
                      Customer Portal Series 

      Sidewalk Café License Application 

 

 

 

 

 

How To: Sidewalk Café License Application 
A Sidewalk Café is a deck, patio, ramp, temporary sidewalk or a group of chairs/tables situated 
on a street or sidewalk for the consumption of food/beverages sold to the public.  

Seasonal Cafés can be open from April 15 through to November 15. 

Annual Cafés are renewable and can be open throughout the year.  

 

NOTE: Café construction is NOT permitted before the License is Issued – also known as a 
Letter to Construct.  

 

1. From the Home page of the Customer Portal, select Apply for or Renew Licenses. 
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2. Select the type of Sidewalk Café Seasonal or Annual. For this example, we will be using 

a Seasonal Café.  

 
 

3. Enter the date you wish to open your sidewalk café – any time after April 15 until 
November 15. Click Next. 
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4. Enter the information for a New Business (see the job aide) or select your Existing 

Business from the dropdown. Click Next. 

 
 

5. Answer all the questions on the next page. Answering particular questions will trigger 
additional questions be added to the page. Click Next. 
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6. Upload all Required documents and click Next. The required documents will be updated 
depending on the answers from the previous page. For more information on uploading 
documents see the job aide.  
 

 
 

  



                      Customer Portal Series 

      Sidewalk Café License Application 

 

 

 

 

 

7. A page providing an overview of all the information is shown. Once you confirm 
everything is correct, click Submit Now. If you need to make changes click the Back 
button until you reach the page you need. 
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8. If fees are required, the application will be returned to you through the Customer Portal 

for payment. For more information on payment of fees, see the job aide.  

 
 

9. A confirmation page will appear next.  

 
 

10. The application will show as Submitted. 
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11. Once municipal staff have reviewed the application, fees will be added to the application 

and returned to you for payment. The application will show as Application Incomplete. 
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12.  Click Next until you reach this screen. Using the job aide for fees payment, complete the 
process and submit the updated application. 
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13. After payment is submitted and all reviews by municipal staff have been completed, the 
application will be returned to you via a “letter to construct”. This will appear on the home 
page as Additional Info Required. Click the link.  

 
 

14. The Required Information section will advise that you can proceed with your sidewalk 
café construction.  

 
  



                      Customer Portal Series 

      Sidewalk Café License Application 

 

 

 

 

 

 
15. Once this is completed, enter a Response, upload any additional documents or pictures 

that may be required or useful. Click Submit.  

 
 

16. A confirmation page will appear. You can view the application by clicking the blue link.  
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17. The application information will look like this. 

 
 

18. Business Licensing Support staff will coordinate the inspection with you.  

 
19. The Compliance Officer will visit the site and inspect the café.  

a. If the inspection gets a PASS – License Document provided, and License 
Stickers are affixed by the Compliance Officer 

b. If the inspection does not PASS – applicant will be informed and must schedule 
an inspection in conjunction with the Business Licensing Support staff 
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20. To view the license, go to the Home page. You will note the application is Approved.  

Click to open the information. 
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21. An overview of the application is shown with a link to both the Business and the License 

itself at the bottom under Related Information. Click the license to open.  
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22. You will note the application number and the License Number differ. Any time you refer 

to the License, use the License Number. From here you can also submit an Amendment 
(see the related job aide), Initiate a Renewal (if an annual café license), and Download 
the actual license provided by the Compliance Officer.  
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