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Introduction
IDR's Electronic Licensing and Permitting System (eLAPS) will help stakeholders apply for and manage their

alcohol licenses, permits, and certificates efficiently. Additionally, it will also let Local Authority users verify and
endorse the applications for further processing to lowa Department of Revenue (IDR) staff.

This Quick Reference Guide describes the actions and resources available to Local Authorities.
Logging In
Accounts for Local Authorities are set up by the lowa Department of Revenue. The lowa Department of

Revenue issues all user |IDs for Local Authorities. Please email licensing@iowaabd.com to request access for
these account types.

1. Enter your login details and click Login

Looking for Public Information ?

Login

.

Department of Revenue

IDs for Dramshop Carriers and Local Authorities. Please email

25 contact the License Ovner. The License Owner must register in LAPS and grant you access to the system and

Don't have an account?

No Problem! You can register by clicking on the button below. To skip this next time, you can ask us to remember your login credentials.

2. Fillin the details in the pop up that opens and click Submit.

Dashboard

Once you have received your user information, log in and you will land on the Dashboard page.
The three main tabs on the Dashboard page are:

e Applications

e License(s)

o Tickets
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N Hello, Welcome to the Alcoholic Beverages Division State of lowa

=/ View/Print All Licenses
Applications License(s) Tickets
7 Revision Requests

View all Applications
Application Number License Number Application Status

Users

Side Panel

From the Side Panel, you will be able to:
e View/Print All Licenses
e View All Revision Requests
e View All Applications

You’ll also be able to manage Users from the side panel.

Permits
Hello, Welcome to the Alcoholic Be
Dashboard
=l View/Print All Licenses
Applications License(s) Tickets
=" Revision Requests
= Wiew all Applications
Application Number License Number

My Company's

Users
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Applications

Review and Approval Steps

To review and approve applications, please follow these steps:
1. Locate the specific application, enter the relevant search criteria or scroll through the available
applications. Click the Continue button to proceed or select the three dots next to the application and
choose View to see the application details or Print Application to print the application.

I WA ™ Home Public Database City Of Des Moines .
Department of Revenue i g Sy

Permits

N Hello, Welcome to the Alcoholic Beverages Division State of lowa

5 View/Print All Licenses

Applications. License(s) Tickets
Revision Requests
[S] Viewall Applications
Application Number License Number Application Status
My Company's seleet .

 Users

Family Dollar #25799

Other Premise Street: 1306 Eat 14th Asplcation Number : App-190771

Clace R Retsil 8lcahal licance

N f
I WA Home Public Database City Of Des Moines

Department of Revenue

Permits Family Dollar 25799
04  Dashboard & sl Agplication Number : App-150771 Continue
Class B Retail Alcobol License
View/PrinL All Licenses
" Revision Requests Application Type entative Effective Date lentathe Expiration Date Application Status @
’ New 2023-12-03 2024-12-02 Submilled Lo Local Aulbarily

= Viewall Applicalicns

My Company’s

& Users Ll Toreade Mexican Bar and Grill- LCO050839

) Fre 1521 Fler Drive: Application Mumber : App 20YE50 Continue

Class C Retail Alcohol License
Other
Generate Report o Mplication Type entative Etective Late Ientative bxpiration Date Application status @ ' .

) Arrendrment 2024-02-22 2025-02-21 Submitted to | ocal Autharity

G Public Datahase I
T My Frofle Brint Application

1% losout

2. Review all the details provided by the Applicant. Ensure all information is complete and accurate before
entering the Local Authority information.
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I W‘ .. Home Publ

Department of Revenue

(App-190771)

Q License or Permit Type

Extension * Daytime Phone for Local Authority *Sketch on File
- Select -
o Privileges / Sub-Permits
* Proof of Control of Property ( Deed / Final Sales Contract / Lease / Written * Premise's Address Correct?
o Premises Agreement ) **Purchase agreements not accepted
Select -
Select -
0 Owmership
* Premises Zoned Properly? * Fire Inspection Completed?
o Criminal History / Violations Select - Select -
0 Document Upload *Health Inspection Completed? *Was a DCl background check run?
Select v Select -
. Local Authority
Previous License Number for this Location * Local Authority Email Address
Review
Attestation/ Endorsement Comments Amount Owed to Local Authority
487.50

3. Review the License/Permit Type selected by the applicant. Click Next to proceed.

I WA & Home Public Database City Of Des Moines
C/LAPS y .
Department of Revenue i i Sy

(App-190771)

License or Permit Type .
Review

NEEDHELP?
Privileges / Sub-Permits

License or Permit Type

Premises
Ownership License or Permit Type Length of License Requested
Class B Retail Alcohol License 12 Month
Criminal History / Violations
Tentative Effective Date Tentative Expiration Date
Document Upload 2023-12-03 2024-12-02

Local Autherity

Review Privileges / Sub-Permits Information

Attestation/ Endorsement

Privileges

Sub-Permits

Premises Information
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X Hot Tip

While reviewing an application, you can easily
access different pages by clicking on the step
for that page. For example, if you are in the O Lcerseorpermitrioe Review
Review page but want to go to the Premises
page, click on the Premises Step.

(App-190771)

o Privileges / Sub-Permits

i License

0 Premises
o Ownership License or H]
ClassBR]

@ criminal History / Violations

Tentative Ef

o Document Upload 2023-12

0 Local Authority

. Review Privileg

o Attestation / Endorsement -
Privileges

4. The last step is to Attest/Endorse the details you have just verified and entered. Select the appropriate
Final Action from the drop-down menu. You'll need to attest that the information you have entered is
true to your knowledge. Once done, click Submit to complete the application review process.

IOWA. @ avs

Department of Revenue

Home Public Database City Of Des Moines ‘

(App-190771)

0 License or Permit Type

e Privileges / Sub-Permits

o Premises
@ ownership

o Criminal History / Violations

0 Document Upload

0 Local Authority
0 Review

. Attestation / Endorsement

Exit Save and Exit Print Application

Attestation / Endorsement
NEED HELP?

*v| Iendorse this application. The local authority has reviewed the accuracy of the application contents, the attached documents, and any other

applicable information needed to approve or deny the issuance of the license/permit.

* Name @ *Final Action Attestation Date

Local Authority 2024-11-01

Approved

Timely Filed by Local
Authority

5. You will be shown a Success
message

Back to Top
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| &Back to Dashboard |

Thank you! This application has been submitted.

X Hot Tip
When a new and/or renewal application has been approved, IDR will send a copy of the license, permit, or

certificate to the licensee and local authority. Once approved, the license, permit, or certificate can be printed
and/or downloaded by going to the side panel View/Print All Licenses and searching for the license, permit,
or certificate number. Click on “Preview” to download a PDF file of the license, permit, or certificate on your

computer. From there, you will be able to print, if needed.

Navigating to Applications from Side Panel

To search for an application using the application number, please follow these steps:
1. Click on View All Applications on the Side Panel

City Of Des Moines .

I W ) C/ Home Public Database
b LAPS
epartment of Revenue Icersing and ermitingSysan

Permits
S Hello, Welcome to the Alcoholic Beverages Division State of lowa
S

3 View/PrintAll Licenses
Applications License(s)

Revision Requests

é View all Applications
Application Number Application Status
select .

My Company’s

(b Users

Family Dollar #25799
ot: 1306 East 14th Application Number : App-190771

Other Premise

ClassBRet,

2. On the next page, a list of search results will appear. To refine your search, enter the Application
Number and click the Search button to access the desired application.

Back to Top
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Home Public Database City Of Des Moines .

<Back to Dashboard

All Applications

Application Number

753

Name of Business (DBA)

DEA v

sTATUS v

Pending Dramshop

Authority

Effective Date

Search Result (6929) <

LICENSE # v

EFFECTIVEDATE v/

a

Premise Street

EXPIRATIOND... ™

APPLICATIONT... v AMENDMENTT... \

APPLICATION#

DesMoinesClub - LF0001439 2025-01-01 2025-12-31 Renewal App-210247 v
Hy-Vee Fast & Submitted toLocal
N LG0001215 2025-01-01 2025-12-31 Renewal App-210237 v
Fresh#3 Authority
Submitted toLocal
Air Lanes LC0044979 2024-12-24 2025-12-23 Renewal App-209911 v

3. The application Search result will be displayed

TOWA
@ s

Home Public Database City Of Des Moines .

All Applications
Application Number License Number Premise Street Premise City
LG0001216

Premise County Status A it Name L e Type
Name of Business (DBA) Effective Date
Search Result (2)
DBA v smatus v Lcenses v EFFECTIVEDATE v EXPIRATIOND.. ¥ APPLICATIONT.. \ AMENDMENTT.. ™  APPLICATION# '
LaTapatia Grocery  Submitted to Local

. LG0001216 20241222 2025-12-21 Renewal App-209904 ~
Store Authority

X Hot Tip

To search for applications by status, click in the Status field and select the desired status. You can select
multiple statuses to combine various application statuses, allowing for more refined search results.

Additionally, you can filter applications using search terms across multiple fields. For example, a search
was conducted using the "Submitted to Local Authority" status and by entering the business name (DBA),
Hy-Vee.

Back to Top 10
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«Back to Dashboard
All Applications
Application Number License Mumber Premise Street Premise City
Premise County Status Account Name License Type

Submitted to Local Authority *
Amendment Approved X

Applicant Action Required by L... %

Mame of Business (DBA) Effective Date
Hy-Vee B

Search Result (2)
DBA hd STATUS v LICEMSE # hd EFFECTIVEDATE EXPIRATIOND... APPLICATIONT... v AMENDMENT T... APPLICATION# W
Hy-Vee Fast & Submitted to Local

. LG0001215 2025-01-01 2025-12-31 Renewal App-210237 v
Fresh #3 Authority
Hy-Vee Food Store Submitted to Local

LEODOO377 2024-12-18 2025-12-17 Renewal App-209690 v

#2 Authority

Revision Request

If you require additional information from the applicant or if you find that the information provided is inaccurate
or incomplete, you have the option to initiate a revision request.
1. From the dashboard, click on the 3 dots (marked with arrow) on the desired application. Select Create
Revision Request from the drop-down list.

I n WA @LAPS Home Public Database City Of Des Moines .

Department of Revenue

. Application Number License Mumber Application Status
Permits

Sebecl . Search
== Dashboard

Wiew/PrinLAll Licenses
. Family Dollar #25799
Rewision Requests ine Serpet - 1306 E.
§ Promise Strect 1308 Fast 14 Application Number : App-190771 Continue

= View all Applications Class B Relail Alouhwl License

My Company’s N Application Type TenLative Frfective Date Tenbative: Expiration Dale
New 20231203 20241202 cal-Audhacih:
£ Users View
_> Create Revision Request
Other Incorract Local Authority Salected
El Toreado Mexican Bar and Grill- LCOD5083Y ; -
Generate Repart N I Print Apglication
Premise Strect: 4521 Fleur Drive Application Mumber : App-20982
Public Datahase Class € Relsil Alcohol License

2. Fill out the details in the pop up form to finish creating the Revision Request

Back to Top 11
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Revision Requests

Application Revision Request Type

App-190771 Applicant

* Revision Request Details " Assigned to

[ £ Sandra Mckeithan

* Status * Due Date

Select

* Additional questions needing attention Additional Documentation Needed

3. Once the Revision Request has been sent, the status of the application will change to Applicant Action
Required

4. When the applicant responds to the revision request and uploads the required documents, you will
receive a notification that the request has been completed
Reviewing Revision Requests from Side Panel

To view existing revision requests,click on Revision Requests in the Side Panel. This section contains all the
requests that have been submitted for review.

Back to Top 12



I ( ‘WA Local Authority Quick Reference Guide

Department of Revenue revenue.lowa.gov
Permits e
Revision Requests
Dashboard
NAME APPLICATION STATUS TYPE ACTIONS
View/Print All Licenses
II =° Revision Requests RR-0871 App-19%062 Draft Applicant View Details | Cancel Revision Request
[5] Viewall Applications RR-0264 App-121925 Respanded by Applicant Applicant View Details

My Company's

Licar

Updates can be made to the Revision Request even if the application is in Draft status.
1. Click on the Revision Request tab
2. Select View Details to update the information

Permits

Revision Requests
Dashboard

NAME APPLICATION STATUS TYPE ACTIONS
View/Print All Licenses

% Revision Requests RR-0871 App-199062 Applicant Cancel Revision Request

View all Applications RR-0264 App-121925 Responded by Applicant Applicant View Details

My Company’s

Users

Incorrect Local Authority Selected

If an applicant has entered an incorrect Local Authority, it is necessary to create a ticket to resolve the issue.
Follow the steps below to submit a ticket:

1. Click on the three dots next to the relevant application

2. Select Incorrect Local Authority Selected from the dropdown

I WA @ LAPS Hodme Public Database City Of Des Moines '.

Department of Revenue

Permits

My Compuany s o o ) ﬁ[ . v Sl ]

Oatber

3. Complete the details in the pop-up window that appears to finalize your request

Back to Top 13
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Incorrect Local Authority Ticket

Incorrect Local Authority Ticket

*Type *Subject

Incorrect Local Authority Ti... w

* First Mame

* Preferred Phone

* Preferred Method Of Contact

* Last Mame

* Preferred Email

Ticket

Select Begin typing to lookup reco

* Enter Correct Account For Local Authority

Begin typing to lookup reco

* Description

Licenses

Click on the License tab on the Dashboard. In order to view a specific License Type, use the License/Permit
Type or/and License/Permit filter from the drop down menu.
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Applications

Permits
== Dashboard
License/Permit #
Wiew/PrinL All Licenses

" Revision Requests

=  Wiewall Applications
_ Licenseis)

My Company’s
$ Users LICENSE/FERMITE
ta
Other
Generale Reparl
LOODG1803
Public Datahase
My Profile
3 logout
- BW0100082

Local Authority Quick Reference Guide

License /Permit Type

Home

Select : ’ | Search |

Liguor License (L&)

Boor Permit {BA)
Liguor License (LB}

er Pormit

Mative Winc Pormit (WEBN)

Liguar Licen:

“four Private Bar

Salishury House & cr Permit {BC)
I

s b nc Permit (WEI

revenue.iowa.gov

Public Database

ERROLLED I ALUTOMATIC REMEWAL PROGRAM

ALTIOMS

Wiew/Prinl Application

Pre Liccnse

Drownload License

WView/Print Application

City Of Des Moines ()

Navigating to Licenses from Side Panel

Licenses can also be viewed by clicking on View/Print All Licenses on the side panel. Each license has 3

actionable options:

e View/Print All Applications - Navigates through the Application
e Preview License - The User doesn’t have to download the License in order to view it
e Download License - The User can download the License on their local system

IOWA.

@LAP.S

Department of Revenue g

Permits
License/Permit#

Dashboard

) View/Print All Licenses

* Revision Requests

License(s)
5] Viewall Applications
My Company’s LICENSE/PERMIT#
N
Users
LCO038408
Other
[4  Generate Report
LCO038408
Public Database
@) MyProfile
- LC0038408
() Logout

Outdoor Service Letter(s)

License/Permit Type

Select

Temporary Transfer Letter(s)

LICENSE/PERMIT TYPE TEMPORARY TRANSFER START DATE

™ N

Class C Liquor 2021.08-19
License (LC)

Class C Liquor 2021.06-02
License (LC)

Class C Retail

Alcohol License 2024-02-03
(Lc)

TEMPORARY TRANSFER END DATE

L

2021-08-21

2021-06-06

2024-02-04

Home

ACTIONS

View/Print Application | Preview Letter | Download Letter

View/Print Application | Preview Letter | Download Letter

View/Print Application =~ Preview Letter  Download Letter

Back to Top
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Tickets

To access the Tickets tab, go to the Dashboard.
1. To search for an existing ticket, input your search criteria and click on the Search button
2. If you wish to create a new ticket, simply click on the +Ticket button

I WA - & Home Public Database City (

Permits
N Hello, Welcome to the Alcoholic Beverages Division State of lowa
] Dashboar
£ View/Print All Licenses
Applications License(s) Tickets
=’ Revision Requests
[5] Viewall Applications
Ticket Number Application Status
My Company’s Select . + New Ticket
M Users
TICKET NUMBER STATUS TYPE DESCRIPTION/SUBJECT ACTIONS
Other Ownership tabsho
ws 1 owner. When ) ,
@ GenersteReport 00012546 Closed i View Details
cation it shows 2.
(8  PublicDatabase
@ MyProfile 00013666 Closed Updates needed View Details

3. A pop up will open after clicking +Ticket. Fill out the details and click Submit.

Ticket

Feedback

* Type * Subject

Feedback

* First Name * Last Name

* Description

Managing Users

Local Authorities can manage/add users from the Side Panel.
1. Click Users

Back to Top 16
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Permits
I Hello, Welcome to the Alcoholic Beverages Divis
% Dashboard
[ View/Print All Licenses
Applications License(s) Tickets
B Revision Requests
@ View all Applications
Application Number License Number Appl
My Company's >

M Users <—

2. Update the Access of existing users by selecting Yes/No against the desired User
3. Click +New User to add a new user

I WA* J‘é Home Public Database City Of Des Moines .
& Laps ’
[Department of Revenue
Permits fng
Existing Users + NewUser
8 Dashboard
N user AcTIVE
(5 View/PrintAll Licenses
(=0° Revision Requests City of Des Moines Yes e
[S] Viewall Applications
My Company’s
M Users

4. Fill in the details on the pop up if you are creating a new User, and click Create User

Create Mew User

~attaktn

Ape 8T, 1978

ET—
35 555 4404

Generate a Report

Generate Report from Side Panel will take you to the On-Demand Report where you will be able to generate a
report for your licenses.
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Permits
Dashboard

= View/Print All Licenses
Revision Requests

View all Applications

[

My Company’s

Users

Other

[¢  Generate Report

Public Database

Hello, Welcome to the Alc

Applications License(s)

Application Number Licens:

Family Dollar #25799
Premise Street : 1306 East 14th

Class B Retail Alcohol License

Application Type

Ri_oo

This concludes the Local Authority Quick Reference Guide.
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