
  
 

 
      

   
 
 

 
 
 

 

Step by  step  Client Guide  
How to: Submit a New Application   

This document provides step by step instructions on how to submit a new application for licences and 
permits at the Toronto.ca website 

Type keyword(s)  into  
the Search function  1 
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Review the descriptions,  
then  choose the  
licence/permit you want to  
apply  for  
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Review Application 
Requirements  from the  
specific licence page  
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Gather all required documents, scan and save the files to your 
computer  (PDF and JPEG file formats  are  recommended).  

Note: If the document has  more than  one page,  make sure all  the  
pages are  scanned and saved into one file.  DO NOT save  the pages in  
separate files.  

4 

3 | N e w  A p p l i  c a t i  o n  C l i  e n t  G u i d e  



  
 

 
 
 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

 

 

Choose  Submit Application  
from the  specific  
licence/permit  page  
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Fill out all required fields 6 
Fill out  contact  
information  of 
the applicant  

Make sure  email  
address  and  mobile  
number  are  correct  

Fill out  mailing 
address  if you  
want your licence
to be mailed to a  
different address  
than  above  

 

Name used in  your  
day-to-day operation  

Legal name  of applicant (as shown  
on IDs  or Articles  of Incorporation)  
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Any other information  
that is not listed above  

7 Review list  of required documents  

Click  Upload Documents  at the 
bottom of the page  
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Upload  documents  9 

Continue to upload until all 
required documents shows 

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 

     
  

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 10 MB.  
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If you encounter any problems while uploading documents, please try trouble shooting 
by: 

• Check the size and type of the file (PDF file is recommended and file should 
be no larger than 10 MB)

• Close window, clear the cache of your browser (by pressing CTRL + F5) 
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 Application Documents  10 

Review confirmation  page with  reference number  11 

Review confirmation email 12 
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    You have completed submission of new application. Please wait for email instructions of next steps 
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