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When an application is assigned to the user, an email notification is issued 
with relevant link and application number. 
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All applications in Approval are available to view under Licensing in the 
Approval Stage. 
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Applications assigned to the user are listed under “Managed By You”.  
Select the licence number to access.  
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Application defaults open to the “Licence Form”, “Details” tab.  
All tabs are available to open to review. 
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Please select Conditions tab to review Conditions issued. 
If further information is required please select “Reopen Conditioning” in 

order to submit Edit Request. 
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If Condition is 
reopened please 
refer to Condition 
Manual Reference 

No 24 

If edit request 
required reopen 
Conditioning and 
refer to Manual 

Reference No 28 



On completion of review of conditions please select “Approve Licence”. 
Option available to Refuse Licence. 
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When selecting “Approve Licence” application is submitted to the applicant for 
agreement of Conditions issued. 

Email notification is issued to applicant to address same. 
Select “Confirm”. 
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The application 
should be 

reassigned to the 
processor staff to 

ensure email 
notifications are 

issued  to relevant 
personnel.  



Application stage changed to “Agreement”. 
It is currently with the Applicant and returns to the Local Authority in the 

Payment Approval Stage. 

9 



For any queries please contact the 
RMO through 

Support@mrl.jitbit.com 
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