
Apply For New Licence Workflow

1. Click on Apply For New Licence link to create/submit an application for New Licence.

2. Fill the registration Form given below. The textboxes with Red marks are mandatory.

3. User will fill all the information given above. Upon clicking on the Register button, a user
activation email would be sent to email id mentioned by the user. User would get this below
message stating the same.



4. User would get below user activation email. User would click on the Click Here link
highlighted in below screenshot.

5. After clicking on the Click Here link, user would be redirected to below screen and activates
the user.

6. Click on Login button for login. It would redirect the user to login screen. Enter the user
name and password.



7. After login user would see below screen.

8. Click on Personal Detail link to view the Personal Details

9. Click on the New Licence to apply for new licence. It will show below instructions to fill the
Application form.

10. Scroll down to clck OK button. After clicking Ok button, user will see below window. Select
the required information and click on Submit button.



11. After clicking submit button, user would see below screen. Applicant has to fill his personal
details here. Applicant needs to provide the details given below. The textboxes with Red
marks are mandatory.

Applicant can use the Save Draft feature for saving the information and complete the
remaining information later. After filling the information click Next button.

12. Upon clicking Next, below screen comes. Applicant would fill the business related
information here.

Applicant needs to fill the business details.
Applicant needs to select the Ownership i.e. Proprietor or Partners. Once Partners option is
selected then, Applicant needs to fill the Partners Details in the below section. Partners could
be more than one. In partners list the total of share percentage must be equals to 100 percent.
Below screenshot shows the Partners section.



Applicant needs to enter the details and click on Save button. Please note, all the information
are mandatory. Once applicant click on Save button, the data would be saved and list down in
to the table below as shown above. Applicant can edit and delete the information, by selecting
edit or delete button for selected row. Applicant can view uploaded photo or signature photo
by clicking on the image icon.

Along with Partners, Applicant needs to provide the Business Associates details, if any.

After filling the above details Applicant would click on Next button. On next, applicant needs to
upload the required documents for the licence.

On completion of each section, the progress bar showing on the top increases, which would
show the percentage completion of your licence application.

Applicant needs to fill the answers for the questions mentioned below, if applicable.



On clicking the next button, Applicant would see the review form. Here Applicant can validate
the information entered so far. Applicant has to validate all the information.

Applicant can download the form for his reference. This form would be submitted to APMC for
further processing. Along with the form, applicant can view the document uploaded section
and Review comment history for his easy reference.



Once application is reviewed and approved, the applicant login into the portal with his
credentials. He would see below landing page.

Applicant click on the My Licence Applications link. Upon clicking on the link, he would be
redirected to below screen.

In this page, the applicant can see his all the submitted applications. In the Action column,
there are 3 columns showing, Edit/View to view the application, View History to view the
submission history and Pay Licence Fee to pay the licence fee.

Upon clicking on the Pay Licence Fee icon button, the applicant would be redirected to below
page.



After selecting the desired payment option, applicant would pay the licence fee and upon
successful payment, applicant would see below success payment screen.

Once payment is done, the Pay Licence Fee icon replaced by the Payment Receipt icon,
shown below. By clicking this icon, the applicant can download the Payment Receipt.



Once licence fee has been received by APMC, the reviewer would be notified via email. Now,
APMC start processing the submitted file to APMC Administration department for further
official work. Upon process and further approval, licence would be issued to the Applicant.
The applicant would be notified via email upon issuance of the new licence along with issued
licence digital copy.


