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HOW TO RENEW A GENERAL BUSINESS LICENSE



HOW TO RENEW A GENERAL BUSINESS LICENSE

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 
RENEW My License for 
EXISTING Business 
from the center of the 
home page or top 
navigation banner on the 
page.
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3. From My Work – My Licenses, locate your license. Click the blue Renew button.
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HOW TO RENEW A GENERAL BUSINESS LICENSE (cont'd)

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

Click Next, to proceed. 
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HOW TO RENEW A GENERAL BUSINESS LICENSE (cont'd)

5.On the More Info 
section, under More Info, 
fields denoted with an 
asterisk (*) must be 
completed.

Click Next, to proceed. 

5



HOW TO RENEW A GENERAL BUSINESS LICENSE (cont'd)
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6. 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.

NOTE: To successfully upload 
the required documents, Please 
do not include special characters 
(example: @, &, - , /, \) in the 
naming convention of the file. 

Click Next, to proceed.



HOW TO RENEW A GENERAL BUSINESS LICENSE (cont'd)
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7. On the Review and 
Submit section, review all 
application details prior to 
clicking Submit to submit 
your application.



HOW TO RENEW A GENERAL BUSINESS LICENSE (cont'd)

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

9. NOTE: An error message will occur if you attempt to put ZERO or skip the Estimated 
Gross Receipts field on the More Info tab. Click the BACK button twice to return to the More 
Info tab to enter the correct Estimated Gross Receipts amount. 
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HOW TO RENEW A GENERAL BUSINESS LICENSE (cont'd)

10. 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. 
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HOW TO RENEW A GENERAL BUSINESS LICENSE (cont'd)

11. Once you are ready to enter 
your payment details, click 
Check Out to proceed to the 
payment screen.

10



Rev 12/2023

For Technical and Non-Technical Issues
Contact ATL311.com or 404-546-0311to create a case.

12. 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. 
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