
 
 

 
 

   
 
 

 
           
 

 
          

   
  

 
           

      
  

Step by step Client Guide  
How to:  Renew  and Manage  Licences/Permits   

This client guide provides step by step instruction on how to manage and renew your licences or permits 
at the Toronto.ca website. 

If you want to RENEW your licence or permit please follow the instructions described on the Licence/ 
Permit Renewal section. Renewals typically require you to pay a renewal fee and submit any 
outstanding renewal documents if needed. 

If you want to MANAGE your licence or permit, please follow the instructions described on the 
Licence/Permit Management instructions. You can manage your licence by uploading new documents. 
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Licence/Permit Renewals Section 

You will receive  Licence Renewal Notice  by mail. Check the Renewal Notice  for:  

Invoice number  and  Outstanding Requirements  
1 

Seven-digit  invoice number 

Check for any  outstanding  
requirements  
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Click here to  pay  
your licence fee  

Follow  step  A  - D  from the  Licensing Services Payments  page  to pay for your renewal fee  

2 

Click  Continue  to  proceed  
A 

3 
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Review Terms of  
Use  Agreement  B 

Click I Agree   
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Enter seven-digit  
invoice number  from  

Renewal Notice   

Click  Continue  

C 

After payment, print the confirmation page  for your records  D 

You have completed payment for the licence/permit renewal. Check your Renewal Notice for outstanding 
requirements: 

• If there are NO outstanding requirements: after payment is processed, you will receive your licence in 
the mail 

• If THERE ARE outstanding requirements: gather the required documents and proceed to next step 

If THERE ARE outstanding requirements: gather the required documents and proceed to next step 4 
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Licence/Permit Management and Renewals Application Portal City of Toronto-

To submit outstanding 
renewal  documents  

Click on  renewed  
online.   

Click  Submit Documents  

5 

6 

OR go to:  Licence/Permit Management and  Renewal Portal - City of Toronto  

Fill out all required fields 7 
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Licence/Permit  Number  
and  Invoice  number  
from your Renewal  
Notice  (see Step 1)  

Make sure  email  
address  and  mobile  
number  are correct  

A list of relevant documents will be pre-populated 

Note: You will ONLY need to upload the documents listed on Licence Renewal Notice 
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Click  Upload Documents  at the 
bottom of the page  

8 

Note: If you receive an error message and unable to proceed to next page, please make sure all 
the fields filled out DO NOT contain special characters 
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Upload  documents  9 

Continue to upload until all 
relevant documents for your 

renewal shows 

Note: You can upload more than one file under each required documents, up to a maximum of 10 files. 
Maximum size for file attachment is 50 MB. 

If you encounter any problems while uploading documents, please try trouble shootings by: 
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• Check the size and type of the file (PDF file is recommended and file should 
be no larger than 50 MB) 
• Close window, clear the cache of your browser (CTRL + F5) before trying 
to upload the file again 
• Try uploading from different browsers (Google Chrome, Internet Explorer, 
Firefox…) 

If you have tried all of the methods above and are still unable to upload 
documents, please email us at MLSBusinessLicence@toronto.ca with a detailed 

description and screenshot (if available) of the error message. 

Click  Submit Documents  

Review confirmation  page with  reference number  

Review confirmation email 

10 

11 
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You have completed submission of  your  licence or permit  renewal. If no additional information  is  required and you have paid your  invoice,  your  licence  or permit  will be mailed to you.  
O therwise, please  wait for email instructions of next  steps   

Note:  Please make  sure to check your j unk mail for any  communication  from our office  
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Licence/Permit Management Section 

You can submit documents related to your licence/permit through this portal. Follow the steps below to 
learn how to submit documents. 

Click  Submit  Documents to upload  
documentation relevant to  your  

licence or permit  

Fill out all required fields 

2 

3 

Go to:  Licence/Permit  Management and Renewal Application  Portal - City of Toronto  1 
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The Licence Number  can be found  
on your renewal notice for 

instructions click here. Entering your 
Invoice number  is  optional   

Make sure  email  
address  and  mobile  
number  are correct  

A list of relevant documents will be pre-populated 

Note: You will ONLY need to upload the documents relevant to you at this moment 
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Click  Upload Documents  at the 
bottom of the page  

4 

Note: If you receive an error message and unable to proceed to next page, please make sure all 
the fields filled out DO NOT contain special characters 
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Upload documents 5 

Note: You can upload  more than one file under each required documents, up to  a maximum  of  10 files.  
Maximum size for file attachment is  50  MB.  

Continue to upload until all 
only the relevant documents 

for you shows 

If you encounter any problems while uploading documents, please try trouble shootings by: 
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• Check the size and type of the file (PDF file is recommended and file should 
be no larger than 50 MB) 
• Close window, clear the cache of your browser before trying to upload the 
file again 
• Try upload from different browsers (Google Chrome, Internet Explorer, 
Firefox…) 

If you have tried all of the methods above and are still unable to upload 
documents, please email us at MLSBusinessLicence@toronto.ca with a detailed 

description and screenshot (if available) of the error message. 

Click  Submit Documents  

Review confirmation  page with  reference number  

Review confirmation email 

6 

7 
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fYou have  completed submission of licence/permit  document management submissions   

Note:  Please make  sure to check your j unk mail for any  communication  from  our office  
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