
 
 

 

     
       

     

       
 

   

   
       

         
         

    

  

   
    

Step by step Client Guide 
How to: Renew and Manage Licence/Permit 

This client guide provides instructions on how to renew your licences or permits on the 
Toronto.ca website. The Business Licence & Permit Renewal Portal allows you to view, 
manage, renew, and download your City of Toronto business licences online. 

If this is your first time using the�new renewal portal, you will need to start by creating a 
City of Toronto login. For information on how to create a City of Toronto Login, please visit 
Help With City of Toronto Login – City of Toronto. 

After you have created a City of Toronto login, you will then need to link this with your 
Business Licence/Permit by using your personal client number. This number can be found 
on your renewal notice. Once you are set up, you will be able to renew your licence, 
download�your�licence�and�view�your�licence�and�profile�details. For more information, 
please visit My Business Licence & Permit Account – City of Toronto. 
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Business Licence & Permit Dashboard (Landing Page) 
After your account is successfully linked, you will land on the Business Licence & Permit 
Dashboard. This is the main page where you can view and manage your licences. 
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What can you see on this page? 
Your client information 
At the top of the page, you will see your name and your Personal Client Number. This is 
the same client number used to link your account and is associated with all licences 
shown on this dashboard. 
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Licences table 
The main section of the page displays a Licences table, which lists all licences associated 
with your client number. Above the table, you will see a status legend that explains the 
licence status icons: Valid, Expiring Soon, Expired and Cancelled. 

These icons appear next to each licence to help you quickly identify its current status. 

Licence details available on the table 
For each licence, the table shows: 

• Licence Number: The licence number is clickable. Selecting it opens the Licence 
Details page. 

• Client Number: The client number may also be clickable. Selecting it opens the 
Client�Profile�page. 

• Details: Business name, operating name, address, and role (for example, Licensee 
or Managing Director). 

• Expiry Date: Displays the licence expiry date and status indicator. 

• 
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Search and navigation 
• You can search within the�table�to�find�a�specific�licence.�

• If you have multiple licences, they will all appear in this table under the same client 
number. Table controls allow you to view and sort licence information easily. 

Contact information 
On the right side of the page, you will see Contact Information for the Licence & Permit 
Issuing�Office,�including: office�hours, location, phone number, email address. Use this 
information if you need help or have questions about your licence. 
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Licence Page 
When you select a Licence Number from the Business Licence & Permit Dashboard, you 
will be taken to the Licence Page.�This�page�displays�detailed�information about�a�specific�
licence and provides actions related to that licence. 

What can you see on Licence Page? 
At the top of the page, you will see: The Licence Number, the Business name, the Client 
Number associated with this licence. This�information confirms�which licence�you�are�
viewing. Licence details. The main section of the page displays key details about the 
licence, including: Category (for example, Eating or Drinking Establishment), Operating 
Name, Issue Date, Expiry Date, Business Address, etc. These�details�reflect�the�official 
information on file�for�the�licence.�
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Licence Page Actions 
On the top right area of the page, you may see action buttons related to your licence: 

Upload Documents: 
Use this button to upload documents that may be required for your licence. Follow the 
instructions as explained below: 

• From the Licence Page, select Upload Documents to open the upload page for 
that licence. 

• Follow�the�instructions�on the�screen to�add�or�drag�and�drop�the�required�files,�then 
click the upload button to start the upload. 

• Once a document is successfully uploaded, a green check mark will appear, and 
the status will show Uploaded. 

• After all, required documents are uploaded, select Submit to send the documents 
for review. 
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Download Licence: 
Use this button to download a copy of your business licence directly from the portal. 

Note: The availability of these actions may depend on the type of licence and status. 
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How to Renew Your Licence 
When a licence is approaching its expiry date or has expired, the system will indicate that 
the licence is expiring soon or expired. 

Starting a renewal 
If a licence is eligible for renewal, a Renew button will appear on the Licence Page. 
To begin the renewal process, select Renew. 
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Renewal page 
Selecting Renew opens the Renewal page for that licence. This page displays the Licence 
Renewal Requirements, which may include outstanding renewal fees, required payments, 
and any other renewal-related requirements. If a payment is required, the renewal fee and 
total amount due will be shown, along with a Pay Now option. 

B99 - 999999 

Pay Your Renewal Fee 
If a renewal fee is required, select Pay Now from the Renewal page. This will open the City 
of Toronto’s Licensing Services Payments system. 
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To complete the payment, you�will first be asked to review and accept the Terms of Use.�
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After proceeding, you will be taken to the Payment Lookup page,�where�you�can find�your�
invoice by entering either your Client Number or Invoice Number. This information is 
available on your Licence Renewal Notice. 

Once your invoice is found, you will be taken to the Licensing Services Invoice(s) – 
Selection page.�Confirm�that the correct invoice is selected and choose Pay Now. 
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You will then be redirected to the Secure Checkout page to enter your credit card 
information and complete the payment. 

After payment is successfully processed, a confirmation�page�will appear showing your 
payment�details�and�confirmation number.�From this page, you can select the link 
provided to return to the Licensing Portal to continue or complete your renewal 
process. 
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Submitting documents as part of the Renewal 
All required documents listed on the Renewal page must be uploaded and submitted to 
complete the renewal process. 

B99-999999 
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Renewal Completed and Licence Available 
Once all renewal requirements have been submitted and any required payments have been 
completed, your renewal will be processed. 

• If your renewal requires document review,�City staff will review the submitted�
documents and update your licence. 

• If your renewal requires payment only, the renewal is completed automatically 
after payment is processed. 

When the renewal is complete, the licence expiry date will be updated in the portal, and 
your renewed licence will be available to download from the Licence Page. 

You can return to the Business Licence & Permit Dashboard, select your Licence 
Number, and choose Download Licence to access your updated licence. 

You have completed your renewal submission 

In summary, here are the functionalities enabled in the portal: 

• Client Dashboard with navigation to: 
o Licence Page 
o Client�Profile�Page�
o Corporate�Profile�Page�

• Licence Page with functionality to: 
o View the Licence details 
o Upload documents to the Licence 
o Renew Licence 
o Download the Licence 

• Client�Profile�Page�with functionality�to:�
o View�the�Client�Profile�details�

• Corporate�Profile�Page�with functionality�to:�
o View�the�Corporate�Profile�details�

For additional information, please visit the Toronto.ca website 

14 

https://toronto.ca/

	Business Licence & Permit Dashboard (Landing Page)
	What can you see on this page?
	Your client information
	Licences table
	Licence details available on the table
	Search and navigation
	Contact information


	Licence Page
	What can you see on Licence Page?
	Licence Page Actions
	Upload Documents:
	Download Licence:


	How to Renew Your Licence
	Starting a renewal
	Renewal page
	Pay Your Renewal Fee
	Submitting documents as part of the Renewal
	Renewal Completed and Licence Available




