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User Guide to Navigating the Licensing Portal 
 
1. Visit the Licensing Portal page: 

 
 
2. You will need a BRUM Account to be able to use the licensing portal. If you do not have one you 

can use the Register Here button in the top right corner of the page: 

 
 
3. To login you will need to ensure you return to the Licensing Portal homepage and use the Sign In 

button: 

  
 
 
 

https://licensing.birmingham.gov.uk/
https://www.birmingham.gov.uk/myaccountpage
https://account.birmingham.gov.uk/q/register
https://licensing.birmingham.gov.uk/
https://account.birmingham.gov.uk/q/login
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4. Once signed in you will be taken to the home page of the licensing portal: 

 
 

5. Depending on your device, if the menu on the left-hand side of the screen is not visible click the 
menu icon button next to the logout button in the top right-hand corner: 

 
 

6. To make an application you will need to click ‘Licensing’ on the left-hand menu: 
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7. From the menu you can either select ‘Apply For A Licence’ option which will list all application 
forms available on the portal and you then click on the hyperlink for the application you want to 
complete and submit: 

 
 
OR 
 
You can select the relevant licence type option from the menu, and this will take you directly to 
the Licence Application form: 
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8. Please ensure you read carefully the help text provided within the form to ensure that you enter 
the correct information in the right places: 

 
 

9. Mandatory fields are marked with a red asterisk and where there are fields marked with two 
green asterisks that means one of them must be completed. The system will prevent you 
progressing should any mandatory fields not be complete and advise what the errors are: 

 
 

10. Where applicable, you will have the opportunity to upload any supporting documents. Please 
note the maximum file size is 8MB. For some applications some uploads will be a mandatory 
requirement: 



Page 5 of 8 
 

OFFICIAL 

  
 

11. The final step before finishing and submitting your application will provide you with a summary 
of the information you have provided. At the very bottom of the page is a declaration that 
everyone needs to confirm prior to submission. This is a mandatory requirement. 
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12. Throughout the form you will see that you have the option to save progress of your application if 
you are not able to or ready to submit your application: 

 
 

13. When you click ‘Finish’ (where a fee is payable) there will be a short pause whilst the system 
transfers you to the WorldPay screen (please remain on this screen until transferred). You will be 
automatically transferred to the payment screen where you can enter your card details: 

 
 

14. Once you complete the payment details and make payment you will get a transaction summary 
from WorldPay that will tell you if the payment was successful. We recommend that you take a 
screenshot of this page as proof of payment as it contains the amount paid and the transaction 
reference number: 
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The ‘Return to site’ button will take you back to the licensing portal. 
 

15. If you wish to view your submissions, saved (draft) applications, pay for submitted applications 
(where payment was not made or successful), view the status of your submissions and/or view 
any comments that we may have sent you then you will need to click the ‘Licensing Home’ 
option: 

   
 

16. The first table details licence invoices i.e. all transactions you have submitted with the payment 
status. If payment was successful then the line will be green, however if it was unsuccessful, it 
will be highlighted pink and there will be a pay button in the right-hand column. Selecting this 
will direct you straight to WorldPay where you will be able to make the payment: 
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17. The second table lists your online licence submissions. This will show any comments we have 
made regarding your submission and also will indicate the status of your application: 

 
 

18. The next section will list any of your draft online submissions. This is where you can retrieve your 
saved applications to complete and submit: 

 
 

19. You can update your profile from within the portal by selecting the ‘Edit Profile’ option in the left-
hand menu and/or the icon on the main home page: 

  


