corner. Select 
Saved Work. Select My Templates or My Drafts 
tab.



HOW TO APPLY FOR A PERMIT (cont'd)
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13. On the More Info section, under 
More Info, please accurately answer 
all questions in detail. Failure to 
complete the required and/or non- 
required fields may result in a 
processing delay.

Click Next, to proceed. 



HOW TO APPLY FOR A PERMIT (cont'd)
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14. On the Signature section, 
under Signature, type your name 
to provide consent. 

15. Slide the blue tab to enable 
Type Signature. Type applicant’s 
name.

 Click Next, to proceed.



HOW TO APPLY FOR A PERMIT (cont'd)
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16. On the Review and Submit section, review all application details prior 
to clicking Submit to submit your application.

17. After clicking the submit button, a confirmation 
message will appear with a link to your pending license. 
Click Continue to License, to proceed. 



HOW TO APPLY FOR A PERMIT (cont'd)
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18. Your License Number 
will appear in the top left 
corner. 

Note message on pink 
banner(messages may vary from the 
messages shown)

The Status of your 
application is in the blue 
shaded section. 



HOW TO APPLY FOR A PERMIT (cont'd)

19. When the Billing team has 
completed processing your 
application, your invoice can 
be found on the My Work tab, 
under My Invoices. Select the 
invoice, click Add to Cart to 
pay applicable invoice, select 
Check Out.

20. From the shopping cart, 
you can Remove the invoice 
or select Check Out to 
proceed to the payment 
screen.
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For Technical and Non-Technical Issues
Contact ATL311.com or 404-546-0311to create a case.

21. Enter your payment information to  
complete your transaction. Select Pay Now 
to process your payment. 

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

HOW TO APPLY FOR A PERMIT (cont'd)
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