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

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

3. Select Business License 
Request – Change of Address.

4. Click Apply to begin the 
application process.

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



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

5. Select your Company to which the 
address change applies.

6. Select the tile with the old address. 
Select Remove.

7. 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 too.)

*Mailing addresses are required.



HOW TO SUBMIT ACHANGE 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.

Manually Adding an Address
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)

8. License Type – Verify for accuracy. Should
show Business License Request – Change of
Address.

9. Description – Enter the description of the
license that corresponds with the license type.

10. Estimated Receipts – SKIP (This 
application is used only for change of 
address.)



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

11. 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.

*Applicant contact record must include address.



HOW TO SUBMIT A CHANGE OF ADDRESS (cont’d)
12. 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



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

13. 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.

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)

14. Signature
a. Type your name to provide consent.
b. Slide blue tab to enable Type 

Signature. Type applicant’s name.
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HOW TO SUBMIT A CHANGE OF ADDRESS (cont’d)

15. Review all application details 
prior to clicking Submit to 
submit your application.

16. A confirmation message will appear.
17. Click Add to Cart to pay invoice.

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