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1. Introduction  

Welcome to New York City’s Licensing and Permitting System. New York City is pleased to offer our citizens, 

businesses, and visitors access to government services online, 24 hours a day, 7 days a week. We are 

delivering powerful e-government services and providing valuable information about the community while 

making your interactions with us more efficient and convenient.  

Department of Consumer Affairs citizen users can search for a Licensee and file a complaint without 

registering for an account. Applicants and licensees must register and create a user account to use the 

license/permit online services provided by the New York City Department of Consumer Affairs (DCA) and 

Department of Health and Mental Hygiene (DOHMH). For in-person services, you can visit the New York 

City Licensing Center at 42 Broadway, New York, NY 10004.  

This portal provides a new, higher level of service that makes living and working in our community a more 

enjoyable experience. The system is easy to use and includes some exciting features: 

 Create and maintain an account: Once you sign in and create an account, the system will remember 

who you are, along with your licensing information. You won’t have to enter license information 

each time you apply for a license or permit.  

 Apply for new, amend, and renew licenses: After registration, you can apply for various new 

licenses or permits, and link to an established license or permit using your PIN to amend or renew 

that license or permit. 

 Pay violations: After registration, you can link to an established license or permit using your PIN to 

pay an outstanding violation online. 

 Save and Resume feature: You can initiate a license/permit application or renewal, then in a later 

system session: complete specifics about your business, upload your documents, or pay the fee.  

 Search feature: You can search for previously entered license/permit applications or renewals. You 

will be able to view or reprint a summary of the application along with the payment receipt.  

NOTE: Please set your security settings to allow Pop-ups from this site before proceeding. 

How to Use this Guide 
The information in this guide provides step by step instructions for using the online services available for 

the Health Department’s Licenses and Permits. The Table of Contents should be used to quickly identify a 

chapter of interest. Click on a chapter name to jump to the first page of that chapter in this guide. 

Navigating the Website 

The Official website of NYC includes Tabs on the NYC Banner Header at the top of the page: 
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Home: 

Access a variety of information about and services of the City of New York, and the agencies that monitor 

and provide that information. 

NYC Resources: 

Search a directory of NYC resources organized by category, agency or program. This is where the public 

access the NYC Health Licensing application. 

311: 

Get help in obtaining information on a variety of NYC topics. 

Office of the Mayor: 

Review the NYC Mayor’s Office current news, information about the mayor, and agency officials. 

Events: 

Discover new local public events in NYC and search for all public events in NYC. 

Connect: 

Access the official NYC social media channels and applications for mobile devices. 

Jobs:  

Learn about popular careers with NYC and browse job postings for open positions in City agencies. 

 

Access NYC DCA and DOHMH Licenses and Permits Login Page 

The Official website of NYC Resources Tab, Business License and Permits section includes a link for the 

Licenses and Permits (mylicense) website where the public can access the Department of Consumer Affairs 

(DCA) and Department of Health and Mental Hygiene (DOHMH) licenses and permits. 

The mylicense Login page has four basic sections described below: 

 NYC Banner Header: 

This section of the Login Page contains the Tabs to access 311, the Mayor’s Office, Events, Jobs, and a 

Search field. The information available in each Tab is provided above. 

 

In the NYC Search field, enter a key word for an item you are looking for on the NYC.gov web site, and click 

Go. You can return to the Health License and Permit portal. 
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 Businesses: Apply, Renew, Amend, Submit Requests, and Make Payments: 

This section of the Login page contains the Login fields, links to Register an Account, reset a Password, links 

for a Consumer to Search for a License, DOHMH Business links, DCA Business links, and various Quick Links. 

In this Guide, we will review the functionality of the Health links provided in this section. 

 

Only the following links can be accessed without logging into the system using a registered account: 

1. Click the Request a PIN here link to open the Request a PIN form. Fill in and submit the form below 

1 

2 

3 

4 
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to receive a Personal Identification Number for an existing Health Department license or permit. 

After registering for an Account and a PIN, you can access that license or permit online from your 

account. 

 

 

2. Click the 311 Online link to access the 311 Tab web page to communicate complaints or questions. 

3. Click the Consumer Search for a Licensee link to look up a business to see if it has a DCA license. 

4. Click the Quick Links Schedule a DOHMH Mobile Food Vending Unit Inspection link and submit the 

request. 
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 Need Help? 

This section contains links to access user guides, user videos, frequently asked questions, and other 

resources to operate the website. In this Guide, we will review the functionality of the Health links provided 

in this section.  

Click a link in this section to access the corresponding document or website for more information about 

using the Health License and Permit functions in this portal. If you cannot find the information you seek, 

you can call 311 for Help. 

 

 

1 
2 

3 
4 

5 
6 

7 

8 
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The following links can be accessed without logging into the system using a registered account: 

1. Click the DCA Business Toolbox link to open the DCA Business Toolbox website. 

 

 

2. Click the DCA Consumer Resources link to open the DCA Consumer Resources website. 
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3. Click the Health Licenses and Permits link to open the DOHMH website. 

 

4. Click the Health Getting Started Video link to open the DOHMH License and Permits Tutorial video. 

 

5. Click the Health FAQs link to open the DOHMH Frequently Asked Questions document. 
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6. Click the Health User Guide link to open the DOHMH License and Permits User Guide document. 

 

7. Click the Start the Requirements Questionnaire to open the Business Express web page. 
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8. Click Contact us to open the Contact Us web page which offers links to access 311 for information, 

contact the Mayor directly, Provide Feedback about the NYC.gov website, and contact key 

members of the mayor’s Administration. 

 

 

 NYC Banner Footer: 

This section contains additional frequently used links, a disclaimer statement and a Search button.  

 

2. Account Registration 

In order to pay a violation, apply for and renew licenses or permits through the system, you must first 

register for an account. Registering is easy and will help you track your licenses or permits using the system. 

To open an account, you will need the following information:  

 A user name and password  

 Personal and Contact Information  
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Step 1: Register Link  

 

To register for an account:  

1. On the Login page, click the Register link at the top of the page, or New Users: Register for an Account.  
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Step 2: Accept Terms  

 

Read and accept the General Disclaimer terms:  

1. Mark the check box and click the Continue button. 

Step 3: Login Information  

Login Information is used for gaining access to the system.  

NOTE: For the examples in this Registration section, the account name: “ShelbyCitizen” is used. 

 

To enter Login Information: 

1. Enter user name, e-mail address, password, and select a security question and answer, as indicated. 

NOTE: Click a question mark   to display help for that field. 

NOTE: User names are 4-50 characters and may contain letters, numbers and the special characters: at sign 
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@, underscore _, and dash -. Passwords are 8-21 characters long.  

NOTE: Your E-mail address must be unique to the system as it also can be used to login. 

NOTE: If you forget your password, click the link: I’ve forgotten my password on the Login page. You will 

need to correctly answer the security question to have the system send you an e-mail with your new 

password. Passwords can be changed at any time using the Account Management link. Changing the 

password regularly is a good security measure to limit access to your account.  

Step 4: Contact Information  

Contact Information is used to identify the type of account as a business or individual owner’s account.  

 

To enter Contact Information: 

1. Select Business Information, if you are registering on behalf of a company. – or – 

Select Individual Owner, if you are registering on behalf of yourself as the business owner. 

2. For Business Information: Enter Name of Business, and DBA/Trade Name. – or – 

For Individual Owners: Enter Contact First, Middle, and Last Name.  

3. Enter additional information.  

4. Click Continue.  

 

A message confirms that your account has been successfully created along with your account and contact 

information. This page can be printed by right clicking your mouse and selecting Print on the menu list.  

Click the Continue… link to access the Login Page.  
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You will be redirected to the system’s Login page. Enter your User Name and Password. Click Login. 
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You will receive a Welcome e-mail. You can now apply for and renew licenses/permits on-line. 

 

NOTE: If you are a current licensee: to pay a violation fee, see Chapter 7. Paying a Health Violation or an 

Adjudication/Settlement Fine, or to register a PIN, see Chapter 10. Link to an Existing License. 

3. Apply for a New DOHMH License/Permit 

The following are the steps you will go through each time you apply for a new Department of Health and 

Mental Hygiene (DOHMH) license or permit. 

NOTE: For further examples in this Guide many fictitious account names are used. 

Use the following steps to file a new application for a DOHMH license or permit: 

1. Login 

2. Apply Now 

3. Accept Terms 

4. Select License/Permit Type 

5. Establishment Address 

6. Contact Information 

7. Application Information (if applicable) 

8. Upload Documents 
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9. Review 

10. Pay Fees  

11. Complete 

Step 1: Log In 

Log in to the system using the Login page.  

 

To Login from the Login page: 

1. Enter your registered user name or email address. 

2. Enter your registered password. Click the Login button. The Welcome page displays. 

NOTE: The password information is case sensitive, so make sure to input the information exactly as you 

registered for your account. If you forgot your password see Chapter 9. Forgetting Your Password. 

Step 2: Apply Now  

The Welcome page displays Businesses - DOHMH links: 

1. Select an Online Service: Choose this to apply for a new DOHMH license or permit, or to link an existing 

DOHMH license or permit to your account using the PIN letter sent to you for that license or permit.  

2. Access My Account: Choose this to pay for DOHMH violations, renew or amend current DOHMH 

licenses or applications. 

NOTE: If you are a current DOHMH licensee: to pay a violation fee, see Chapter 7. Paying a Health 

Violation or an Adjudication/Settlement Fine, or to register a PIN, see Chapter 10. Link to an Existing 

License. 
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To Apply for a New License or Permit: 

1. On the Welcome page, click the Businesses - DOHMH link: Select an Online Service.  
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Step 3: Agree to Terms 

The Online Services Affirmation page displays the terms for applying for licenses or permits. 

To Apply for a New License or Permit: 

1. On the Online Services Affirmation page, read the terms. 

2. Mark the “I have read and accepted the above terms.” check box.  

3. Click the Continue button.  

NOTE: You will need to do this each time you apply. 
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Step 4: Select License/Permit Type 

On the list displayed, new applicants type a key word in the text box and click search, then scroll down the 

drop-down list and select the check box for the desired type of license/permit.  

Current licensees will select the check box for “**Link an Existing License to your Account with your PIN” to 

associate their login information to their existing license number on the system’s database.  

To select a License Type: 

1. Type a key word in the Search field, click the Search button. The licenses/permits list redisplays. 

2. Mark the check box on the left of the desired title. 

3. Click the Continue button. The Establishment Address page displays. 

NOTE: For filing a new application, select only one title on the alphabetized HEALTH licenses/permits list. 

 

  

1. 

2. 

3. 
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Step 5: Establishment Address 

The new application page is formatted so that the type of license/permit application displays above the 

remaining 7 primary steps needed to complete the new application. 

 

An establishment address where the business will operate must be a valid US Postal Address. Enter data in 

all required fields (those marked by a * red asterisk) and any optional fields. 

 

To enter an Establishment Address: 

a. For Building #: Enter the exact building number. 

b. For Street 1: Type the street name.  

c. For Unit Type: Select the type (if known).  

d. For Unit: Enter the unit number (if known). 

e. For City: Type the city name. 

f. For State: Select the state from the drop-down list. 

g. For Zip: Enter the zip code (if known).  

h. For Address Type: Select an address type from the drop-down. 

i. For Borough: Select a borough from the drop-down list.  

j. Click the Validate button. The Establishment Address page re-displays. (Click Clear to re-enter.) 

NOTE: For best results when entering an address, spell out the words “North”, “South”, “East”, and “West”.  
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When the zip code field is left blank, the validate function supplies a valid zip code for the address. If the 

building #, floor/unit and unit type are left blank, the validate function may retrieve multiple addresses for 

the street name, city and state entered. Click an address link to select the address desired from the list of 

addresses displayed. 

If the validate function cannot locate the address entered, a “No records found” error message displays in 

the Address list. Click the Clear button to blank out the fields, re-enter the correct information, and click 

the Validate button. Repeat as often as necessary to enter a US Post Office valid mailing address.   
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When the validate function locates the address entered, the fields appear in gray. 

 

k. Once the desired address is displayed, click the Continue button. The Application Contacts page opens. 

NOTE: You can click the Save and resume later icon button to create a partial application. A message 

displays “Your partial application (99 TMP-999999) has been successfully saved”. Use this temporary record 

number to resume the application entry when you return to the system. 
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Step 6: Contact Information 

Contact information is the next step in the application process. A contact may be any significant person 

involved in the application process, including the applicant, the owner and legal contacts.  

 

The contacts you provide depend on whether you are applying for a license/permit as an Individual Owner 

or Business (Corporation, Partnership, Limited Partnership, Limited Liability Company, or Not-for-Profit):  

 To apply as a Business, select “Business Information” as the Type of Contact.  

 To apply as an Individual, select “Individual Owner” as the Type of Contact.  

The page reformats once the contact type is selected. Complete the available fields.  

Businesses can provide a complete list of the responsible individuals within their organization by selecting 

“Other Contact” as the Type of Contact and completing the required fields that appear. 

All applicants should identify an Emergency Contact: a different individual to be contacted in the event of 

an emergency. Select “Designated Emergency Contact” as the Type of Contact and complete the required 

fields that appear. 
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The examples below show entries for both Types of Contact: Individual Owner and Business. A Designated 

Emergency Contact can be added. A Business can add Other Contacts. 

 Type of Contact: Individual Owner 

To enter an Individual Owner Type of Contact: 

1. For the * Type of Contact drop-down list, select Individual Owner. The page refreshes to display 

the fields for an Individual Owner.   

2. The * Legal Structure defaults to “Individual Owner”.  

3. Enter data in all required contact fields (those marked by a * red asterisk) and any optional fields.  

NOTE: The NYS Sales Tax ID # must be for the establishment address entered on the application.  
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The Contact Address is not required if their address is the same as the establishment address; but 

you may include a mailing address for this contact.  

To enter a Contact Address: 

1. For the * Address Type drop-down list: Select Home or Mailing.  

2. For Building #: Enter the building number of the address. 

3. For Street 1: Enter the street name.  

4. For Apt/Suite/Other: Enter the number (if known). 

5. For Street2: Enter additional needed address information 

6. For City: Type the city name. 

7. For State: Type the state two character standard state abbreviation. 

8. For Zip: Enter the zip code (if known).  

9. For Country: Select a country from the drop-down list. 

10. Click the Save Address button.  

NOTE: For best results when entering an address, spell out the words “North”, “South”, “East”, and 

“West”.  

 

11. If the address is found on the Post Office address list, a pop-up window displays. 
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To select an address on the Matching Address Results, click the radio button for the desired 

address, and click the Select button. The address selected updates the Contact Address List.  

12. The Contact Address page re-displays. 

13. Click the Save Address button. If saving address is not successful, re-enter the fields. 

14. When the address is added successfully, a confirmation message appears and the address 

displays on the Contact Address List. 

 

15. To modify the address, select an action (Edit, Remove, Set as Primary) on the Actions drop-down. 

16. To save the Contact information, scroll to the bottom of the Contact List section. Click Save. 

 

17. When the contact is added successfully, the contact displays on the Contact List. 

 

18. To modify the contact, click an action link (Edit or Delete) in the Actions column. 

 Type of Contact: Designated Emergency Contact 

 

To enter a Designated Emergency Type of Contact: 

1. If Type of Contact drop-down is not visible, click the Add Contact link to display the field.  



 
 

 

DOHMH Licensing and Permitting System User Guide                      Page 31 of 102 

2. For the * Type of Contact, select Designated Emergency Contact. The page refreshes.  

3. Enter data in all required contact fields (those marked by a * red asterisk) and any optional fields. 

NOTE: The mailing address is not required; but you may include a mailing address for this contact.  

4. Click the Add Contact Address link to display the Contact Address fields (if not displayed).  

5. Enter the required and optional Address fields.  

NOTE: For best results entering an address, spell out the words “North”, “South”, “East”, and “West”.  

6. Click the Save Address button.  

7. If the address is found on the Post Office address list, a pop-up window displays. 

8. To select an address on the Matching Address Results, click the radio button for the desired 

address, and click the Select button. The address updates the Contact Address.  

 

9. The Contact Address page refreshes.  NOTE: If saving address is not successful, re-enter the fields. 

10. To save the Contact information, scroll to the bottom of the Contact List section, and click Save.  

 

11. When the contact is added successfully, the contact appears on the Contact List. 
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12. To modify the contact, click an action link (Edit or Delete) in the Actions column. 

 Type of Contact: Business Information 

To enter a Business Information Type of Contact: 

1. If Type of Contact drop-down is not visible, click the Add Contact link to display the field.  

2. For the * Type of Contact drop-down list, select Business Information. The page refreshes.   

3. For the * Legal Structure drop-down list, select the appropriate type of business (Corporation, 

Partnership, Limited Partnership, Limited Liability Company, or Not-for-Profit).  

4. Enter data in all required contact fields (those marked by a * red asterisk) and any optional fields.  

 

5. The mailing or home address is not required; but you may include it. To enter an address for this 

contact, click the Add Contact Address link to display the entry fields (if not visible).  
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6. Enter the address fields. Click the Save Address button. If the address is found on the Post Office 

reference table, a window pops up.  

NOTE: For best results entering an address, spell out the words “North”, “South”, “East”, and “West”.  

7. Select the desired address on the Matching Address Results, and click the Select button.  

8. If saving the contact address is not successful, re-enter the fields.  

9. To save the Contact information, scroll to the bottom of the Contact List section. Click Save. 

 

10. A message confirms that the contact was added successfully, and it appears on the Contact List. 

 

11. To modify the contact, click an action link (Edit or Delete) in the Actions column. 

 Type of Contact: Other Contact 

To enter an Other Type of Contact: 

1. If Type of Contact drop-down is not visible, click the Add Contact link to display the field.  
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2. For the * Type of Contact drop-down list, select Other Contact. The page refreshes to display the 

fields for an Other Contact.   

3. For the * Title drop-down list, select the appropriate business title.  

4. Enter data in all required contact fields (those marked by a * red asterisk) and any optional fields. 

 

5. The mailing or home address is not required; but you may include it. To enter a mailing address for 

this contact, click the Add Contact Address link to display the entry fields (if not visible).  

 

6. Enter the address fields. Click the Save Address button. If the address is found on the Post Office 

reference table, a window pops up.  

NOTE: For best results when entering an address, spell out the words “North”, “South”, “East”, and 

“West”.  

7. Select the desired address on the Matching Address Results, and click the Select button.  
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8. To save the Contact information, scroll to the bottom of the Contact List section. Click Save. 

 

9. A message confirms that the contact was added successfully, and it appears on the Contact List. 

 

10. To modify the contact, click an action link (Edit or Delete) in the Actions column. 

11. Since the system does not allow both an Individual Owner and Business Information on the same 

application, we deleted the Individual Owner from this example. A message confirms the deletion. 

 

 Entering Multiple Contacts 

The page refreshes when the Save button is clicked. Contacts entered appear on the Contact List. The 

fields are cleared and available for you to enter another contact. 

 

To enter an additional Contact: 

1. Click the Add Contact link to display the Type of Contact drop-down field, if not visible. 

2. For the * Type of Contact, select an item the drop-down list. Fields display for this contact type.   

3. For the type of contact selected, follow instructions above to enter data in all required contact 

fields (those marked by a * red asterisk) and any optional fields.  
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 Email Affirmation 

The Email Affirmation section asks the user to confirm that the main means of communication with the 

NYC Department of Health would be by e-mail to the applicant’s primary Contact e-mail address.  

 

To enter Email Affirmation: 

1. To receive Correspondence via e-mail, click “Yes.” Or to receive postal mail, click “No.” 
2. To receive Health Publications via e-mail, click “Yes.” To decline receiving publications, click “No.” 

 Saving Information 

At the bottom of the page, save the Application Contacts information entered. 

 

To save the Information for Application Contacts and Email Affirmation: 

1. Click the Continue button to save information and proceed to the next step in the application.  

– OR –  

2. Click the Save and resume later icon to save a partial application with a temporary record number 

to access in a future online session. A message displays the assigned TMP number. 

 

Step 7: Application Information 

Each license/permit application requires different information that is specific to the type of business that 

will be conducted. This information is captured in one or more Application Information pages.  

 

To enter Application Information: 

1. Follow the instructions on each page. Enter the required fields (marked with a * red asterisk) and 
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optional fields on the various Application Information pages presented. 

2. At the bottom of each Application Information page: click the Continue button to proceed to the next 

step in entering the application, or click the Save and resume later page icon to create a partial 

application. A message displays the temporary record number to access in a future online session.  

 

NOTE: For the Anticipated Opening Date:  

 If you know your opening date, enter it in the field provided.  

 If not sure of your opening date, leave this field blank. 

 

NOTE: For Workers’ Compensation and Disability Insurance: 

 If your organization is required to obtain Workers’ Compensation and Disability Insurance, mark 

Yes to the question, then enter the available required fields.  

 If you submitted the CE-200 form on the Workers’ Compensation Board web site 

(www.wcb.ny.gov) to affirm that you are exempt from obtaining these insurance coverage types, 

mark No to the question, then mark the CE-200 form box, enter the CE-200 Exemption Certificate 

number and expiration date in the required fields provided. 

To enter Application Information that is presented in a table format: 

a. First click the Add a Row button. (Where multiple tables are presented in a drop-down list, first select a 

Table Name, then click the Add a Row button.) The Table Name window pops-up. 

NOTE: For our example, we are using the Days and Hours of Operation (Health) table. 

 

b. On the Table Name window, enter the fields and/or select from the drop-down lists. Click Submit. The 

Application Specific page refreshes listing the table rows entered. 

 

c. To edit a row, mark the checkbox to select the target row, select Edit from the Action drop-down list or 

click the Edit Selected button (when available). 

d. To delete a row, mark the checkbox to select the target row, select Delete from the Action drop-down 

http://www.wcb.ny.gov/
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list or click the Delete Selected button (when available).  

 

e. At the bottom of each Application Information page: click the Continue button to proceed to the next 

step in entering the application, or click the Save and resume later page icon to create a partial 

application. A message displays the temporary record number to access in a future online session.  

Step 8: Upload Documents 

For the Upload Documents page, the system presents a list of required documents. Before uploading the 

documents, you can electronically scan each paper document as a separate PDF file on your computer. 

Other file types are allowed to be uploaded. Some of these file types are listed in the note below. 

NOTE: The maximum file size allowed is 15 MB. Various file types are allowed. Here is a partial list of 

extensions for file types allowed: PDF, JPG, GIF, PNG, XLS, XLSX, DOC, DOCX, VSD, and TXT. Any file type 

that is not allowed will not upload to the system. 
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To upload documents: 

a. On the Documents page, click the Upload Documents button to open the File Upload window. 

b. On the File Upload window, click the Select Files button to open the Locator window.  

c. On the Locator window, select the document to upload. Click Open.  

 

d. The document appears on the File Upload window.  

e. On the File Upload window, repeat above steps for each document. Click the Finish button to upload 

the documents. 

f. In the Documents section, select the Type and complete the Description for each document uploaded. 

Click the Remove link to discard a document in this section. 

 

g. At the bottom of the Documents page, click the Save button to store the documents. 

 

h. A message displays that the documents have uploaded successfully. 
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i. The document attachments are listed in the Documents section.  

 

j. On the Actions list, click View Details for information, or click Delete to remove the document. 

k. Click the Upload Documents button to upload another document.  

 

l. At the bottom of the Documents page: click the Continue button to proceed to the next step in 

entering the application, or click the Save and resume later page icon to create a partial application. A 

message displays the temporary record number to access in a future online session.  

Step 9: Review  

The Review page presents a summary of the information entered for the application.  
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To review and edit categories of the application before submitting: 

1. On the Review page, look over each section.  

2. Use the Edit button in each section to open the page for that section and change or correct an entry. 

3. Use the Action links where available to open the page for that row item and change or correct an entry. 

 

4. At the bottom of the Review page: click the Continue button to proceed to the next step in entering 

the application, or click the Save and resume later page icon to create a partial application. A message 

displays the temporary record number to access in a future online session.  

Step 10: Pay Fees 

The system computes the application fee for the license/permit type selected. Master Card, American 

Express, Discover Card, and Visa Credit Card payments are accepted. Debit Cards with the Star, NYCE or 

Pulse logo on the back are also accepted. A 2.49% processing charge will be added to the application fee. 

 

To pay fees: 

1. On the Pay Fees page, review the credit or debit cards accepted and the fee amount. 

2. Click Continue to proceed with entering payment information.  
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3. On the Payment Options page, click the Submit Payment button. The City Pay web site opens. 

 Paying With a Credit Card or Debit Card 

The City of New York accepts the following for payment: American Express, Discover Card, Visa and Master 

Card credit cards, as well as debit cards with the Star, NYCE or Pulse logo on the back. An additional 2.49% 

convenience fee is charged to complete this transaction. Your payment is considered accepted when you 

receive a payment confirmation e-mail.  

The system redirects you to secure Payment Entry web pages. Enter all requested information. When the 

payment process is completed, an e-mail confirmation is sent to the e-mail address displayed in the Billing 

Information e-mail field. Unless edited, this is the e-mail address of the registered account holder or 

primary contact on the application or license/permit.  

To enter credit card payment information for fees: 

1. The Payment Entry Billing Information page may display. It lists the registered account holder’s 

contact information. Do not click Continue!! Wait for the next page to display.  
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2. On next Payment Entry page: enter Card Information fields and Billing Information fields (if needed). 

 

3. At the bottom of the Payment Entry Card Information and Billing Information page: click Continue to 

 WAIT, Do Not Click Continue!! 
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proceed with payment, or click Cancel to stop entering the payment. 

 

4. On the Terms and Conditions page: read the Terms and Conditions and mark the “I Agree” check box.  

5. Click Continue to proceed with payment, click Cancel to stop submitting the payment, or click Go 

Back/Edit to correct information on the prior page.  

 

6. The Payment Confirmation displays. You can print this page for your records by right clicking your 

mouse and selecting Print from the drop-down list.  

7. Review payment details. Click the Process Payment button ONLY ONCE to proceed, click the Cancel 
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button to stop submitting the payment, or click the Go Back/Edit button to correct the prior page. 

8. To continue instructions, click the option for your payment process: Renewals Step 5: Complete, or 

Adjudication/Settlement Step 5: Complete, or New Applications Step 11: Complete, or Register for 

the MFV Food Protection Course Step 6: Receipt. 

Step 11: Complete 

A receipt displays the establishment address, assigned application number, license/permit type and any 

outstanding conditions. Conditions stored on an application or a license/permit can include: documents 

required for this type of application, correspondence notifications, and any outstanding fees or violation 

fines. A condition is removed when the situation which initiated it is resolved. 
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To view conditions and print this page for your records: 

1. Click the View additional details link to see the list of Conditions for this application. Click the Hide 

additional details to close this view.  

2. Print this page by right clicking your mouse and selecting Print from the drop-down list. 

Home Tab 

To return to the Welcome page:  

1. On any page where visible, click the   Tab. The Welcome page displays. 

Log Out 

To log out of the system:  

1. On any page, click the  link in the upper right hand corner of the page. The Login page 

displays. 

 

4. Searching for Applications and Licenses/Permits 

The system retains historical data, so you can search for a temporary application created with the Save and 

resume later button, or search for an already created application, or license/permit.  

To search for a license or application on the system:  

1. On the My Account page, scroll down to the General Search section. 

 

2. On the General Search section, enter search criteria: 

a. Enter a Record Number (if known) and/or  

b. Blank out and enter a Start Date (if known) 

NOTE: For the Record Number: if you only know the beginning or end of the Record Number, use the 

percent symbol (%) as a wild card. In our example below, we entered: APP%.  

NOTE: For faster searching, the Start Date defaults to a month ago and the End Date defaults to today’s 
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date. If your record creation date is not known, blank out the start date. 

3. Click the Search button. The search results display below the criteria.  

 
4. To open the record, click the record number. To continue a process, click the Action link for the desired 

record number (for example: Resume Application, or Pay Fee Due for Renewal, or Amendment). 

5. Viewing a DOHMH Application or License/Permit 

Access to the details of a record is easily available from the My Account page.  

 

To view the details of an application or license/permit: 

1. Click the Record Number of the desired application displayed on the Records or Search results list. 

2. The Record Details page displays the various categories of the record selected. Scroll down the list.  

3. Click the arrow on left of a desired category to expand the section. Click any + sign to expand a section.  
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The Application displayed on the web page is continued below. 
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6. Renewing a DOHMH License/Permit 

Most licenses or permits are eligible for renewal about 90 days before their expiration date. During this 

period the licensee will receive a preprinted renewal form by mail. This preprinted form can be completed 

online, the required documents uploaded, and payment for the renewal fee submitted online. Alternately, 

the completed form, documents, and payment can be presented in person at the DCA office, or mailed to 

the Lockbox address provided.  

Use the following steps to renew a DOHMH license or permit: 

1. Locate a License Renewal Record 

2. Application Information 

3. Review 

4. Pay Fees  

5. Complete 

Step 1: Locate a License Renewal Record 

Login to the NYC License/Permit website, or click the Home Tab on any page to open the Welcome page.  

To locate a license that is qualified for a renewal: 

1. Click the Access My Account link on the Welcome page.  

 

2. Using the General Search section, enter your License number in the Record Number field. Enter the 

appropriate Start and End Dates. Click the Search button.  

NOTE: If you only know the beginning or end of the Record Number, use the percent symbol (%) as a 

wild card to replace the unknown portion of the number. 

3. On the Search Results, locate your license record. Click the Renew Application link to open the record.  
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Step 2: Application Information 

Each license/permit requires information for the business conducted that is captured in one or more pages.  

 

To enter application information for a renewal: 

1. Follow the instructions on each web page to enter the required fields (marked with a * red asterisk) 

and optional fields on the various Application Information web pages presented. 

2. At the bottom of the page: click the Continue button to proceed to the next step in the renewal, or click 

the Save and resume later page icon to create a partial application. A message displays the temporary 

record number to access in a future online session.  

NOTE: For Workers’ Compensation and Disability Insurance: 

 If your organization is required to obtain Workers’ Compensation and Disability Insurance, mark 

Yes to the question, then enter the available required fields.  

 If you submitted the CE-200 form on the Workers’ Compensation Board web site 

(www.wcb.ny.gov) to affirm that you are exempt from obtaining these insurance coverage types, 

mark No to the question, then mark the CE-200 form box, enter the CE-200 Exemption Certificate 

number and expiration date in the required fields provided. 

http://www.wcb.ny.gov/
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Step 3: Review 

The system presents a summary of the information entered for the renewal. Review each entry. Use the 

Edit button in each section to change or correct any information. 

 

To review and edit categories of the application before submitting: 

1. On the Review page, look over the Worker’s Compensation/Disability Insurance section.  

2. Use the Edit button to open the page for that section and change or correct an entry. 

3. At the bottom of the Review page: click the Continue button to proceed to the next step in entering 

the renewal, or click the Save and resume later page icon to create a partial application. A message 

displays the temporary record number to access in a future online session.  
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Step 4: Pay Fees 

The system computes the renewal fee for the license/permit type selected. The page lists accepted cards.  

 

To pay a renewal fee: 

1. On the Pay Fees page, click the Continue button. The Payment Options page displays. 

 

The Renewal Pay Fees, Options page is continued below. 
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2. On the Pay Fees, Payments Options page, click the Submit Payment button. The City Pay web site 

opens. 

3. For entering a payment instructions, see the section Paying With a Credit Card or Debit Card. Then 

return to the Renewal Complete step below to continue the Renewal process. 

Step 5: Complete 

The system displays a confirmation with the establishment address, assigned renewal number, and type of 

license/permit. Click the Renewal Number link to see details of the license renewal record. Print this page 

by right clicking your mouse and selecting Print from the drop-down list. 
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7. Paying a Health Violation or an Adjudication/Settlement Fine 

When payments of outstanding fines are court ordered, an adjudication or settlement condition is 

associated with a license or application. The fines must be paid before the new license application process 

or license renewal process can proceed. The payment for the fine can be submitted online. Alternately, you 

can pay in person at the New York City Licensing Center at 42 Broadway or the OATH office. 

Use the following steps to pay a health violation fine: 

1. Login 

2. Locate an Adjudication or Settlement Record 

3. Fees 

4. Pay Fees  

5. Complete 

Step 1: Login 

Once logged in to the NYC License/Permit system, the Welcome page opens.  

 

To login: 

1. On the Login page, enter Username or e-mail address. Enter Password. Click Login button. 

Step 2: Locate an Adjudication or Settlement Record 
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To locate an adjudication or settlement record: 

1. On the Welcome page, click the Business - DOHMH Access My Account link. The My Account page 

displays. 

 

2. On the My Account section, scroll through the entries. Locate an adjudication (ADJ) or settlement (SET) 

record with an Action that displays a Pay Fees Due link.  

3. Click the Pay Fees Due link to open the record.   

Step 3: Fees 

The Fees page displays. This fee does not include additional processing fees which may be assessed later.  

 

To pay a fine: 

1. Click the Continue button. The Pay Fees, Options page displays. 

Step 4: Pay Fees 

The Pay Fees page displays the total payment amount that will be charged to your credit or debit card 

which includes your violation fee and the assessed convenience fee. 

My Account 
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To pay the amount by credit or debit card: 

1. Click the Submit Payment button. The City Pay web site opens. 

2. For entering the credit or debit card payment instructions, see the section Paying With a Credit Card or 

Debit Card. Then return to the step below.  

Step 5: Complete 

A receipt displays the assigned Adjudication record number. Click this number link to see record details.  

 

Print this page by right clicking your mouse and selecting Print from the drop-down list. 
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8. Amending a DOHMH License/Permit 

Licenses with a “Current” status can be amended. Only certain information on a license may be amended. 

Changes are not allowed to the establishment address. Changes are allowed to the Primary contact’s name, 

mailing address, e-mail address, or phone number. Any other type of contact can be deleted or their 

contact information changed: mailing address, e-mail address, phone number, corporate officer 

information, or DBA information. Applicable Application Information fields, such as workers compensation, 

disability benefits insurance, and hours of operation, etc. can be changed. 

Amendments can be completed online, or in person at the New York City Licensing Center at 42 Broadway.  

Use the following steps to amend a DOHMH license or permit: 

1. Locate an Amendable License 

2. Select an Amendment Type 

3. Contact Information 

4. Application Information  

5. Upload Documents 

6. Review/Edit 

7. Complete 

Step 1: Locate an Amendable License 

Login to the NYC License/Permit website, or click the Home Tab on any page to open the Welcome page.  

To locate an amendable license record: 

1. Click the Access My Account link on the Welcome page. The My Account page displays.  

2. On the My Account section, scroll through the entries. Locate a license record with a Status of Current 

and an Action that displays an Amendment link.  

3. Or, using the General Search section, enter your License number in the Record Number field. Enter the 

appropriate Start and End Dates. Click the Search button. On the Search Results, locate a license record 

with a Status of Current and an Action that displays an Amendment link.  

NOTE: If you only know the beginning or end of the Record Number, use the percent symbol (%) as a 

wild card to replace the unknown portion of the number.  

 

4. Click the Amendment link to open the record. The Select an Amendment Type page displays. 

My Account 
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Step 2: Select an Amendment Type 

The Select an Amendment Type page displays one option. The page reformats when selected. 

  

To select an amendment type: 

1. Select “Amendment” from the drop-down list. NOTE: When displayed, select the amendment type for 

the type of license/permit you wish to amend. 

2. Click the Continue button.  

Step 3: Contact Information 

Changes are allowed to the Primary contact information. Any other type of contact can be deleted or their 

contact information changed.  
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To remove a Contact: 

1. Click the Delete link. The Contact list refreshes to display the list without the deleted contact. 

To edit a Contact: 

1. Click the Edit link. The Contact form displays. 

2. Make any necessary changes to the fields. 

 

To remove a Contact Address: 

1. Select Remove from the Actions drop-down list. The Contact Address list refreshes to display the 

list without the deleted contact address. 

To edit a Contact Address: 

1. Select Edit from the Actions drop-down list. The Contact Address form displays. 

2. Make any necessary changes to the fields. 

 

3. Click the Save Address button. If the address is found on the address reference table, the Matching 
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Address Results pop up window opens.  

4. Select the desired address on the Matching Address Results, and click the Select button.  

5. Click the Save Address button. If saving the contact address is not successful, re-enter the fields.  

 

6. To save the Contact information, scroll to the bottom of the Contact List section. Click Save. 

 

To enter an additional Contact: 

1. Click the Add Contact link to display the Type of Contact drop-down field, if not visible. 

2. For the * Type of Contact, select an item the drop-down list. The page refreshes. 

3. For the type of contact selected, enter data in all required contact fields (those marked by a * red 

asterisk) and any optional fields.  

4. Enter the address fields, if desired. Click the Save Address button. If the address is found on the 

Post Office reference table, the Matching Address Results window pops up.  

5. Select the desired address on the Matching Address Results, and click the Select button.  

6. Select the Address Type (if not visible). Click the Save Address button. If saving the contact address 

is not successful, re-enter the fields.  

 

7. To save the Contact information, scroll to the bottom of the Contact List section. Click Save. 

 

To proceed to the next step in the Amendment: 

1. At the bottom of the Contact Information page: click the Continue button to proceed to the next 

step in entering the amendment, or click the Save and resume later page icon to create a partial 

amendment. A message displays the temporary record number to access in a future online session.  

Step 4: Application Information 

Each license/permit amendment requires different information that is specific to the type of business being 

conducted. This information is captured in one or more web pages.  

Applicable Application Information fields, such as workers’ compensation and disability benefits insurance 

can be changed. In our application example, applicable fields for hours of operation, etc. can be changed. 
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To edit Application Information: 

1. Follow the instructions on each page. Enter the required fields (marked with a * red asterisk) and 

optional fields on the various Application Information pages presented. 

 

NOTE: For Workers’ Compensation and Disability Insurance: 

 If your organization is required to obtain Workers’ Compensation and Disability Insurance, mark 

Yes to the question, then enter the available required fields.  

 If you submitted the CE-200 form on the Workers’ Compensation Board web site 

(www.wcb.ny.gov) to affirm that you are exempt from obtaining these insurance coverage types, 

mark No to the question, then mark the CE-200 form box, enter the CE-200 Exemption Certificate 

number and expiration date in the required fields provided. 

 

2. For information that is presented in a table format: 

a. To add a row, click the Add a Row button. (Where multiple tables are presented in a drop-down 

list, first select a Table Name, then click the Add a Row button.) The Table Name window pops-up. 

b. On the Table Name window, enter the fields and/or select from the drop-down lists. Click Submit. 

http://www.wcb.ny.gov/
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The Application Information page refreshes listing the table rows entered. 

c. To edit a row, mark the checkbox to select the target row, select Edit from the Action drop-down 

list or click the Edit Selected button (when available). 

d. To delete a row, mark the checkbox to select the target row, select Delete from the Action drop-

down list or click the Delete Selected button (when available).  

3. At the bottom of each Application Information page: click the Continue button to proceed to the next 

step in entering the amendment, or click the Save and resume later page icon to create a partial 

application. A message displays the temporary record number to access in a future online session.  

 

Step 5: Upload Documents 

Each license/permit amendment requires the upload of documents specific to the type of business being 

conducted. Before uploading the documents, scan each into a separate PDF file on your computer. Other 

file types can be used. Please refer to the NOTE below. 

 

To upload additional documents: 

a. On the Upload Documents page, click the Upload Documents button to open the File Upload window. 

b. On the File Upload window, click the Select Files button to open the Locator window.  

c. On the Locator window, select the document to upload. Click Open.  

d. The document appears listed on the File Upload window.  

e. On the File Upload window, repeat above steps for each document. Click the Finish button to upload 

the documents. 
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NOTE: The maximum file size allowed is 15 MB. Various file types are allowed. Here is a partial list of 

extensions for file types allowed: PDF, JPG, GIF, PNG, XLS, XLSX, DOC, DOCX, VSD, and TXT. Any file type 

that is not allowed will not upload to the system. 

f. In the Attachment section, select the Type from the drop-down list and complete the Description for 

each document uploaded. Click the Remove link to discard a document in this section.  

g. At the bottom of the Attachment page, Type section: click the Save button to store the documents. 

h. A message displays that the documents have uploaded successfully. 

 

i. The document attachments are listed in the Attachment section.  

j. On the Actions list, click View Details for information about the uploaded record. 

k. Click the button (Browse or Upload Documents) to upload another document.  

 

l. At the bottom of the Upload Documents page: click the Continue button to proceed to the next step in 

entering the amendment, or click the Save and resume later page icon to create a partial amendment 

record. A message displays the temporary record number to access in a future online session.  

Step 6: Review  

The Review page presents a summary of the information entered for the amendment. Information entered 

for the amendment can be edited before it is submitted. 

 

 
 
The Amendment Review page is continued below. 
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The Amendment Review page is continued below. 
 

 
 
The Amendment Review page is continued below. 

 

To review and edit categories of the amendment before submitting: 

1. On the Review page, look over each section.  

2. Use the Edit button in each section to open the page for that section and change or correct an entry. 

3. Use the Action links where available to open and view an item. 

 

4. At the bottom of the Review page: click the Continue button to proceed to the next step in the 

amendment, or click the Save and resume later page icon to create a partial amendment record. A 

message displays the temporary record number to access in a future online session.  
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Step 7: Complete 

The system displays a confirmation with the assigned amendment record number for your license/permit. 

Print this confirmation for your records. Click the Home Tab to navigate to the Welcome page. 

 

 

To view details and print this page for your records: 

1. Click the View Record Details button to see details of the amendment record.   

2. To expand a section, click the caret    or plus   sign.  

3. Print this page by right clicking your mouse and selecting Print from the drop-down list. 
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The Amendment Details page is continued below. 
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9. Account Management 

The registered account holder can change their login or contact information using the Account 

Management page.  

 

To make changes to your account information: 

1. Click the Account Management link on any of the system’s pages where it is visible.  

2. On the Manage Your Account page, scroll through the sections.  

3. Use the Edit button to open the page for that section and change or correct an entry. 

4. Use the Add a Contact button to add another person to your account. 

5. Use the Action links where available to open and view an item. 

 

To change Login Information: 

1. In the Login Information section, click the Edit button. The Login Information form opens. 
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2. Change the desired information. Click the Save button. The changes take effect immediately. To keep 

the current information, click the Cancel link. 

NOTE: If you change your security question or answer, make sure to remember it! 

3. Contact Information cannot be changed, but additional contacts may be added. 

Forgetting Your Password  

 

If you forget your password:  

1. On the Login page, click I’ve forgotten my password link to have a new password sent to you by e-mail. 

You will need to provide your security question/answer for this process, so don’t forget your answer! 

10. Link to an Existing License 

If you already have a license with the New York City Department of Health and Mental Hygiene, you must 

link your current license to your online account using the PIN mailed to you. Follow the steps below once 

you have received your PIN by mail.  
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If you have not received a PIN letter or if you have lost the PIN letter: 

 Contact 311 to get a PIN, or 

 Submit the PIN Request form.  

To open the Request a PIN form: 

1. On the Login page, click the Request a PIN here link. 

2. Enter the requested information. 

3. Click Submit to send the form. 
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Use the following steps to link to an existing license or permit: 

1. Login 

2. Select an Online Service 

3. Agree to Terms 

4. Access an Existing License 

5. PIN Registration 

6. Review 

7. Complete 

The following is a sample of a PIN letter. 

 

Step 1: Login 

1. On the Login page, enter Username or e-mail address. Enter Password. Click Login button. 
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Step 2: Select an Online Service 

The Welcome page displays. 

2. On the Welcome page, in the Business – DOHMH link box, click the link: Select an Online Service.  

 

 

Step 3: Agree to Terms 

The Online Services Affirmation page displays the terms for applying for licenses or permits. 

To Register a PIN for an existing license: 

1. On the Online Services Affirmation page, read the terms. 

2. Mark the “I have read and accepted the above terms.” check box.  

3. Click the Continue button.  

NOTE: You will need to do this each time you register a PIN. 
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Step 4: Access an Existing License 

Current licensees will select the check box for “**Link an Existing License to your Account with your PIN” to 

associate their login information to their existing license number on the system’s database.  

To select a License Type: 

1. Mark the check box for: “**Link an Existing License to your Account with your PIN”. Click Continue.  

2. Click the Continue button. The PIN Entry page displays. 
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Step 5: PIN Registration 

The PIN Registration page displays.  

 

5. Enter the PIN number that you received. Click the Continue button.  

Step 6: Review 

The Review page displays your PIN entry.  

 

6. Review the entry, click Continue if correct. Click the Edit button to change your PIN Code (if needed).  
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Step 7: Complete 

The Record Complete page displays the Record Number associated with your current license or permit.  

 

 

7. On the PIN Entry  Complete page: 

a. To print the receipt: Right click your mouse. Select Print from the drop-down list. Complete 
instructions on the pop up print form. 

b. To navigate to your account list: Click the Access My Account link to view your license or permit 
and pay any violations. 

c. To navigate to the Welcome page: Click the Home tab. 
d. To view entries in each section of the record: Click the View Record Details button.  
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11. Mobile Food Vending 

New York City licenses food carts and trucks. The Department of Health and Mental Hygiene (DOHMH) 

Mobile Food Vending (MFV) Program administers the licenses, permits, the MFV Permit Lottery, and 

inspections that are associated with Mobile Food Vending. 

To run a food-selling business from a pushcart or truck, you must have either a year-round or seasonal 

license photo ID badge, known as a Mobile Food Vendor Personal License. To obtain an MFV License, you 

must take the Health Academy Food Protection Course and pass the examination. You must also have a 

decal permit, known as a Mobile Food Vending Unit Permit, for any pushcart or truck where food is sold.  

Any citizen can apply online for the Mobile Food Vendor Address Book. The MFV Address Book application 

captures the citizen’s contact information and preferences for type of cart (MFV or Green) and NYC 

Borough locations desired. The MFV Address Book is used as a source for entrants to the MFV Permit 

Lottery that is run for each cart type/NYC Borough location. “Winners” of each lottery are added to the 

Food Cart Waiting List. 

New permits are available only to those licensed vendors who were placed on the Food Cart Waiting List 

and notified by the Department of Health to apply for the unit permit. If you are notified, you must file an 

application online or in person at the Department of Consumer Affairs (DCA) Licensing Center. You must 

then contact the Department of Health to schedule an inspection appointment and have a permit sticker 

affixed to the pushcart or truck. The permit expires two years from the previous expiration date.  

Instructions are presented in this section below to apply for the Health MFV Address Book and for a Health 

MFV License along with the required Health Academy Food Protection Course registration. 

Apply for the MFV Address Book 

Use the following steps to apply for the Mobile Food Vendor Address Book: 

1. Step 1: Login 

2. Step 2: Select an Online Service 

3. Step 3: Agree to Terms 

4. Step 4: Select MFV Address Book 

5. Step 5: MFV Address Book Contact Information 

6. Step 6: MFV Address Book Cart Type and Location 

7. Step 7: Review 

8. Step 8: Complete 

Step 1: Login 
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1. On the Login page, enter Username or e-mail address. Enter Password. Click Login button. 

Step 2: Select an Online Service 

The Welcome page displays. 

 

2. On the Welcome page, click the link: Select an Online Service.  

Step 3: Agree to Terms 

The Online Services Affirmation page displays. 

 

3. On the Online Services Affirmation page, read the terms. Mark the “I have read and accepted the 

above terms.” check box. Click the Continue button.  

 

Step 4: Select MFV Address Book 

The License/Permit Selection page displays. To locate a desired License or Permit name, you can filter the 

list displayed by entering a key word in the search field provided and clicking Search, or you can use the 

scroll bar to navigate down the list until the desired license or permit name appears. 

4. To Locate a License or Permit: 

a. On the License/Permit Selection page, enter a key word in the Search box, and click Search button. 

The search results display the selections for your key word. 



 
 

 

DOHMH Licensing and Permitting System User Guide                      Page 77 of 102 

 

b. Mark the check box for: “Mobile Food Vendor Address Book”. Click Continue.  

 

c. The Contact page displays. 

Step 5: MFV Address Book Contact Information 

  

5. On the Contact page, enter requested information: 

a. Select Type of Contact from drop-down as Business Information, or Individual Owner.  For our 

example: we have selected “Individual Owner”. 
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b. Enter Contact information for the displayed fields on the refreshed Contact page.    

 

c. Enter Contact Address fields displayed.  

d. Click the Save Address button. The Matching Address Results list displays. 

e. On the Matching Address Results list, click a button for the desired address. Click Select. The 

selected Contact Address is saved to the Contact Address List. 
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f. Click the Save button. The Contac is saved to the Contact List. 

g. Click the Continue button. The Application Specific Info page opens. 

NOTE: At the bottom of the page, you can click the Continue button to create the address book record 

(ADB-YYYY-9999999) or click Save and resume later icon button for a temporary record (TMP) that can be 

completed in a later session.  

Step 6: MFV Address Book Cart Type and Location 

6. On the Application Specific Info page, mark the check boxes for all the desired Permit Types. Click the 

Continue button.  
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Step 7: Review 

The Review page displays. 

 

8. Review and click the Edit button in each section to change an entry (if needed). Click Continue. 
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Step 8: Complete 

The Record Complete page displays the Record Number associated with your MFV Address Book record.  

 

9. On the MFV Address Book Complete page: 

a. To print the receipt: Right click mouse. Select Print from the drop-down list. Complete pop up print 
form. 

b. To navigate to your account list: Click the Access My Account link. 
c. To navigate to the Welcome page: Click the Home tab. 
d. To view entries in each section of the Address Book record: Click the View Record Details button.  

 

Apply for an MFV License 
Instructions are presented in this section to apply for a full term year-round or seasonal temporary Mobile 

Food Vendor Personal License / photo ID badge. An MFV License is needed to run a food-selling business 

from a pushcart or truck. To complete the requirements for obtaining an MFV License, you must take the 

Health Academy Food Protection Course and pass the examination.  

Use the following steps to apply for the Mobile Food Vending Full-Term or Seasonal License: 

1. Login 

2. Select an Online Service 

3. Agree to Terms 

4. Select an MFV License 

5. MFV License Establishment Address 
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6. MFV License Contact Information and Email Affirmation 

7. MFV License Application Specific Information 

8. MFV License Documents 

9. Review 

10. Complete 

Step 1: Login 

 

1. On the Login page, enter Username or e-mail address. Enter Password. Click Login button. 

Step 2: Select an Online Service 

 

2. On the Welcome page, click the link: Select an Online Service.  

Step 3: Agree to Terms 

The Online Services Affirmation page displays. 
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3. On the Online Services Affirmation page, read the terms. Mark the “I have read and accepted the 

above terms.” check box. Click the Continue button.  

Step 4: Select an MFV License 

The License/Permit Selection page displays. 

 

4. To Locate a License or Permit: 

a. On the License/Permit Selection page, enter a key word in the Search box, and click Search button. 

The search results display the selections for your key word. 

 

b. Mark the check box for the desired license.  

c. Click Continue. The Contact page displays. 
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Step 5: MFV License Establishment Address 

 

5. To enter an Establishment Address: 

a. Type an entry or select from the dropdown list for fields with a red asterisk (*). 

b. Click the Validate button. The Establishment Address page refreshes to display search results.  

c. Click the link to the desired address. The selected address fills the fields in the Establishment 
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Address page.  

d. Click Continue. 

NOTE: For best results when entering an address, spell out the words “North”, “South”, “East”, and “West”.  

When the zip code field is left blank, the validate function supplies a valid zip code for the address. If the 

building #, floor/unit and unit type are left blank, the validate function may retrieve multiple addresses for 

the street name, city and state entered. Click an address link to select the address desired from the list of 

addresses displayed. 

If the validate function cannot locate the address entered, a “No records found” error message displays in 

the Address list. Click the Clear button to blank out the fields, re-enter the correct information, and click 

the Validate button. Repeat as often as necessary to enter a US Post Office valid mailing address.   

When a valid address is selected, the address fills the Establishment Address fields and the fields appear 

with a grey background. 
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Step 6: MFV License Contact Information and Email Affirmation 

 

6. On the Contact page, enter requested information: 

a. Select Type of Contact from drop-down as Business Information, or Individual Owner.  For our 

example: we have selected “Individual Owner”. 

b. Enter Contact information for the displayed fields on the refreshed Contact page.    
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c. Enter Contact Address fields displayed.  

d. Click the Save Address button. The Matching Address Results list displays. 

e. On the Matching Address Results list, click a button for the desired address. Click Select. The 

selected Contact Address is saved to the Contact Address List. 

 

f. Click the Save button. The Contac is saved to the Contact List. 

 

g. Mark the checkboxes for the Email Affirmation questions:  

1. Yes - to receive notices by email, No – to receive notices by postal mail. 

2. Yes – to received Health Department publications, No – to decline receiving publications. 
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h. Click the Continue button. The Application Specific Info page opens. 

NOTE: Click Continue to create an application record (APP-YYYY-9999999) or Save and resume later for a 

temporary record (TMP) that can be completed later. 

 

Step 7: MFV License Application Specific Information 

7. On the Application Specific Info page: Enter the Applicant Information. Click the Continue button. 

 
 

Step 8: MFV License Documents 

On the Upload Documents page:  Click the Upload Documents button to select files previously scanned into 

your computer which match the System Message list of required documents.  

NOTE: If you need more time to gather your documents, click the Save and resume later button. This saves 

the application as a temporary (TMP) record on the My Accounts list page. When you are ready, locate 

your TMP record and click the Resume Application link. 

NOTE: Before uploading the documents, you can electronically scan each paper document as a separate file 

on your computer. The maximum file size allowed is 15 MB. Various file types are allowed. Here is a partial 

list of extensions for file types allowed: PDF, JPG, GIF, PNG, XLS, XLSX, DOC, DOCX, VSD, and TXT. Any file 

type that is not allowed will not upload to the system. 
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8. On the Upload Documents page, to upload documents: 

a. On the Documents page, click the Upload Documents button to open the File Upload window. 

b. On the File Upload window, click the Select Files button to open the Locator window.  

c. On the Locator window, select a document to upload, click Open. Document shows on File Upload. 

 



 
 

 

DOHMH Licensing and Permitting System User Guide                      Page 90 of 102 

d. The document appears on the File Upload window.  

e. On the File Upload window, repeat above steps for each document. Click the Finish button to 

upload the documents. 

f. In the Documents section, select the Type and complete the Description for each document 

uploaded. Click the Remove link to discard a document in this section. 

 

g. At the bottom of the Documents page, click the Save button to store the documents. 

 

h. A message may display that the documents have uploaded successfully. 

i. The document attachments are listed on the Upload Documents page.  

 

j. On the Actions list, click View Details for information, or click Delete to remove the document. 

k. Click the Upload Documents button to upload another document.  

 

l. At the bottom of the Documents page: click Continue to proceed with the application, or click the 

Save and resume later page icon to create a partial application. A message displays the temporary 

record number to access in a future online session.  
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Step 9: Review 

9. On the Review page click the Edit button in each section to change an entry (if needed). Click Continue. 
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Step 10: Complete 

The Record Complete page displays the Record Number associated with your MFV License record.  

 

10. On the MFV License Complete page: 

a. To print the receipt: Right click mouse. Select Print from the drop-down list. Complete pop up print 
form. 

b. To navigate to your My Account page: Click the Access My Account link. 
c. To view conditions for this transaction: Click the View Additional Details link. 

NOTE: For an applicant to be eligible for an MFV License, the applicant must register for the Health 

Academy Food Protection Course, take the course, and pass the written exam. We will register for the Food 

Protection Course in the next section. 
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Register for the Food Protection Course 
To complete the requirements for obtaining an MFV License, you must take the Health Academy Food 

Protection Course and pass the examination. Instructions are presented in this section to register for the 

required Health Academy Food Protection Course. 

Use the following steps to register for the Health Academy Food Protection Course which completes the 

application for a Mobile Food Vending Full-Term or Seasonal License: 

1. Navigation 

2. Select the MFV License Application Record 

3. View MFV License Application Record Details 

4. Schedule a Health Academy Course 

5. Pay for the Health Academy Course 

6. Receipt 

Step 1: Navigation 

 

1. Click the Access My Account on the MFV License Application Complete page or the Welcome page.  
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Step 2: Select the MFV License Application Record 

 

2. On the My Account page, click the APP-2013-??????? Link for the MFV License Application. Be sure you 

click the Application record, not the License record. Check that the Status shows “Pending Application”. 

Step 3: View MFV License Application Record Details 

The Application Record Details page opens. Use this page to: view details of the application entered; 

upload additional documents; navigate to related records; and register for the required Health Academy 

Course. 

3. On the Application Record Details page: click the Arrow for the Health Academy Courses section to 

expand that section. 

NOTE: On the Application Record Details page, you can click the Plus Sign icon or right facing Arrow icon 

for any section to expand that section of the application record.  
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Step 4: Schedule a Health Academy Course 

4. On the MFV License Record Details page, Health Academy Courses Section: To Schedule a Course: 

a. Click the Schedule a Course link. The Health Academy Course Schedules form opens to display 

available courses. 
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b. Click the button for the Food Protection Course for Mobile Vendors. Click Continue. The Available 

Sessions for the course form opens. 

 

c. Select the filtering criteria on the drop-down lists for Provider, City, and State. Select a From date 

and To date on the calendars. Click Filter. The results display below the criteria entered. 
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d. Click the button to select the desired course schedule. Scroll down the page. Click Continue. 

 

e. Details display for the selected course with instructions and driving directions. Click Pay Now. 
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Step 5: Pay for the Health Academy Course 

5. To pay for the Health Academy Course: 

a. Click Continue on the Fees page displays.  

 

b. The Pay Fees page shows the total amount with fee to be charged to your credit/debit card. 
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c. Click the Submit Payment button. The City Pay web site opens. 

d. For entering the credit or debit card payment instructions, see the section Paying With a Credit 

Card or Debit Card. Then return to the step below.  

Step 6: Receipt 

The Receipt page displays a message that your transaction was successfully submitted.  

6. On the Receipt page: 

a. To print the receipt: Right click mouse. Select Print from the drop-down list. Complete pop up print 
form. 

b. To navigate to your My Account page: Click the Home tab at the top of the page. 
c. To view record details for the MFV application record click the APP-2013-??????? link. 
d. To view conditions for this transaction: Click the View Additional Details link. 

 

When the  APP-2013-??????? link is clicked, the MFV application record details display. Expand the Health 
Academy Courses section to view the course that was scheduled. In this section, in the Actions column, you 
can view details of the Course Registration and reschedule the course. This section will also show details 
when the course is completed.  

7. On the Record Details page: 

a. To view the course that was scheduled: Expand the Health Academy Courses section. 
b. To view details of the course registration: Click the Actions, View Details link.  
c. To reschedule the course: Click the Actions, Reschedule link. 
d. To navigate to your My Account page: Click the Home tab at the top of the page. 
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