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Introduction

IDR's new Electronic Licensing and Permitting System (eLAPS) will help people with all their licensing needs.
This Quick Reference Guide (QRG) will help applicants understand eLAPS and how to use it. Note: License
Owners are the only people who can register for an account.

Owner Self-Registration

K Hot Tip

Application Managers/Editors please contact the License Owner. The License Owner must register in eLAPS
and grant you access to the system and their License records. Only the License Owner can create a new
account. If you are not the owner of the license, you cannot register an account. For more information on
adding an account manager or editor, check out the Adding an Account Editor section.

Dramshop Carriers and Local Authorities:
lowa Department of Revenue issues all User IDs for Dramshop Carriers and Local Authorities. Please email

licensing@iowaabd.com to request access for these account types.

Steps to Create an Account

1. In an internet browser, enter the following URL: iowaabd.my.site.com/s/login. You will be taken to the

eLAPS website.
2. Click the Register button or Register hyperlink to initiate the registration process
Looking for Public Information ?
.
IOWA Login
" Welcome back! Enter your details below

Department of Revenue

= lowa ABD issues all user IDs for Dramshop Carriers and Local Autherities. Please email licensing@iowaabd.com to
request access for these account types.
= Application Managers/Editors please contact the License Owner. The License Owner must register in eLAPS and
] grant you access to the system and their License records.
Don’t have an account?
No Problem! You can register by dicking on the button below. To skip this next time, you can ask us to “Email

remember your login credentials.

*Password

Register i
-—_ Remember me Change/forgot password

Login

in account? Register here.

Don't have

3. A registration form will open up. Complete all required information to register as an applicant in eLAPS.
All required fields have a red asterisk and will error if not completed. This includes the following:
a. Business Information
i. Company Name is the name of the legal entity (the name of the individual, partnership,
corporation or similar legal entity that is receiving the income from the sale of alcoholic
beverages sold)
i. Business Type is a drop-down selection and includes the following options:

Back to Top 4


mailto:licensing@iowaabd.com
https://iowaabd.my.site.com/s/login/

|OWA

Department of Revenue revenue.iowa.gov

1.

4.

eLAPS Quick Reference Guide

Sole Proprietor - This is one person, not a legal entity holding the license. This
business type has direct liability for the owner. Must be a US Citizen and hold
residence in the State of lowa

General Partnership - This is 2 or more people that are splitting the ownership
between them. This type will need a Trade Name Filing from the local county and
all owners are directly liable. All of the owners must be a US Citizen and at least
one must hold residence in the State of lowa.

Corporate Statuses: Limited Partnership, Limited Liability Company,
Non-Profit Entities, and Corporations - All must be registered with the lowa
Secretary of State’s office. Must list all owners holding 10% or more interest in
the company. If there are no “owners”, list the officers and directors of the
corporation regardless of ownership interest.

Municipality - This is an incorporated city or county wanting to hold an event that
the profits are going directly to the city or county applying for the license.

Corp ID/Business Number: This is the number that has been issued by the lowa

Secretary of State’s office for any of our corporate applicants. If you are having issues

finding your business number, please use the Business Entities Search function on the

lowa Secretary of State’s website.

b. Business Address - This is the physical address of your business. This address should be
the one listed with the Secretary of State.

c. The Owners Personal Information

[ Required Fields: First Name, Last Name, SSN, Date of Birth, Phone number

Optional: Select whether or not to receive SMS (text) notifications using the drop-down

Required: Personal Address; enter the owner’s personal address or location in the

search field

Personal Address

Address or location search

0 Search by a location name or address to automatically populate the address fields
below (optional)

*Street

*City State

*Zip Code

Q

4. User Account Information: Choose a unique User ID and Password as your login credentials
5. Click the checkbox to acknowledge the Terms of Use Agreement and Privacy Policy box
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User Account Information

*Email

*Password *Confirm Password

Terms of Use Agreement and Privacy Policy

' | acknowledge that | have read and accept the Terms of Use Agreement and

consent to the Privacy Policy.

Register

Already a Member? Sign in.

6. Click the Register button after filling out the above detail; a Confirmation Message will display
7. Click Log In to enter your newly created account information to access your account

Looking for Public Information? [ Click Here

Create an account

I ‘ ‘ WA Your Account has been successfully created please login using below fink
™

Department of Revenue
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Log Into Your Account

1. Enter your login details and click Login

Looking for Public Information ? Click Here

IOWA

Department of Revenue

Login

Welcome back! Enter your details below

s lowa ABD issues all user |Ds for Dramshop Carriers and Local Authorities. Please email

Do n,t h ave a n accou nt? licensing@iowaabd.com to reguest access for these account types.

= Application Managers/Editors please contact the License Owner. The License Owner must register in
eLAPS and grant you access to the system and their License records.

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.

~Email
Regi
I = *Password
Remember me Change/forgot password

Don't have anaccount? Register here.

2. Once logged in, you will view your Permits homepage, beginning with Dashboard

Permits
s Hello, Welcome to the Alcoholic Beverages Division State of lowa
i lerlg
[=] ActionList

Action List
Upcoming Renewals

Start here to create an Application for a new License, create a Renewal Application for an existing 12 month License, or create an Amendment

@,

' Update Wallet Payment
Method

o
1,

Application for an existing License (Outdoor Service, Ownership Update, Premises Transfers...)

+ah Revision Requests(0)

& Outstanding Payments (0) Applications License(s) Tickets

G{' Print or View My License(s)

[5] Viewall Applications Application Number License Number Application Status

3. Your homepage includes a side panel with multiple actions; items will appear for any selected action

Adding an Account Editor or Manager in eLAPS

Log into your eLAPS account

Locate the Sidebar and scroll until you see My Company’s header

Select Contacts (#)

Click the Add Manager or Add Editor button to create a new manager or editor

PN~
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I WAN ; Home Public Database Sample User
©1Laps v @
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=" Update Wallet Payment -
Method
Contacts + Add Manager + Add Editor
42, Revision Requests (0)

Open Invitations License Access Pending Access Requests

/N Outstanding Payments (0)

{5 Printor View My License(s)

“Youdo not have any new invitations.
[S] Viewall Applications

My Company’s

(3 Refund Payments
B TaxReporting

Shipping Reports

Other

a. The Application Manager will be able to access and manage all applications and records
related to the License(s) selected. The Application Manager can also request access to
License(s).

b. The Application Editor will be able to access and manage all applications and records related
to the License(s) selected.

5. Select All My License(s) or choose 1 or more individual licenses from the License text field for which
you would like to provide access to your Manager or Editor

Provide Access

Please enter the License Number and Application Editor vou wish to provide access for. The
Application Editor indicated will need to log into eLAPS and accept your request prior to
receiving access to these records. The Application Editor will be able to access and manage all
applications and records related to the License(s) selectad.

All My License(s)
" License

Begin typing to lookup records

* Application Editor

Begin typing to lookup records

Cancel Invite

6. Click inside the Application Manager or Editor text box and either select an existing manager or
editor, or click Create New Application Manager/Application Editor Contact

Back to Top 8
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Create New Contact

*First Name * Last Name

* Phone Number

*Birthdate

Create Contact

a. If the Application Manager or Editor does not exist, you may create a new contact for the user to

login into eLAPS
b. Once you have created the new contact for the Application Manager or Editor, search for the

newly created contact to grant access

Provide Access

Please enter the License Number and Application Manager you wish to provide access for. The
Application Manager indicated will need to log into eLAPS and accept your request prior to

receiving access to these records.

*License
Q. Begin typing to lookup records

WAQOD0011 X

* Application Manager

l Q, Begin typing to lookup records

E Mew Contact

+ Create New Application Manager Contact

Cancel Invite

7. After you have entered the required information, click Invite

Back to Top
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Provide Access

Please enter the License Number and Application Manager vou wish to provide access for. The
Application Manager indicated will need to log into eLAPS and accept your request prior to
receiving access to these records. The Application Manager will be able to access and manage
all applications and records related to the License(s) selected. The Application Manager can

also request access to License(s).

v | All My License(s)

License

Begin typing to lookup records

* Application Manager
| Y Sarah Cain X

Cancel Invite

8. Click on Confirm

Provide Access

By inviting an Application Manager/Editor to manage your Licenses and/or Permits, you are
praviding them permission to create, edit, and otherwise manage all recards related to the
Licenses/Permits selected in the previous step. You may revoke that access at any time by returning
ta the Contacts section of the eLAPS portal and clicking "Remove" next to the Application
Manager/Editor you have just invited. By clicking "Confirm" below, you are acknowledging that this
user will be ahle to take action on behalf of the Licenses or Permits indicated in this invitation and
has your permission to do so.

Cancel Confirm

Back to Top 10
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1.

From your side panel, click the Contact tab and navigate to the Open Invitations

2. Pending requests from Application Managers will be available. You may either Accept or Reject the

requests.

NOTIFICATION FROM ADMIN

Permits

Print o View My Licensels)

Wiew all Applications

My Company’s

Refund Payments
Tax Reporting

Shipping Reports

+ Add Manages
Contacts o
1 Dashboard
Action List Open Invitations Lice rending Access Requests
5 Upcoming Renewals

+9  Revision (0 LICENSE NUMBER RECUESTED BY LEVEL OF ACCESS COMMENTS ACTIONS

@  Outstanding Payments [ 2
LCOaDa0n1 1 Mew Manager User UAT Application Manager Test 3 Reject Lails

@ conTAacTus

3. Access to the License and its records will be granted upon accepting a License request

Removing License Access

1. Click on the Contacts tab and navigate to the License Access tab
2. Locate the license you wish to revoke access for

NOTIFICATION FROM ADMIN
Permits
Add + 1E
Contacts *
,." Dask |
! ki e
Upcoming Renevials
+2%, Revision Requests [0) LICENSE NUMEBER Dt EFFECTIVE DATE EXPIRATON DATE STATUS  CAWNER MAWVE ACTIONS
(D Outstanding Paymants (2) X X
LEGO00D31 CHERRY Sep26,2021  Sep25,2022 Active  Tejaswini View Details
Print or View My Licensels)
View all Applications LCO000009 MORTGAGE, LLC Sep26,2021  Sep25,2022 Active  Tejaswini Revoke Accrss TR
My Company's ACO000021 COCPERATIVE HOUSING Dec28,2020  Dec27,2021 Active  Tejaswini Rewoke Accrss w Dtz
Contacts{0
LCO0O0011 dfsf Oct 17,2021 Oct 16, 2022 Artive Tejaswini Rewolke Accrss w Dela
Reefund Payrents
Tax Reporling
Shipping Reports ﬂ CONTACTUS

3. You may select one or more application managers or editors for whom you wish to revoke access

4. Click Confirm

Back to Top
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Revoke Access
Clickon —  button to select the owner far which you want to revoke access.
ACTIONS MANAGER/EDITOR NAME LEWEL OF ACCESS EMAIL PHONE
- David Manager Application Manager = david.cruz+manager@mtxb2b.com (000) 000-0000
- Child Application Manager Application Manager ¥ vikas khandelwal+cuatam@mixbZb.com (707)412-0901

Cancel

Tracking Pending Invitation

N

From the side panel, click the Contact tab and navigate to the Pending Access Requests tab

2. Pending invitations that have not been accepted by the Application Manager/Editor will be available for

deletion

3. Click Delete Invitation and the invitation will be deleted

Permits

=J. Daskboard

=| ActionList
Upcaming Renewals

+2"  Revision Requests(0)

(D) Outstanding Payments (2]
Print or View My License(s)

WView all Applications

My Company's

7f] Contacts(0)
Retund Payments
Tax Reporting

Shipping Reparts

vascriplvoid{0)

Contacts
Owpen Inwitations License Access
LICENSE =
NUMEBER -
LECOOOO31  CHERRY
DEOOO0011  MORTGAGE, LLC
LCOODDD0S  MORTGAGE, LLC
ACOOO0020  EEEEE

EFFECTIVE
DATE

Sep 26, 2021

Oet 10, 2021

Sep 24, 2021

Oct 16, 2020

EXP RATION
DATE

Sep 25. 2022

Cet 5, 2002

Sep 25,2022

Oct 15,2021

Active

Active

Aclive

Cancelled

RECUIESTEDTD

testit
twoooooo

Lesitl
twecocos

Resitl

twaooona

tesit
twooacng

LEVEL OF ACCESS

Application
Manager

Applicalion
Manager

Application
Manager

Application
Manager

+ Add Manager + Add Editor

ACTIONS

View Details

Delete Invitation

View Detalls

Delete Invitation

View Detai
@ CONTACTUS

4. Click View Details to see details

5. Click Close

Back to Top
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Details of Access Request for LEOO00031
Requested an: Oct 26, 2021

License Information

License Number: LEOODOO31

License Effective Date: Sep 26, 2021

License Expiration Date: Sep 25, 2022

License Length: 12 Month

License Permit Type: Class E Liquor License

License Privileges: Sunday Sales, Qutdoor Service, Living Quarters
License Subpermits:

Application Manager Information
Mame: testtt twoooooo
Email; &% tejaswinivemula+testcreatem@mixb2b.com

Phone Mumber: (333) 333-3333
Level of Access: Application Manager

License Premise Address Information

Premise Address: 11000 Airport Road, Dubugue, lowa

Close

Application Manager Profile

Requesting Access to Licenses

1. Login to eLAPS
2. Navigate to the Access Management tab
3. Click Request Access

Back to Top 13
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Permits

Access Management

HH  Dashboard

=] Action Lt Opan Inwitatione Licents Acooss Track Aecaes Raquests
& Upcom g Rerewals

+a  Revigion Reguests (0] “Vou do not have amy new invitations.

@ Cutstanding Payments{ 1)

4 PrinterView My License{s)

ﬂ Wi all Applications

My Company’s

I

3 Refund Payments

& Tax Reporting

i

—— 2 Clalagfig Raporis
PO

4. Search for a License number and provide any comments as per this request

Request Access

Please enter the License Mumber for the records you are requesting access for and select
"Request Access” Your request will be submitted to the Owners indicated on that Licenze. One
of the Owners indicated on the License will need to log into eLAPS and accept your request
prior to your receiving access to these records.

"License
B wao000011 X

* Comments

Requesting Access

Cancel Request Access

Accept/Reject Invitations

1. A notification email goes to Applications Managers/Editors. The email will have instructions on
how to accept/reject an invitation.
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Sandbox: lowa ABD | License Access Invitation box x Y
a IOWA ABD Licansing Support yia 21 Jewenmicicgidu. siore.1-201 #403 c832.002 SAn00 SA40H0H.COM 2:09 PM (2 hours ago e “—

Hi Justica Testing,

You hawve been invited to manage the following License(s)

= LEDDOOD&4

1. Please 10g in 1o eLAPS: il gn-sowe bd 2 lorce. oo
2. Navigate to *Open Invitations” tab in *Access Managoment”
3 Pam:n-j Irvilatsan from Licanss Owner will e avallabis, Yol My aithar Accapl of Reject thes imdlation

Oneca sccepted, you will have access (o all information relaled o the oense(s)

1 you believe you hava received this amaill in émor or thers i a mistaka, pleasae contact ABD al 515-281-7400

Thank you

Eipsgsen bk ma s pams  Wea e

Note: If there are any outstanding invitations for the user, the Access Management tab will be
highlighted in red color. Number in the bracket indicated the number of notifications.

2. Navigate to the Access Management tab and look at Open Invitations
3. If any Pending invitations from License Owners are available, you may either Accept or Reject the
invitations
NOTIFICATION FROM ADMIN
Permits Access Management + Regquest Access
Dashibo,
o ) Dien brvilations
Ui F
LRCENSE MUBER RECAESTEDRY LEVELOF ACCESS ACTIONS
+2'  Revision RequestsiD
(@D Outstanding Paymenats {1 CBOODDG02 Arshul Portal User Crasmoer Lo View Details
Prinh o Wiew My Licenss(s -
il Arpkcation |
My Company's
Refurd Payment
Tax Rey
Shinping Reports

4. Access to the License and its records will be available upon accepting a License invitation

Relinquishing License Access

1. From the side panel, click the Access Management and navigate to the License Access tab
2. Locate the license you wish to relinquish access for

Back to Top 15



I ( ‘WA eLAPS Quick Reference Guide

revenue.iowa.gov

Department of Revenue

3. Click the Relinquish Access button

NOTIFICATION FROM ADMIN
Permits .
Access Management + Request
1= Dashboard
Open Invitations igense Access Pending Access Requests
—| ActianList
Uacoming Renavals
UICEMNSE NUMBER = 28 EFFECTIVE DATE EXPIRATION DATE STATUE WNER NAME ACTIONS
+2'  Revision Requests (3]
(D Outstanding Payments 1) CE0000002 PU 0182021 Ocl17.2022 Active  AnshulSharma Relinauish Accass | RCLEEELE
Print ar View My License(s)
LEOOOO00S MORTGAGE, LLC Sep 28, 2021 Sep 25,2022 Active  Tejaswin Relinguish Acces [ERIEGPEEIE

= Viewall Apglications

My Company’s

Access Management (D)

Refund Payments

4. Upon action, a confirmation window will display
5. Read the declaration text and click on Confirm

Relinquish Access Confirmation

By selecting "Confirm" below, you are relinguishing access to this License and its records originally
granted by the Owner. Once you have pressed "Confirm”, you will immediately lose access to all
records related to this License or Permit in the system. If you wish to gain access again, or to a
different set of Licenses and Permits, please use the "Request Access" button once againtosend a

new request to the Owner of the Licenses or Permits.

Tracking Pending Requests

1. From the side panel, click the Access Management tab and navigate to the Pending Access

Requests tab
2. Pending requests that have not been accepted by the License Owners will be available for deletion

3. Click on Delete Request

Back to Top 16
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NOTIFICATION FROM ADMIN

Permits

Access Management
Dashboard
Open Invitalions Licemse Access
=] Action List
Upcoming Renewals
LICENSE NUMBER DRa

+2 Revision Hequests (0]

(D Outstanding Payments 1) LEO000D10 Daniel's Liquer Store
Print or View My Licensels)

Wiew all Applications

My Company's
1) Access Management {0}
Retind Payments

Tax Reperting

Shipping Reports

f Request Access

Pending Access Requesls

EFFECTIVE CATE EXPIRATICHDATE STATUS ALTIONS

p— HL ]

Oct 26,2021 Oct 25, 2022 Active

@ conTacTUus

4. Click View Details to find Requested date, License Information, and License Permise Address

5. Click Close

Details of Access Request for LCO000011

Requested on: Oct 27, 2021

License Information

License Mumber: LOODO0011

License Effective Date: Oct 17, 2021
License Expiration Date: Oct 16, 2022
License Length: 12 Month

License Permit Type: Class C Liguor License
License Privileges: Catering

License Subpermits:

License Premise Address Information

Premise Address: 11000 Airport Road, Dubugue, lowa

Close

Application Editor Profile

Accept/Reject Invitations

1. A notification email goes to Application Managers/Editors. The email will have instructions on how to

accept/reject an invitation.

Back to Top
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Sandbox: lowa ABD | License Access Invitation box x =
a IOWA ABD Licansing Support yia 21 Jewinmicicgdu. siore 1-28 1 #803. 6032, 5ne sane zox salasiorce.com 2:00 PM (2 hours ag0 < “—

Hi Justice Testing,

You have bean invited to manage the following License{s):

= LEDOOO044

1. Please log in 1o eLAPS htlps ga-sowaabd c532 lorce coms
2. Navigate to "Open Imvitations” tab in *Access Management”
3 Pr:m:n-.] Irvitatsan from Licensa Owined Al Do vl s s, You mary afther Accapl of Rejact thes malation

Onoa sccepted, you will have access (o all information related to the cense(s)

H you believe you have recaived this amail in émor or thers (s a mistaka, pléase conlact ABD at 515-281-7400

Thank you

= Reply % Reply al * Forward

wasesse bkl s ees Bama W dRem L6

2. Click on Access Management tab and navigate to Open Invitations tab
3. Pending invitations from License Owners will be available. You may either Accept or Reject the
invitations.

NOTIFICATION FROM ADMIN

Permits Access Management

=1 Dashboard

Action List
Upcoming Rencwals
LICEMSE NUMBER REQUESTED BY LEVEL OF ACCESS ACTHONS
+2'  Revision Requests [ 0)

Sy Cutstanding Payments (0 LEQQQCOZ1 Tejaswini Crainer Crwmier Reject View Details

Primtor View My License(s)

Wicw all Applications -

My Company's

(T Access Management (1)

Refured Paymenls

Tax Reporting

Shipping Reports @ CONTACTUS

Access to the License and its records will be available upon accepting a License invitation

Click View Details to find Requested Date, License Information, and License Permit Address
Information

6. Click Close

o s
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Details of request for LEQO00031
Requested on: Oct 27,2021

License Information

License Number: LEODOOO031

License Effective Date: Sep 26, 2021

License Expiration Date: Sep 25, 2022

License Length: 12 Manth

License Permit Type: Class E Liquor License

License Privileges: Sunday Sales, Qutdoor Service, Living Quarters
License Subpermits:

Contact Information
Name: Tejaswini

Email: &% tejaswinivemula+1444685+contact@mtxb2b.com
Phone Mumber: (333) 333-3322

Requestor Information
Name: Tejaswini Owner

Email: &% tejaswinivemula+uatowner@mtxb2b.com
Phone Number: (555) 555-5555

License Premise Address Information

Close

Relinquishing License Access

revenue.iowa.gov

1. From the side panel, click the Access Management tab and navigate to the License Access tab

2. Locate the license you wish to relinquish access for
3. Click on the Relinquish Access button

Back to Top
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=] Action List

=¥ Upcoming Renewals Access Management

21, Revision Requests (0)

Leine A

@ Outsranding Fayments 1]
= Printer View My Licenselsh
T View all Applications LHCENSE P MIBER (50 EFFECTIVE DATE EXPIRATHON DATE STATUS SHNER NAME ACTHCNS

. BE0223346 TESTDEC DEMO Sep 23,2021 Sep 23,2022 Arlive  DECDEMO Wiew Details
My Company's
B Access Managesnt
o WANCOT TESTDFEMO 2 Sep 23,201 Sep 23,7027 Artive TEST DEMO Relinguish Acoess View Details

[4  Refurd Payments

=5 Tax Regarting -

Fhiperins Reports

(7]

Other

f Generate Report
| @ g |

4. Upon action, a confirmation window will display to confirm the action

Relinquish Access Confirmation

By selecting "Confirm" below, you are relinquishing access to this License and its records originally
granted by the Owner. Once you have pressed "Confirm', you will immediately lose access to all
records related to this License or Permit in the system. If you wish to gain access again, or to a
different set of Licenses and Permits, please use the "Request Access” button once againtosend a
new request to the Owner of the Licenses or Permits.

Cancel Confirm
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New License Application Process

Note: Throughout the application process, you will see the Exit and Save and Exit options on the top right
corner of each step. If you do not wish to continue, click on the Exit at any point. If you wish to continue at
some other time, click Save and Exit.

To apply for a new license:
1. Within the Sidebar, click Action List
Note: IDR recommends applying for a new license at least 45 days in advance
2. Locate the New Application panel and click Apply for New Application

* Hot Tip - Not sure which license is best for you?

Locate the Help Me Choose My License Type panel and click Apply for New Application within that
panel. This provides guided assistance in choosing an alcohol license that fits your needs.

Permits Action List

Dashboard

= Actionlist NEW APPLICATION HELP ME CHOOSE MY LICENSE TYPE UPCOMING RENEWALS
Create an Application for a NewLicense or Permit Guided access to sssist in selecting the correct License or Permit type. Creste s Renewsl Application for an existing 12 Month License or Permit.
Update Wallet Payment
Method
Apply for New Application | [ Check Renewls
42, Revision Requests (0)
A\ Outstanding Payments (0)
it o i iy Licenaate MAKE A CH MIT CHANGE DRAM INSURANCE CANCEL LICENSE
Complete an Amendment application for Ownership updates, Outdoor Change Dram Insurance Plesse use this action to initiste the License, Permit, or Certificate

[5] Viewall Applications Cancellation Process.

My Company’s
'y Company Edit/ Update License

(] Contacts(0)

(3 RefundPayments
WITHDRAW UPDATE WALLET PAYMENT METHOD
Tax Reporting
Please use this action to initiate if wish to withdraw an application.

e this action if you wish to update your method of payment(s)

Shipping Reports ed in your wallet

Other ‘ Withdraw Application ‘ ‘ Update Payment Method ‘

Note: To submit a license Renewal, view the “Upcoming Renewals” section.

3. Complete the License or Permit Type
a. Click the License or Permit Type drop-down and select your license or permit type
b. Click the Length of License Requested drop-down and select your license request length
i. Populate a tentative effective date
c. Click Next
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New Application

. License or Permit Type
Privileges / Sub-Permits
Premises
Additional Locations
Charity
Cwnership
Criminal History / Violations

Distilled Spirits Companies

License/Permit Type

*License or Permit Type

Class C Retail Alcohol License (LC)

* Length of License Requested {Choose one of the following):

Exit Print Application

MEED HELF?

[ & Months

* Tentative Effective Date

a8

oo ] (R

4. Complete the Privileges section

a. Privileges and Sub-Permits populate based on your selected license and permit type. If outdoor
service is an available privilege, a description of the intended outdoor service area is required.
b. Click the Select button with any extra privilege needed for this license

c. Click Next

Back to Top
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New Application (App-191198)

License or Permit Type . )
o Privileges / Sub-Permits

Privileges / Sub-Permits . .
. License/Permit

Premises Class C Retail Alcohol License
Ownership For taverns, bars, restaurants, etc. Allows commercial
Dwnership

establishments to sell alcoholic liguor, wine, and beer
for on-premises consumption. Allows carry-out sales
of liquor, wine, beer, and mixed drinks or cocktails.
Also allows for the special class "A" sub-permit for a
Brewpub. Also is the only retail option for BAN, WAN,
and ND license types.

Criminal History / Viclations
Dramshop Verification

Dacument Uploat

Sub-Permits

Special Class A Beer Permit

This applies to Brewpubs only. DO NOT add this sub-
permit if you are not currently a brewpub or applying
to become a brewpub.

Review

Attestation / Endorsement

Payment

1. Allows for the manufacture of beer, high alcoholic
content beer, and canned cocktails.

2. A person intending to manufacture beer, high
alcoholic content beer, and/or canned cocktails,
may add this sub-permit to a Special Class C Retail
Alcohol License or a Class C Retail alcohol license.

Privileges

Exit Print Application

NEEDHELP?

“Sunday sales are now an inherent privilege included in your license type with no additional fee. You are no longer required

to choose Sunday Sales as a separate privilege.

Qutdoor Service

Allows the selling/serving of alcoholic beverages
permitted by the license/permit in a desizgnated,
adjacent outdoor area.

Catering

Allows catering of alcoholic liquor, wine, beer, and wine
coolers. Alcohol must be catered with food. Food and
alcohol must be served without cost to the guests. No
sales by the glass.

Living Quarters Select

Separates private living quarters from the licensed
premises; protects licensee/permittes from
warrantless searches of living quarters.

Next

X Hot Tip
You must purchase the alcohol you use from the respective distributors. You can only purchase from a
distributor once your license is active. IDR recommends that when choosing a start date for your license, you
choose a day or two ahead of the actual event date/date you want to sell alcohol, to give yourself time to
obtain the alcohol.

Back to Top
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5. Complete the Premises section

Back to Top

a. Business Information

Complete all required fields marked with a red asterisk
Double-check your Federal Employer ID # prior to submission

b. Address of Premises

Enter address or location information and complete required fields

revenue.iowa.gov

Under Local Authority, click the Select local Authority hyperlink. A new window will

open.

Business Information
o License or Permit Type

~Mame of Legal Entity (The name

dividual, partnership, corporation
ing the income from the alcoholic

o Privileges / Sub-Permits

. Premises

*Indicate how the business will be operated Federal Employer ID &
Ownership select -
c al History /Violatio Tentative Expiration Date
Mov 14, 2024

Premises Information

Document Upload

Address of Premises:

HEVIEw

f Endorsement

*Premises Street

* Premises City * Premises State

1%
i

m
il

* Premises Zip/Postal Code Premises County

conducted)

Select local Authority

*Control of Premisas

Select

4
[

elect

*Name of Business (DVB/A)

rch for your operating location. If your event does not populate, please find the closest

=t field to better identify the address of your event.

9 Search by a location name or address to automatically populate the address fields below (optional)

Pramises Suita/Apt Numbar

* Local Authority (Select the Local Authority which has jurisdiction over the premises where operations will be

* Is the capacity of your establishment over 2007

24
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Select Local Authority

*County
Polk

Local Authorities matching your city or county are given below. if the premises is
located within the corporate limi f a city, please select city. If the premises is
located outside the corporuie limits of a city, please select county. if the city and
county applicable to your-premises is not listed, please input them and select
Search Local Authority.

| City of Ankeny | | County of Polk |

This selection is used for sovereign lands and state owned license.

State of lowa |

iii.  Enter required information for City and County

*Premises Zip/Postal Code Premises County

Licensc or Permit Type 50021 Polk

Privileges / Sub-Permits * Local Authority

City of Ankeny x

. Premises
*Control of Premises *Is the capocily of your establishment over 2007
O Ownership Own - Yes -
O Criminal Hist Iioloti * Are other liquor, wine or beer businesses cccessible from the inte- *Equipped with tables and seots to accommeodate a minimum of 257
“riminal History / Violations Fior of ynur premises?
Yes -
Yes -
O Dramshop Verification
*# of Floors: *# of Bathrooms:
and Verification
O Band Veriliculion 4 2= -
O Document Upload * Premises Type *Does your premises confonn (o all lecol and stale health, fe and
building laws and requlation?
Bar/Tavern -
O Review [ Yes - |

iv.  Click Search Local Authority. Local Authority will be populated based on your input.

*Premises Zip/Pastal Code Premises County
O Criminal History / Violations N{EZI Polk
” "
O Dromshop Veritication Local Authority

City of Ankeny x

n Bond Verificalion

v. Complete the remaining required fields, including the contact information and mailing
address
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Contact Information

*Contact Name Extension *Business Phone
Contact Name - (123) 123-1231

* Email Address Extension *Phone
contact.name@example.com - (123) 123-1233

Same as Premises Address

Mailing Address:

Address or location
a 3700 Southeast Convenience Boulevard. Ankeny lowa.Polk
@ Scarch by alocation name or address to automatically populate the address fields below (optional)

Mailing Street Mailing Suite/Apt Number

3700 Southeast Convenience Boulevard

Mailing City Mailing State
Ankeny lowa

Mailing Zip/Postal Code Mailing County
50021 Polk

Previous

Terms of Use Agreement and Privacy Policy

vi.  Click Next

X Hot Tip

The local authority is based on the physical location of the area/premise you wish to license. If the
area/premise is in an unincorporated area, or in the country, then you would select “County of " for
your local authority.

6. Complete the Ownership section
a. Business Demographics
i. Click Add Owner to complete the ownership information
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New Application (App-191199) Exit Print Application

o License or Permit Type

Ownership
NEEDHELP?
o Privileges / Sub-Permits
Please provide ownership information for each of the following individuals as applicable;
o Premises « Apersonwho, directly or indirectly, has an interest of 10% or more in the ownership or profits of the business.
= Each of the officers, directors, and partners of the business.
. Ownership « Apersonwho, directly or indirectly, owns or controls 10% or more of any class of the business's stock.

Criminal History / Vielations
_’ [ Add Owner/Company Information l

Dramshop Verification
Document Upload Nexct

Review

i. Complete the required fields on the Ownership page
iii. Click Add Owner/Company Information

Ownership
NEED HELP?

Please provide ownership information for each of the following individuals as applicable:
+ Apersonwho, directly or indirectly, has an interest of 10% or more in the ownership or profits of the business.
» Each of the officers, directors, and partners of the business.
* Apersonwho, directly or indirectly, owns or controls 10% or mare of any class of the business's stock.

[ Add Owner/Company Information ]

Update Owner

*Select Ownership type

Add Individual Owner
Add Company

Note: If entering a Company, there will also need to be at least one individual Owner
added.

iv.  Owner(s) will be added as shown below Corporate applicants must list all shareholders
having 10% or more interest in the corporation and all officers and directors of the
corporation regardless of ownership interest. Non-profit corporations or associations
need to list officers. If you think that you have made a mistake on an owner after adding
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them, you will need to delete the incorrect entry and add them again with the correct

information.

Matificotion From ddmin

Mew Application (App-002274)

Business Demagraphics

FH LN -

v.  Once all owner(s) have been added, click Next
vi.  Note: If you need to make changes to the Ownership information after the application
has been submitted, you will need to submit an Amendment application for Ownership

update.

7. Complete the Criminal History / Violations section
a. In this step, you'll need to answer Criminal History/Violation questions for each owner. IDR
conducts a background review for each owner listed. IDR will contact you if additional

information is needed.

Notification From Admin

New Application (App-002274) Leit | Save ane Lt

o | icense or Permit Type
@ Foiegesisub Pemits
o Pramises
o Dwmership

@ ciminl History  viclatisns

Cramshop Yerification

sond Verfcation

Locumeant Uplaad

Review

Attesterion ! Endorsement

Foyment

Submissicn

Criminal History
MEED HELF !
* Has, anyane lismed on the Dwnership pans ever hesn canvicted of & felany offensa in lawa or oy ather stame of tha Lnited Statee?

ho A4

*+ Hers anyone lisrer on the Dwnershin pane ever heen convicred of oy vialatinn of any stite, county, city, federal ar fareiqn | (et ineluding
traffic violctions. excent those that are alcohal related)?

he L4

b. If you answer Yes to any of the Criminal History questions, additional information will populate

and be required.

c. Click on Add Violation to add each violation applicable to each owner

Back to Top
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Criminal History

* Has anyone [isted on the Owmership page been charged or convicted of a felony offense in lowa or any other state of the United States?

Mo v

* Has anyone listed on the Ownership page been convicted of any viclation of any state, county, city, federal or foreign law (not including traffic violations, &x

cept those that are alcobol related)?

Yes =

FULL LEGAL M... DATE OF BIRTH DATE OF VIOL... DESCRIPTION ... CITY OF VIOLA,.. v STATE OF VIOL... v

Add Violation |

Previous Mext

d. Enter all required information then click Add Violation

Add Violation
* Full Legal Name * Date of Birth
Select - =
*Charge
* Date of Violation
5
4
= Description of Viclation
* City of Violation
P
* State of Violation * Citizenship lost
Select - Select -

e. Click Next to proceed
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X Hot Tip

You do not need to include traffic violations, unless they are alcohol related. All other Criminal Charges,
regardless of the disposition need to be reported — even if they were dismissed or expunged.

8. Complete the Dramshop Verification section.
a. Some license and permit types, including all on-premise license types, require Dramshop
Verification. If required for your license or permit type, complete the information and click Next
to proceed

Notification From Admin

New Application (App-002274) e | seveanatr |
o eense or Permit 1ype Dramshop Verification
MEED HELF

o Privilages / Sub-Permits

Dram Shop

Am %]

o Pramises

u Dramshop
@ ceneip [ ameo Insurance Company

o Criminal Histary | Vo ations
Pravious | Next

@ Dramshop verification

Bond Verification

Note: You only need to provide the name of the Dramshop insurance company you are utilizing in the
application. Once complete and submitted, eLAPS will automatically notify your dram carrier provider
that they must take action for your application.
9. Complete the Bond Verification section
a. Some license and permit types require Bond Verification. If required for your license or permit

type, upload the Bond Verification document. Click Next to proceed.
[

Hetification Frem Admin

New Application (App-002274) B Savecnebxt

licenss or Permit [ype .

o Bond Verification

NFFD HFIP
o Priviegzs/ Sulz Permits

0 Fiifes= DOCUMENT NAME UPLDAD ACTION UPLOADLD DOCUMENTS ADDITIONAL COMMENTS

Deer Wholesale Dond & Upload Files
o Qunershin
@ coivinal sty vialation

@ Dramsnop vertication

The Bond forms can be dewnloaded from heret

Beer Whalssale Bond ([liable PDT)

. Bond Verification

10. Complete the Document Upload section
a. There are required documents needed in the application process. The required documents vary
depending on the application type being applied for.
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Notification From Admin

New Application (App-002274) Lt | Sove ane Lt

| irense ar Parmit Type
o Document Upload

NEED KELR 7
@ roilecess Sun-rermits

o Bremises DOCUMENT NAME UPLOAD ACTION URLDADED DOCUMENTS ADDITIOMAL COMMENTS
TR & lor
- - hasic g heveris & Uplead Files
Crwnersnip .
upplicutle]
s — E 0l Sales Conbract -
o Criminal History / Violations Deudibinal Sules e A, Upload Files
or Leuse
@ viunshop verilication Seich 2, Upload Files
® sodvuiticatio Trade Mame Filing 2, Uplond Files

@ cocument upload

Review

b. Next to each required document, there will be a brief explanation of the document

aCCEPTED

Proof of Control of
Property: Submit a
signed copy of the
Warranty Deed, Final
Sales Conftract, Lease, or

Written agreement for
HenEsresn 4, Upload Files
the license period

showing it is owned by
or under the control of
the prospective
licensee.

Planes and Trains: Do

C. not need 3 proof of

X Hot Tip

New Applications require all documentation needed for the license/permit be uploaded prior to submitting the
application.

11. Complete the Review section
a. Review the information you have entered in the previous steps
b. If needed, click the Edit button by each section or the Previous button to go back to
change/update any information
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New App”CCltiOﬂ (App— 002274) Exit | Save and Exit Print Application
o License or Permit Type e

Revigw
NEED HELP ?

o Frivileges / Sub-Permits
0 . License or Permit Type
o Ownersmp License or Permit Type Lengih of License Raquested

Class B Beer Permit 12 Month
o Criminual Hislory / Violalions

Tentative Effective Date Tentative Expiraticn Date

2021-07-04 2022-07-03
o Dramshop Verification
o License or Permit Type H
o Privileges / Sub-Permits No
o Premises

No
o Business Demographics
o Criminal History / Violations
o P et Document Upload Information E
. Review
d 3 ] ntra Q'
etc

12. Complete the Attestation / Endorsement section
a. Review the Terms and Conditions statement
b. Click the checkbox to confirm your attestation to the statement
c. Enter the owner’s name as it was completed on the Ownership page in the Name field and
enter the current date for the Attestation Date
d. Click Next
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MNotification From Admin

New Application (App-002274) Exit | Saveand Exit

Licens. Permit Type .
©Q Lcemeorpemicype Attestation / Endorsement

NECDICLP 7
© Foiloes /sub-ranits
o Terms and Conditions
Premises
This application must be completed by a person listed inthe Cwnership Section. | hereby declore that all
infarmation contained in the Application is true and correct. | uncerstand that misrepresentation of

@ owmesip material facts in the Appication is o cime ond grounds for denial of the lcense o permit under lowa
Iy, | Turther understand thal, as a condilion af receiving o license, the licensed premises is subjecl la
o Criminal | Tstory { vinlaticns inspection during busineszs hours by appropriate lacel, state, and federal officials.
a Cramsheop Vrification “|«#| | harehy declore that the infermation provider on this Applicotion te be true and accurste and agres to the tarms and condi-
tians autlined ahave
o Bond Verification *Hame Alleslation Dule
FN LN 2021-06-04

o Locunment Upload

O weview Previous Next

. Attestation / Endorsement

X Hot Tip
A Notary Form is no longer required. With the eLAPS, the Signature and attestation is now done
electronically.

13. Complete the Payment section
a. All payments are required to complete an application. Payments are done electronically and can
be made in one of two ways, by credit card or through ACH.
Note: Licensing fees are processed through our payment gateway. Once your payment is
complete, you must go back to your application in eLAPS.

Information

Alert! Please be aware that your Application is not automatically submitted after paying
via the Payment Gateway. Once clicking the button below, you will be navigated away
from eLAPS to a third party Payment Gateway to process your payment. Once that
payment is successfully processed, please be sure to return to eLAPS and continue

through this step to submission. Your Application will not be processed until it is
officially submitted via eLAPS, so please be sure to receive that confirmation message

on screen and inyour email.

Credit Card Payment ACH Payment

b. To complete your payment, click Submit
c. You will see a Payment Successful message after your payment is complete.
d. Click Continue to return to the application process.
i.  Note: The application will automatically be submitted and you will be returned to eLAPS
once you have clicked Continue
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o o I Credit Card Payment H ACH Payment
Criminal History / Violations

A Upon completion of tha naymenst, you must return to this page and se ect "Next" and then "Submit” cn

Domehoelecdtol the following screen to successfully submit your Application.

Bond Verification

o Payment Successful

Document Upload The transaction was successful

Thank you for submitting your payment to the State of lowa. Alcoholic Beverages Division. This payment will
ke processed by your bank or credit card institution. Please note that for ony returmed acticn there will be a
320 service fee added to your repayment.

Heview

Attestation / Cndorsement

OO0 0d

Payment

Submission

e. Click Next to proceed
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12. Submission
a. Once the user clicks the Continue button in the Gov2Go portal, they will see a success
message for submission

Home UAT Issue .

Notification From Admin

«Back lo Dashbaord

Thank you! This application has been submitted.

b. Note: You will see the Exit and Save and Exit option on the top right corner of each step. If
you do not wish to continue, click Exit at any point. If you wish to continue at some other time,
click Save and Exit.
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Side Panel

You can navigate to the following screens from the Side Panel:

D

=

[l

Permits

-a, Revision Requests(0)

My Company's

Other

Dashboard

Action List

Upcoming Renewals

Update Wallet Payment
Method

Qutstanding Payments (0)

Print or View My License(s)

View all Applications

Contacts(0)

Refund Payments

Tax Reporting

Shipping Reports

Genarate Ranart

Let’s look at Permits & My Company’s functionalities in detail.

Dashboard
The Dashboard will give you an overview of your application(s). You can perform the following functions from
this screen:

Go to the Action List

Search for an Application

Continue your application from where you left off

Click on the three (3) dots by an application to select ‘Withdraw Application’
Check an application status

Additionally, you can navigate to License. You will see a “Tickets” tab, however this feature is not currently

used.

Applications: Your applications are listed below the “action list” icon on the dashboard page (shown below)
You are able to search applications by using the search option, or by scrolling down the page.
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Fstification From Admen

Hello, Welcome to the Alcoholic Beverages Division Stote of lowa l

; o CHET WATH AR IDPIAT

For each application, you are able to:
e Continue where you left off in the application process
e Check the application status
e Select the three asterisks to withdraw the application

Application Number License Number Application Status

Select : Search l

AP Test Renewsl 2- APOD00004
Premise Street : 101 South Ankeny Boulevard Application Number : App-191127 [ Continue l

Wine Auction Permit

Application Type Tentative Effective Date Tentative Expiration Date Application Statuse
Amendment 2024-08-15 2025-08-14 In Progress

Licenses: Click on License(s) to View all Licenses. This can also be done from the Side Panel menu.

On this screen you will be able to see all of the licenses you hold or have held. You are also able to do things
such as:

e View/Print application

e View the license status

e Make an amendment

e Download a copy of the license

e |f license is enrolled in the Automatic Renewal program, you will be able to Report Criminal Violation,

Unenroll from Automatic Renewal and Update your Default Method of Payment
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License/Permit & License/Permit Type
Select
License(s) Qutdoor Service Letter(s) Temporary Transfer Letter(s)
LICENSE/PERMIT# NAME OF BUSINESS DBA APPLICATION STATUS
APGO00002 AP Test 1 Active

M

EFFECTIVEDATE EXPIRATION DATE ENROLLED IN AUTOMATIC RENEWAL PROGRAM

2024-07-01 2025-06-30

ACTIONS

View/Print Application
Amend License

Download License

Action List

The action list can be accessed through the side panel, and is also available as an icon on the dashboard, or

landing page.

Permits
Dashboard

& Actionlist
Upcoming Renewals

Update Wallet Payment
Method

). Revision Requests (0)
Outstanding Payments (0)
5 Print or View My License(s)

[S] Viewall Applications

My Company’s

] Contacts(0)

[ Refund Payments
& TaxReporting

B  ShippingReports

Other

[4  GenerateReport

Action List

NEW APPLICATION

Create an Application for a New License or Permit.

HELP ME CHOOSE MY LICENSE TYPE

Guided access to assist in selecting the correct License or Permit type.

UPCOMING RENEWALS

Create a Renewal Application for an existing 12 Month License or Permit.

Apply for New Application

] [ Apply for New Application

[ Check Renewals

MAKE A CHANGE TO A LICENSE/PERMIT

Complete an Amendment application for Ownership updates, Outdoor
Service, Add 2 Privilege or Sub-Permit, Temporary/Permanent Premises
Transfers, Premise Updates, and Additional Location.

CHANGE DRAM INSURANCE

Change Dram Insurance

CANCEL LICENSE

Please use this action to initiate the License, Permit, or Certificate
Cancellation Process.

Edit/ Update License

[ Cancel License

WITHDRAW

Please use this action to initiate if wish to withdraw an application.

UPDATE WALLET PAYMENT METHOD

Please use this action if you wish to update your method of payment(s)
storedin your wallet.

Withdraw Application

l [ Update Payment Method

The action list page has eight options to choose from:

e New Application - This is where you go to apply for a license

e Make a change to a License/Permit - You can make a change to a license or application by selecting
this option. Once selected, you will see all of your applications to find the one you would like to make a
change to. Once found, select Amend. You will be taken through the steps to make the requested

changes.

Back to Top
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Applications Eligible For Amendment

License/Permit # Application # License/Permit Type

p——
Application Number : App-182321} Amend
Application Status@ Effective Date Expiration Date Business Type eleng
> ctive 2023-05-31 2024-05-30 Limited Liability Company 12 Month
Application Number : App-191113 Amend
5 Alcaonsians@ Effective Date Expiration Date Business Type License Leng
Active 2024-07-01 2025-06-30 Limited Liability Company 12 Month

e Withdraw an application - You are allowed to withdraw an application at any point of the application
process. Similar to making a change to a license/application, you are provided with a list of your
applications. Once you find the application you want to withdraw, select Withdraw. Once you select the
application you wish to withdraw, you will be taken through the steps to withdraw the application.

Applications Eligible For Withdraw

Application #

Application Number : App-18887:
Tentative Effective Date Tentative Expiration Date Busine pe License Lengtl
2023-05-31 2024-05-30 Limited Liability Company 12Month

Application Number : App-190947 Withdraw

Tentative Effective Date

Business Type
2023-11-30

X Hot Tip
A refund is automatically generated back to the card used to pay the licensing fee (if applicable).

e Help Me Choose My License Type - This feature runs you through a set of questions and assists with
helping find the correct license for your business, event, etc.

e Change Dram Insurance - To update your dram shop insurance carrier, select the application from
your list of applications, and select Change Dram Insurance Carrier.

Sample DBA
Premise Street : 3700 Southeast Convenience Boulevard Application Number : App-19116

Special Class C Retail Alcohol License

Application Type Tentative Effective Date Tentative Expiration Date Application Status@ License

5 New 2024-08-14 2025-08-13 Pending Dramshop Length
Review 12

Maonth
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e Update Wallet Payment Method - This option is only for licenses that qualify for automatic renewal.
e Upcoming Renewals - This option shows all annual licenses and their upcoming renewal dates.

Upcoming Renewals
If an existing License is due for renewal, you will see it in the Upcoming Renewals section. Click Renew to
initiate the process.

Applicants are only allowed to create one renewal application per license or permit number at a time. When
you click the Renew button to begin, your information will be prefilled.

Hafcation From adein

Renawals

Confirm the information on each page and complete the required fields as necessary. Click Next to proceed, to
complete the Payment section then click Continue in the Gov2Go portal to finish your renewal. After clicking
Continue, you will see a success message confirming submission.

Update Wallet Payment Information
This feature is used only for accounts that are signed up for automatic renewal. To learn more about automatic
renewals, check out our webpage Automatic Renewals.

Revision Requests
You will see Revision Requests or Actions(s) Required, if any, on this screen.

Netification Frem Admin

Action Applications

Outstanding Payments

You will see any outstanding payments listed here.
1. Navigate to Action(s) Required in the side panel
2. Click on Outstanding Payments
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WA ™ Home Public Database Sample User .

Department of Revenue

Method N

+&,  Revision Requests (0) Outstanding Payments

(), Outstanding Payments (0)

j— . . . Outstanding Payments
) Printor View My License(s)

= View all Applications

Vnndleeenrn ernardiieed Frm e et

3. Search for your License Number

All Applications

Application Number License Mumber Premise Street Premise City
BAQOOOOO7
Premise County Stotus Account Name License Type

4. Find the Action Items step with the status of ‘Pending Dramship Review’, ‘Submitted to Local
Authority’ or ‘Submitted to ABD’. Then click the disclosure triangle and select Other Actions.

Search Result (1)

AFPLICAT... LICEMEE ... »  STATUS W DEA W LICEMSET.. %  APPLICAT.. %  AMEMNDM.. FREMISE ... v
Other Actions

App-001521 BAOO00007 Active ’EIGSSI:'-‘\ L Mew Request Amendment
ermi .

5. On the Action Items step of the Application, click the Pay button to be taken to the Payment Gateway
to make your payment using the ACHDraft or Credit Card.

Print or View My Licenses
On this screen, you can choose to View/Print Application, Amend License, and Download License.
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Matification From Admin

License(s)

Wy Company's

View All Applications

Clicking on this functionality on the Side Panel will take you to the following screen. You can search for a
specific license/application here and see the status of all your licenses/applications.

OWA e

Department of Revenue

Home

Hannah Test .

«Back to Dashboard

All Applications

Application Number

Premise County

Name of Business (DBA)

Search Result (86)

DBA v STATUS

APTestRenewal 2 InProgress

APTestRenewal 2 Submitted to ABD

Pending Dramshop

Sample DBA

Review
Iajfdkladf In Progress
AP Test Renewal Active

Effective Date

LICENSE #

AP0QO0004

AP0000004

AP0000003

EFFECTIVEDATE EXPIRATIOND.. APPLICATIONT.. V'

2024-08-15

2024-08-15

2024-08-01

3

2025-08-14 Amendment
2025-08-14 Renewal
New
New
2025-07-31 Renewal

Premise City

AMENDMENT T... v

Permanent Premise
Transfer

APPLICATION# v

App-191127

App-191126

App-191163

App-191147

App-191122

To View a specific application, search by the Application Number or any of the fields on the All Application
page. You do not need to type ‘app-". Just enter the application number.

All Applications

Application Number License Number
Premise County Status
MName of Business (DBA) Effective Date

Premise Street

Account Name

i}

Premise City

License Type
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Contacts
The owner of the application/license can add others to manage or edit their application in the “Contacts”
section on the side panel. Once selected, you are able to;

see any invitations you have received to be a manager or editor,

Contacts + AddManager ] [ + AddEditor

Open Invitations License Access Pending Access Requests

You do not have any new invitations.

see who has access to your licenses,

Contacts + AddManager [ + Add Editor
LICENSE NUMBER DBA EFFECTIVE DATE EXPIRATION DATE STATUS OWNER NAME ACTIONS
LE0004084 Test May 31,2023 May 30, 2024 Active Lisa View Details
CV0001409 Romance Wines Apr 17,2023 Apr 16,2024 Active Brian Kinsella View Details
1

take away access to your licenses,

Revoke Access

Clickon  — | button toselect the owner for which youwant to revoke access,

ACTIONS MANAGER/EDITOR NAME LEVELOF ACCESS. L PHONE

- Test Barker Application Manager cor (999)999-9999

fsa Barker Application Manager cor (515)999-9999

view pending access requests you have made
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Contacts + AddManager I [ + Add Editor
Open Invitations License Access

No Access Requests were found which were neither Approved or Rejected.

add a manager,

Contacts

Open Invitati License Access Pending Access Requests

No Access Requests were found which were neither Approved or Rejected.

| |
+ Add Manager l I + Add Editor

Provide Access

Please enter the License Number and Application Manager you wish to provide access for. The
Application Manager indicated will need to log into eLAPS and accept your request prior to
receiving access to these records. The Application Manager will be able to access and manage
all applications and records related to the License(s) selected. The Application Manager can

also request access to License(s).

All My License(s)

“License

Begin typing to lookup records

* Application Manager

Begin typing to lookup records

and add an editor.

Cancel Invite

Contacts

Open Invitations License Access Pending Access Requests

No Access Requests were found which were neither Approved or Rejected.

+ AddManager + Add Editor

Back to Top

44



I ( ‘WA eLAPS Quick Reference Guide

Department of Revenue revenue.iowa.gov

Provide Access

Please enter the License Number and Application Editor you wish to provide access for. The
Application Editor indicated will need to log into eLAPS and accept your request prior to
recelving access to these records. The Application Editor will be able to access and manage all
applications and records related to the License(s) selected.

All My License(s)
*License

Begin typing to lookup records

= Application Editor

Begin typing to lookup records

Refund Payments
Your refund details (if any) will appear here. If you need to create a new Refund Request, click on the +New
Refund button.

Hotification From Admin

Permits

Refund Payments -’

Py Camngsany’s

Fill in the details on the pop-up and click Save.
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Create New Refund Request

*Refund Type * Amaunt

Select an Option

* License Number * Comments

Cuntcl “

Tax Reporting

Clicking on this functionality will display Pending and Submitted Tax Reports. All reports due or past due will be
listed under “Pending” reports. Locate the report you would like to complete and click on Edit next to the report
to complete and submit the report.

Premits o
Tax Reporting
_]- Dres bt
“irw Appiazn Perding Eubmimed
% Uptomes Aerewal
£ saenis) Resuieed) 10) et Surch Pl erch faperts
Licerns Humbsr - Searh hare
P o0 Vi Ry Lo
View ol Agplcations BT HUAER ETREE KRR KEARE TR PERTRTLS PERET ST srang L= ACTEOHE
by Cempory’s TRE1TS DEDN0N 4 D5 Jonuary- e 3038 Jl B0, 3021 [T 000 Fet
" Comlaciy
TR-5168 DE00 4 LS Josuany e 20RH bt B0, 3021 L 00 it
Y Fefund Fopmem
& Eun TR-5107 WO Wit Jane 2271 b B0, 3021 Dok FIE000 Redew  Edit
j  ‘Shippiag Rsporty
TR-5173 WAEMIILL L] e 20FL bt B0 31121 L 3000 Edil

Fill in the required fields in gallons up to 2 decimals. If the previous month’s report has been submitted, the
starting inventory will auto populate. Once all fields are completed, click Save to view the total taxable gallons
calculated.
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Edit Tax Information

Report Detail

Report Mumber License Type Due Date Repaorting Period
TR-5107 WA Jul 10,2021 June 2021

* Starting Inventory (in gallons) gy * Tetal number of gallons purchascdiproduced
400.00 200.00

* Tatal number of gallons that are returns from retailers = Total number of gallons that ore tax exempt to lowa Whaolesalers

100.00 100.00

* Total number of gallons that are tox exempt to cut-of-state wholesalers * Total number of other Tax-exempt gallons (breakagesdestruction) [:]

100.00 100.00

* Ending Inventory (in gallons)

100f

Click Pay, and use the payment portal to submit your payment, if there is tax due.

View Tax Information

Report Detail

Report Number License Type Due Date Reparting Period
TR-5107 WA Jul 10,2021 June 2021

* Starting Inventory {in gallons| gy * Total number of gallons purchasedfpraduced

40000 20000

* Total number of gallons that are returns from retailers * Total number of gallens that are tax exempt to lowo Wholesalers:

10000 10000

* Total number of gallons thet are tax exempt to out-of-state wholesalers * Total numiver of other Tax=exempt gallons (hreckagedidestruction) gy

100.00 100.00

* Ending Inventory (in gallons)

100.00

Fee Breakup

Total Toxable Gallons Fee (300 x 1.75) $525.00

Frarlitfer tha reremad mallaeme (100 v 1 TS £175 NN

Close

You can also review or request an amendment for a submitted Tax Report by clicking on the Review or Amend
button by the license. An option to print your tax report is also available when you click Review.
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Tax Reporting

1 [Kalialu 1 1 Sul LEL]
18 s 10, bmirt 9

TR-37 10 WRODOOD0E Moy 2021 Jun 10, 3071 Submitted £3,B50.00
o BAQODO0O I Ty 2021 1 bmitt: £209.0

Shipping Reports
Clicking on this functionality will let you view shipping Reports. Much like Tax Reports, you can edit your
shipping Reports Details.

I Hatification From &dmin
farm

Shipping Reporting

My Compory s

All reports due or past due will show up under “Pending” reports. Find the report you want to complete and
click Edit. Clicking on the +Add Row button will add rows to the Wholesaler box to bring up the list of active
lowa wholesalers. Select each wholesaler(s) you shipped to and enter the total number of gallons you shipped
to each wholesaler(s).

Once all entries have been made, click Save. Review your report and then click Submit or Print as needed.
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Report Detail

Aeport Bumber License Type

TR-6223 CcB

| Uptood Fies | (—

Dwe Date
Jul 10, 3021

eLAPS Quick Reference Guide

Repaorting Pericd
June 3071

Baqin Cyping 1o leakup reacands

§, Begin typing to leakup recards

* TOTAL GALLOKAGE SHIPPED

revenue.iowa.gov

You can review submitted Shipping Records as well. To update a shipping report, click on Edit next to the
submitted report that needs to be updated. As there is no tax due for shipping reports, an amendment is not

needed to make updates.

Parmmits

Mew Apploation Pendng

dpmurrrery Femov s

. kv | G b Fak]
Ciion|s) Reqeired 10|

Licsmas Mumber

Prink or View ldy Licormsj
Wiy ol Gl RO HASEER
TR-1013
Wy Compaory's 111
Carincit
TH-[i&Y
CA N —
Tasd Reparting LR
Y Shippang Repaits
TR-IAFS

Citer

Shipping Reporting

NEWST HOUB

WA

WO

VOO0

WA

L IEL TV

(=

(=

REACHTRG PO

Febgary 2071

Frbeory 2001

Febesory 2021

Fehwenry 2071

DRUE DATE

Rar L0 2001

Rar L0, 2001

LL U rard |

ST

Futrimied

Submrtied

Sutritied

Raitamimed

This concludes the Applicant QRG.
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X Hot Tip

For access to additional learning resources such as user Guides, training videos, Quick Reference
Guides and more, visit revenue.iowa.gov/permits-licensing.

Visit often to discover new information so you’re more confident and effective in the system!
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