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How to: Apply for a License via the Customer Portal  
 

• Log into your customer portal account.  
• If this is your first visit, click to Register for an account. 
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1. On Customer Account Home page, click Apply for or Renew Licenses. 
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2. Click on the license type Newspaper Box.  
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3. Follow the instructions on each page. Enter the required information. Enter the Activity 

Start Date – that is, the date you require the license to be active. Remember Licensing 
staff will need time to process every application. Click Next. 

 
 

4. Select the Business associated with the license. If there is an existing business 
associated with your account, it will be available in the dropdown. Otherwise select New 
Business and fill in all required information. Click Next. 

 
  



                     Customer Portal Series 

      Applying for a License via Customer Portal  

 

 

 

 

 

 
5. At this point, any license specific information will be requested. For a Newspaper Box 

license, you need to select the location(s) from the pop up and click Select. Click Next. 
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6. Once all information is entered click Next. 

 
 

7. Upload any Required documents – in this instance Proof of Insurance is Required and 
includes a short Description to aid you in providing the correct document. 
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8. Once all files are uploaded, click Next.  
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9. Once all required information for the license has been submitted, an overview will 
appear and will include any required fees. You can Save the application, Pay Fees & 
Submit Now, or Pay & Submit Later.  

 

Until the fees are 
paid the application 
remains as a Draft 
and is NOT 
submitted.  

HRM can locate the 
draft in a search but 
it does not appear in 
any queues for 
processing. 
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10. Once the fees are paid, a confirmation screen will appear.  

 
 

11. Return to the home page of the Customer Portal and the application will appear under 
the My Activities tab.  
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