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General Information 

The Commissioner of Revenue now offers new and current business owners the convenience of 

applying for a new business license online.  The purpose of this document is to provide aid to the 

business customers throughout the application process.  It will cover such topics as: 

 

1. Creating a New User Account for New License Applications  (Pages 3-4) 

2. Completing a New License Application  (Pages 5-38) 

• Sole Proprietorship  (Pages 7-9) 

• Partnership w/SSN  (Pages 10-17) 

• Partnership w/EIN  (Pages 18-20) 

• Single Member LLC  (Pages 21-23) 

• LLC/Corporation/Charitable Organization/Business Trust/or Public Service Corp  (Pages 24-26) 

3. Adding New Business Location to Existing Business Account  (Pages 39-53) 

4. Adding New Business Activity to Existing Business Account  (Pages 54-62) 

5. Completing an Assessment on a New Business License  (Pages 63-68) 

6. Completing a Payment on a New Business License  (Pages 69-79) 

7. Pending and Submitted Applications  (Page 80) 
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1. Creating a New User Account for New License Applications 

Customers can reach the site by entering ‘pay.vbepay.com’.  They will need to create an account by using 

the “Enroll Here” link.  This is the main City log in page for paying Personal Property for Treasurer’s Office 

or conducting Business License activity and/or payment with the Commissioner of the Revenue. 
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Customer must create a new user account by completing all required fields. They should select the 

“Associate New Business Account for new license applications” and then “Register” to submit. 
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2. Completing a New License Application 

To start the application process, the customer should select the “Register New Business” link. 
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The customer must select the applicable type of ownership for the new license they’re applying for, then 

select Continue to proceed. 

 

 

 
 

For steps specific to a Sole Proprietor, proceed to pages 7-9 

 

For steps specific to a Partnership w/SSN, proceed to pages 10-17 

 

For steps specific to a Partnership w/EIN, proceed to pages 18-20 

 

For steps specific to a Single Member LLC, proceed to pages 21-23 

 

For steps specific to a LLC/Corporation/Charitable Organization/Business Trust/or Public Service 

Corporation, proceed to pages 24-26  
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Ownership Type: Sole Proprietor 

Customer must enter their EIN or SSN, whichever is applicable to this sole proprietorship, then select 

“Continue” to proceed. 
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Customer must enter Primary Owner information by completing all required fields, then select “Continue” 

to proceed. 
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Customer must confirm the mailing address entered, then select “Confirm” button. 

 

 
 

If a mailing address match is not found by the system, customer is given the option to edit what was entered, 

or to check the box confirming that it’s correct, then they may select “Confirm” button to proceed 

 

 
 

For the next steps in the Sole Proprietor application process, proceed to page 27  
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Ownership Type: Partnership w/SSN 

Customer must enter the first partner’s SSN, then select “Continue” to proceed. 
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Customer must enter Primary Owner information for first partner by completing all required fields, then 

select “Continue” to proceed. 
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Customer must confirm the mailing address entered, then select “Confirm” button. 

 

 
 

If a mailing address match is not found by the system, customer is given the option to edit what was entered, 

or to check the box confirming that it’s correct, then they may select “Confirm” button to proceed 
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Customer must select Yes to the Additional Owner(s) question to add the other business partners to the 

account, then customer must select “Continue” to proceed 
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Customer must enter second partner’s SSN, then select “Continue” to proceed 

 

 

  



COR Business Portal – Business License Application Creation and Submission 
 

15 
 

Customer must enter Primary Owner information for second partner by completing all required fields, then 

select “Continue” to proceed. 
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Customer must confirm the mailing address entered, then select “Confirm” button. 

 

 
 

If a mailing address match is not found by the system, customer is given the option to edit what was entered, 

or to check the box confirming that it’s correct, then they may select “Confirm” button to proceed 
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Customer must select Yes or No to the Additional Owner(s) question, then select “Continue” to proceed 

 

 

 
 

 

If selecting Yes to add additional owners, see pages 15-17 

 

If selecting No, proceed to page 27 
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Ownership Type: Partnership w/EIN 

Customer must enter the EIN applicable to the partnership, then select “Continue” to proceed. 
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Customer must enter Primary Owner information by completing all required fields, then select “Continue” 

to proceed. 
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Customer must confirm the mailing address entered, then select “Confirm” button. 

 

 
 

If a mailing address match is not found by the system, customer is given the option to edit what was entered, 

or to check the box confirming that it’s correct, then they may select “Confirm” button to proceed 

 

 
 

 

For the next steps in the Partnership w/EIN application process, proceed to page 27 
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Ownership Type: Single Member LLC 

Customer must enter their EIN or SSN, whichever is applicable to their LLC, then select “Continue” to 

proceed. 
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Customer must enter Primary Owner information by completing all required fields, then select “Continue” 

to proceed. 
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Customer must confirm the mailing address entered, then select “Confirm” button. 

 

 
 

If a mailing address match is not found by the system, customer is given the option to edit what was entered, 

or to check the box confirming that it’s correct, then they may select “Confirm” button to proceed 

 

 
 

For the next steps in the Single Member LLC application process, proceed to page 27  
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Ownership Type: LLC/Corporation/Charitable Organization/Business Trust/or Public Service 

Corporation  

Customer must enter their EIN, then select “Continue” to proceed. If customer has not obtained an EIN for 

their entity yet, that must be done through the IRS before proceeding. 
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Customer must enter Primary Owner information by completing all required fields, then select “Continue” 

to proceed. 
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Customer must confirm the mailing address entered, then select “Confirm” button. 

 

 
 

If a mailing address match is not found by the system, customer is given the option to edit what was entered, 

or to check the box confirming that it’s correct, then they may select “Confirm” button to proceed 

 

 
 

For the next steps in the LLC/Corporation/Charitable Organization/Business Trust/or Public Service 

Corporation application process, proceed to page 27 
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Customer must select the “Search” box in the Business Physical Location field 
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Customer must enter the physical location of the business. As the address is typed in, a list of matching 

addresses will appear below the entry box. Customer will need to select the correct address from the list, 

then select Submit. 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



COR Business Portal – Business License Application Creation and Submission 
 

29 
 

If no match for the address is found, the message “There are no addresses found!” appears. Customer must 

clear search bar and try entering the address again, or they must select the Submit button to proceed with the 

unfound address. 

 

 
 

If customer proceeds with an unfound address, the Business Location screen will have an “***Address Not 

Found***” message next to the address in the Business Physical Location field 
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Customer must complete all required fields underneath the Business Physical Location field, then select 

“Continue” to proceed. 
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Customer must select the “Add Business Activity” link underneath the business physical location. 
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Customer must enter a detailed description of their business activity in under 500 characters in the Business 

Activity box. To select the business Start Date, customer must click anywhere in the Start Date field or use 

the small calendar icon. Then, customer must select Save. 
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“Activity added!” message appears, along with the recently entered activity description and start date. 

Customer must select Continue to proceed. 

 

 

 
 

 

 

 

 

 

 

 

 

 



COR Business Portal – Business License Application Creation and Submission 
 

34 
 

Customer must answer all five (5) additional questions, then select Continue. 

 

 
 

Answering “Yes” to questions 1 and 4, will result in extra fields requiring completion. 

 

 
 



COR Business Portal – Business License Application Creation and Submission 
 

35 
 

Customer is given the opportunity to review all application information before submitting.  
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If any portion of the application needs to be edited, customer must select the Revisit button for the 

applicable section of the application. 

 

 
 

Doing this will take customer back to the section requiring the edits, customer will make the necessary 

revisions, then must select Continue to be taken back to the application review screen. 
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Customer must check the box in the Certification section and then select the Submit Application button to 

submit their new license application to COR office for approval. 
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Customer receives confirmation that the application has been submitted. Customer has the option to select 

Exit Application, Home, or Print.  
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3. Adding New Business Location to Existing Business Account 

Customers who have an existing business license account, and are looking to complete a new business 

license application for an additional location or for a new unrelated line of business under the same entity, 

must start by clicking on the existing account number link. 
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Customer must then use the ‘+’ sign to expand License and Business Filings section. 
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Customer must then select the Add New Business Location link. 
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Customer must select the “Search” box in the Business Physical Location field. 
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Customer must then enter the physical location of the business. As the address is typed in, a list of matching 

addresses will appear below the entry box. Customer will need to select the correct address from the list, 

then select Submit. 
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If no match for the address is found, the message “There are no addresses found!” appears. Customer must 

select Address Not Found. 

 
 

 
 

Customer may use the Search Again button to attempt to find a matching address again, otherwise customer 

must enter full address into the entry box and select Submit 
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Customer must complete all required fields underneath the Business Physical Location field, then select 

“Continue” to proceed. 
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Customer must select the “Add Business Activity” link underneath the business physical location. 
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Customer must enter a detailed description of their business activity in under 500 characters in the Business 

Activity box. To select the business Start Date, customer must click anywhere in the Start Date field or use 

the small calendar icon. Then, customer must select Save. 
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“Activity added!” message appears, along with the recently entered activity description and start date. 

Customer must select Continue to proceed. 
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Customer must answer all five (5) additional questions, then select Continue. 

 

 
 

Answering “Yes” to questions 1 and 4, will result in extra fields requiring completion. 
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Customer is given the opportunity to review all application information before submitting.  
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If any portion of the application needs to be edited, customer must select the Revisit button for the 

applicable section of the application. 
 

 
 

Doing this will take you back to the section requiring the edits, customer will make the necessary revisions, 

then must select Continue to be taken back to the application review screen. 
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Customer must check the box in the Certification section and then select the Submit Application button to 

submit their new license application to COR office for approval. 
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Customer receives confirmation that the application has been submitted. Customer has the option to select 

Exit Application, Home, or Print.  
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4. Adding New Business Activity to Existing Business Account 

Customers who have an existing business license, and are looking to add additional business activity (or an 

additional classification), must start by clicking on the existing account number link. 
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Customer must then use the ‘+’ sign to expand License and Business Filings section. 
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Customer must then click the ‘Add New Activity’ link under the license number/location in which the new 

additional activity applies to. 
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The current business activities (classifications) will display on the screen. Customer must then click the 

‘Add Business Activity’ link under the New Business Activities section. 
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Customer must enter a detailed description of the new business activity being added, in under 500 characters 

in the Business Activity box. To select the Start Date of the new activity, customer must click anywhere in 

the Start Date field or use the small calendar icon. Then, customer must select Save. 
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“Activity added!” message appears, along with the recently entered activity description and start date under 

the New Business Activities section. Customer has the option to Edit Activity, Delete Activity, or Submit. 
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If activity description or start date needs to be edited, customer must select the Edit Activity link. They may 

then make any necessary updates, and select Save upon completion. 

 

 
If activity needs to be deleted entirely, customer must select the Delete Activity link. Then, customer will 

need to either Cancel or Confirm when prompted to delete the activity. 
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If all edits and/or deletions are complete, customer must select the Ready to Submit button. 

 
 

Certification section displays, customer must then check the box and select the Submit Application button to 

submit their new business activity request to COR office for approval. 
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Customer receives confirmation that the application for their new business activity has been submitted. 

Customer has the option to select Exit Application, Print, or Home. 
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5. Completing an Assessment on a New Business License 

After a new business license has been approved and an account number issued, the new account will appear 

under the “Your Accounts” section in the main Business E-Filings Dashboard screen. To assess the new 

license, customer will first need to click on the Account Number link. 
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In the Account Management screen, customer must select the plus sign (+) next to Licenses and Business 

Filings, to expand the section. 
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Customer must select the ‘Start YYYY Filing’ button (YYYY indicates which year the filing is for). 
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Customer must complete all required fields, check the box certifying the information supplied is complete 

and correct, and then select Submit. 
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Customer receives confirmation that the filing has been submitted. The invoice number and balance due are 

displayed. Customer is given the option to click the first “Here” link to take them to the main Business E-

Filings Dashboard page to pay the newly created invoice, or click the second “Here” link to return to the 

License and Business Filings page to continue filing additional assessments. 
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Once all assessments are complete and the customer returns to the main Business E-Filings Dashboard, and 

the invoice/balance due is displayed under the Accounts Due section. Customer may choose to make a 

payment at that time, or exit and pay at a later time. 
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6. Completing a Payment on a New Business License 

When an outstanding invoice or balance due exists on an account, it will appear under the Accounts Due 

section at the top of the main Business E-Filings Dashboard page.  
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The same information can also be found under the Balances and Invoices section of the Account 

Management screen, which the customer can access by clicking the Account Number link.  
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If paying in full, customer must check the box in the Pay column. Full balance amount will auto-fill into the 

Payment Amount box. Customer must then select the Make Payment button to proceed. 

 
 

If making a partial payment, customer must first expand the account number by clicking the ‘+’ sign. 

  

 
Customer must then further expand the field in order to see all invoices by clicking the ‘+’ sign  

 

 
Customer will then need to check the box in the Pay column belonging to the invoice the partial payment is 

being applied to (City code requires the oldest debt be paid first, so if multiple invoices have balances, system will prevent newer invoices 

from being selected before the older invoices are satisfied) Full balance amount will auto-fill into the Payment Amount 

box, customer will need to delete the figures and enter the amount they will be paying in its place. (The portal 

does not allow for overpayments, so any payment amount entered that exceeds the full balance due will receive an error message) Then, 

customer must select the Make Payment button to proceed. 
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Once the Payment Process screen displays, customer must choose the appropriate payment method 

(ACH/eCheck or Credit Card). 
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If Pay by ACH/eCheck is selected, no additional fees are applied, and the customer must select the Pay by 

ACH/eCheck button to proceed. 

 

 
 

If Pay by Credit Card is selected, the 2.5% service fee is applied and displays to the right of the screen with 

the updated balance due (that includes the newly added service fee) underneath. Customer must then select the Pay by 

Credit Card button to proceed. 
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If customer is paying by ACH/eCheck, customer will be prompted to select whether they are paying by 

Personal check or Corporate check. Once selection is made, customer must select the Make a Payment 

button to proceed. 

 
 

If paying by Personal Check, customer will need to complete all required fields, check the permission box, 

then select the Continue button to proceed 
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If paying by Corporate Check, customer will need to complete all required fields, check the permission box, 

then select the Continue button to proceed 
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If paying by Credit Card, customer will need to complete all required fields, check the permission box, then 

select the Continue button to proceed 
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Once customer has entered payment information and selected Continue to proceed, a payment verification 

screen displays. If information is correct and customer is ready to proceed, they must select the Confirm 

button. If information must be changed or edited, customer must select the Modify button to go back. If 

customer needs to stop the payment process entirely, they must select the Exit button. 

 

 
 

Customer will receive the following screen while payment is processed 
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Once payment has gone through, Payment Receipt screen displays informing the customer their payment 

was successful. A copy of the receipt is automatically emailed, but the customer may also print a copy for 

their records by selecting the Print button. To exit to the main screen, customer must select the Home 

button. 
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Once customer has returned to the main Business E-Filings Dashboard page, the customer’s recent payment 

will now display under the Pending Payment column under the Accounts Due section, and an updated 

balance due will appear in the Total Amount Due column. 
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7. Pending and Submitted Applications 

Customers have the ability to see all Pending/Submitted applications, as well as any 

Incomplete/Unsubmitted applications in one area on the main Business E-Filings Dashboard. 

 

For Submitted applications, customer can see the application type, description, and when the application 

was submitted. To see the entire application, customer may select View Application. 

 

For Unsubmitted applications, customer can see the application type, description, and when the application 

was started. To continue applying, customer may select Continue. Unsubmitted applications will only stay 

visible on the customer’s dashboard for 4 months. After that, customer must begin the application process 

over again. 

 

 

 

 
 

 

 

 

 

 

 

 

 

 


