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How to log in
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What is the 
Licensing Portal?

• The Licensing Portal is a new service 
which allows members of the public to 
apply online for and renew many 
business licences and permits. 

• This service is being launch in February 
2022.

• To access this service, go to 
vaughan.ca/ServiceVaughan or 
vaughan.ca/BusinessLicensing.

• To get started, go to the website and 
click on the City of Vaughan Licensing 
Portal button to set up an account. 
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Getting 
started
• To create an account, click 

“Register or Login 
Licensing Portal."

• Note that important 
updates will be listed at 
the bottom of this login 
page under Public Events 
and Notices.
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Continue your 
registration

• You will need an email in order to 
create an account.

• The portal works best on the web 
browsers listed on the screen.

• To get started, click “Register” 
again.
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Provide 
your 
information

• Start by indicating 
whether you 
already have 
applied for a City 
of Vaughan 
business licence.

• Complete the 
requested 
information and 
click “Submit."

User Guide for the Public - How to Use the Licensing Portal 7



After submitting 
your information

• You will see the following confirmation message in the portal. 

• Check your email for the confirmation message, which will 
contain a link to confirm you account. 

• Afterward, you will be able to log in and start an application. 
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Your confirmation 
email will look 
something like this

• Click on the link in your 
email which will confirm 
your email and take you 
back to the Licensing 
Portal.
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Complete your 
account 
registration

• You will see the following screen.
• To complete your registration, click, “Verify PIN."
• You will  then be able to log in. 
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Log in

• Enter your 
email address 
and 
password.

• Click “Login."
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How to apply for a business 
licence or permit
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Begin your 
licence or permit 
application 

• This page lists any 
licences or permits 
you’ve applied for in 
the portal.

• Click “Add New 
Licence” to begin 
your application.
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Select the licence type and sub-type you would like to apply for
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Search for the 
business address

• Input the address

• Click “Search."

• Select the correct address by 
clicking “Select."

• Select “Continue."
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Confirm the mailing 
address

• If the mailing address is the same address 
as the one you entered on the previous 
screen, leave the “Same as Licensee?” field 
selected as “Yes." 

• If the mailing address is different, change 
the selected field to “No”, then fill in the 
mailing address and click “Continue."
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Fill in information 
about the 
business

• Depending on the licence 
type, different 
information may be left 
blank.

• This screen shows the 
upper half of the screen.

• Scroll down to complete 
this page.  

User Guide for the Public - How to Use the Licensing Portal 17



Complete 
this screen
• To continue, you must 

complete the screen and 
agree to the declaration 
information.

• If you need to find 
information, you can click 
the “Save for Later” button 
instead of the “Continue” 
button and return to 
complete your application at 
a later time. 
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Upload and describe 
required documents

Every licence or permit has specific 
documentation requirements, listed as 
“Supporting Documents." To upload:

1. Select the document type.

2. Write a description.

3. Click “Browse” to select the document.

4. Click the “Upload Document” to upload 
it.

Repeat this for all required documents.

1

4

3

2
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Verify you’ve uploaded 
the correct documents

• Check the list in “Supporting Documents” 
against the list of uploaded documents 
listed below. 

• You can click the “Download” buttons 
beside each document in order to open 
and review them.  
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Submit your 
documentation

• Once all of your documents are 
uploaded, scroll down and click 
“Continue."

• If you need to find information, 
you can click the “Save for 
Later” button instead of the 
“Continue” button and return 
to complete your application at 
a later time. 
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Select and 
pay the 
licensing 
fee(s)
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You will receive a portal confirmation message and email (with 
receipt) once you’ve submitted the payment, like the ones shown
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View the 
fees paid
• Click “Continue” to view 

all fees paid. 
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Review your 
payments 
• Review your payments.
• Click Continue.
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Review your 
application status 
and log out

• This page confirms you’ve applied
and that the status of your 
application is “pending." 

• It will be reviewed by City staff 
who will follow up with you, and
confirm whether the licence or 
permit has been granted.  

• Feel free to contact staff if you 
have any questions, at 
bylaw.licensing@vaughan.ca or 
(905) 832 -2281.
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How to check the status 
of your application

User Guide for the Public - How to Use the Licensing Portal 27



How to check the status 
of the application 
• Once your licence or permit application 

has been reviewed, you will receive an 
email from the City confirming whether 
you application has been approved. 

• Prior to that, you can log into the portal 
and check the status of your application.

• To log in, go to 
www.vaughan.ca/BusinessLicensing and 

• Click “Get/renew a Business Licence or 
Permit “.

• Enter your email address and password.
• Click “Login."
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Checking 
the status

• This will bring you to the Home page. 

• In the Status column, we see:
• “Incomplete Submission”, meaning 

more is needed from the applicant;
• “Online Payment Pending”, meaning a 

payment is needed; and
• “Pending”, meaning it is being 

reviewed by City staff. 

• Under Actions, we see the “Continue” or 
“Cancel” if the application has not yet 
been submitted. 
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How to reset your password
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If you forget 
your password

• Return to Login Page
• Click “Forgot Password?”
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Your password reset 
email will look 
something like this 

• Click on the “here” link.
• You will be directed back 

to the portal where you 
can reset your password.  
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How to obtain assistance
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Resources to assist you
Resource Overview Links and contact information
The web section The web contains more information about licensing requirements, 

fees, by-law links, templates and alternative ways to apply.
vaughan.ca/BusinessLicensing

The By-law 
Library

This library contains links to popular by-laws, such as those which 
licences and permits are based, including:
• The Fireworks and Pyrotechnics By-law
• The Licensing By-law
• The Newspaper Box Permit By-law (with amendments 1 and 2)
• The Short-Term Rentals  Licensing By-law
• The Special Events By-law

vaughan.ca/cityhall/by_laws/Pages/
default.aspx

City staff City staff can provide you with more information about licences and 
permits, as well as provide information about enforcement and 
appeals.

Phone: 905-832-2281 
Email:
bylaw.licensing@vaughan.ca
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We hope 
this has 
been 
helpful!

Please contact us with any questions or suggestions 
to improve this guide.

City of Vaughan  
By-law and Compliance, Licensing and Permit 
Services
Phone: 905-832-2281 
Email: bylaw.licensing@vaughan.ca
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