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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 Payment Approval are available to view under Licensing in 
the Payment Approval Stage. Select relevant license. 
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Invoices and 
receipts may be 

attached to 
application. Please 
refer to manual 34 

How to issue 
Invoice/Receipt. 



Application defaults open to the “Licence Form”, “Details” tab.  
All tabs are available to review. 
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Discussions 
Tab available 

to 
communicate 
with applicant. 

Notifications tab 
illustrates historical 

processes and 
individuals involved. 



To Upload Licence 
Please select “Document Folder”.  

Automated Licence Certificate document is available to edit. 
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If further 
documentation is 

required from 
applicant, please 
select “Request 

Document” 



Open the Licence Certificate document. 
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Certificate 
may open in 
minimised 

format. 



The licence document contains all relevant information including conditions. 
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•If your local authority requires a signed license, please 
print document, sign and scan to save new document in 
order to upload.  

•If your local authority does not require a license to be 
signed, please save the word document and select Attach 
Document to upload. 



Please select “Attach Document” to upload licence. 

9 



Complete mandatory fields. 
Select “licence”. Choose your licence document and select “Attach File”. 
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Select        icon to publish to applicant.  
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Select “Confirm” to complete publishing. 
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Icon identifies document is published to applicant. 
 Please select “Grant Licence”. 
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Pop up box allows you to reassign to relevant Inspector Approver.  
Please select “Confirm”. Application progresses to “Granted” stage. 
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Application should 
be assigned to the 
relevant Inspector 

Approver. 



For any queries please contact the 
RMO through 

Support@mrl.jitbit.com 
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