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What is a salesman permit? 
a. A salesman permit is for: 
i. A person who procures, or seeks to procure an order or contract for the sale, or for the delivery, or for the transportation of alcoholic beverages; and 
ii. A person who is engaged in promoting the sale of alcoholic beverages, or in promoting the business of a person engage in the alcoholic beverage trade in any manner… (IC 7.1-1-3-41). 
b. The term does not include a server or bartender at a restaurant or an employee at a package liquor store.  If you need a permit to work as a server or bartender at a restaurant or an employee at a package liquor store, you must apply for an employee permit.  
Creating an account and logging in
1. Creating an account and logging in 
a. Visit https://mylicense.in.gov. 

b. [image: image37.png]MENU

Welcome to Indiana Enterprise Licensing
Register a Person

R Please enter your User ID and Password below, then click Login. If you don't know your User ID and Password click on the Register a Person or Register
a2 Business links on the left menu to register.

The User ID and Password fields are both case sensitive.

ser1a:

Password:



Enter your username and password.  If you do not know your username and password, click on the Register a person link on the left menu and follow the instructions. 

Applying for a new permit

a. If you do not have an existing permit, click Register a Person on the left panel. If you have an existing license in the system, log in and skip to step d. 

[image: image1.png]Register a Person

Register a Business




b. Enter you date of birth and social security number. 
[image: image2.png]Search for Existing Person Record

RENEWALS

« I your renewal notice included a Registration Code - Register using only your license number and registration code.
« I your renewal notice Did Not include a Registration Code - Register using license number and one other field.

If done correctly the Registration page will be populated with your name and address.

NEW APPLICATIONS

« Enter your Birth Date and SSN in the fields below and click Search. If you already exist in the Indiana Licensing Database, your name and address will
be populated on the Registration page and your new application will be linked to your existing record.

SEARCH

Please enter information into two (2) fields below and click Search.

License Number:

‘ex. 280000004 or PED0D0000T
Birth Date: |

MM/DDYYYY
Ssh:

e 123456783

Registration Code:





c. Enter required information for first time applicants and click Save. 

d. Click Initial Application on the left panel. 

[image: image3.png]Order License/Commission

Mailing Address Update
License Update
Manage Prerequisites

Payment History




e. Enter the following information and click Start Application: 

a. Profession: Alcoholic Beverage

b. License Type: Salesman

c. Obtained by Method: Application 

[image: image4.png]Application for Licensure

LICENSE TYPE SELECTION

Profession:
License Type:
Obtained By Method:

tart Applicati





f. Review and click Next Step

[image: image5.png]Online Application
o Please follow the steps on the left to complete your online permit application.
« The total fee for this application is $20.00 plus processing fees.

« For additional information, please visit the Alcohol & Tobacco Commission web page.

NEXT STEP




g. Review your contact information and click Edit if incorrect or Complete if correct. 

[image: image6.png]Mailing Address Information

Press the Edit button to edit this address. If no changes are necessary, press the Complete button to mark this step complete.

Full Name: DANIEL
Address: 248 ELL
Plymouth, IN 46563
Phone:

Email: email@example.com





h. On the Employer Information page, click Add. 

[image: image7.png]Employer Information

Click Add to add an employer license.

Action License Type License Number Name Status

Add





i. Enter the following information and click Search: 

a. Relationship Type: Employer/Employee

b. Profession: Alcoholic Beverage

c. License Type: Enter the license type for your employer.  If you don’t know the license type, you can search for it at https://mylicense.in.gov/everification/Search.aspx?facility=Y. 

d. License number: Enter the license number for your employer.  If you don’t know the license number, you can search for it at https://mylicense.in.gov/everification/Search.aspx?facility=Y. 

[image: image8.png]Add New Relationship

Enter the relationship type and the license number of the relationship to add. Once you've found your prerequisite license, click on the licensee

name to add it as your prerequisite license.

Relationship Type: | Employer/Employee v
Profession: | Alcoholic Beverage v
License Type: (Wholesaler - Bear v
License Number: (1





j. Select the correct permit type from the list. 

[image: image9.png]Add New Relationship

Enter the relationship type and the license number of the relationship to add. Once you've found your prerequisite license, click on the licensee
name to add it as your prerequisite license.

R e (EnmpieyarEmpioes v

Profession: | Beverage v
License Type: [Wholesaler - Beer

Inc Dead

CInc Active




k. If the employer information appears correct, click complete. 
[image: image10.png]Employer Information

Click Add to add an employer license.
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l. Read and answer the renewal questions.  Then click Confirm. 
[image: image11.png]To process your renewal, you must answer all questions below by selecting "Yes" or "No".

Question

Are you aware that a salesman is any person who procures or seek to procure and order, bargain, contract, or agreement for
the sale, for the delivery, or for the transportation of alcoholic beverages, or who is engaged in promoting the sale of
alcoholic beverages, or in promoting the business of any person engaged in the manufacturing, selling, delivery or
transportation of alcoholic beverages for sale or delivery, whether the seller resides within Indiana and sells to buyers either
within or without Indiana? (IC 7.1-1-3-41)

Are you aware that no salesman’s or agent's permit shall be issued to any person unless he is of good moral character?

Are you aware if you violate any law concerning alcoholic beverages or any rule of the commission made pursuant to law the
commission can revoke your permit? (905 IAC 1-8-1(6))

Are you aware you must be prepared to exhibit your permits at any time while engaged in soliciting, taking orders for, or
promoting the sale of, alcoholic beverages upon demand of a duly authorized representative of the commission, or upon the
request of any permittee? (905 IAC 1-8-3))

Are you aware if a licensed salesman changes employment to another permittee, he or she shall notify the commission within
fifteen (15) days? Failure to notify the commission within the specified time shall make the salesman ineligible for the
issuance of any kind of alcoholic beverage permit for definite period to be determined by the commission? (906 IAC 1-8-6)

Are you aware if a licensed salesman changes his or her address, he or she shall notify the commission within fifteen (15)
days? Failure to notify the commission within the specified time shall make the salesman ineligible for the issuance of any.
kind of alcoholic beverage permit for definite period to be determined by the commission? (905 IAC 1-8-7)

Are you aware that you must hold a Salesman's permit for every company you work for or represent? (305 IAC 1-8-5 and IC
7.1-3-18-8(0))

ATTESTATION

By clicking the Confirm button you hereby swear or affirm under the penalties of perjury that you understand and have answered the questions

truthfully to the best of your knowledge.

Yes

Yes

Yes

Yes

Yes

Yes

Yes





m. Verify all of the information is correct and click Pay Fees. 

[image: image12.png]DOCUMEN

eGov_SM1731357_6559471.pdf Download View Preserved Online Application




n. Review the fees and click Pay Fees. 
[image: image13.png]Your renewal fees for this process are as follows:

SM1731357 Renewal Fee $20.00

Additionally, service fees will be charged by IN.gov for online processing. Click Pay Fees to transfer to the payment page.





o. Enter you billing address information and click Next. 

[image: image14.png]2ZIP/Postal Code *
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p. Enter credit card information and click Next. 

[image: image15.png]‘Complete all required fields [ *]
Credit Card Number * Credit Card Type

e EE=

Credit Card Number is missing,

Expiration Month * Expiration Year *
 Selecta Month v Select a Year
Security Code *

L e
Name on Credit Card *





q. Verify credit card information and click Submit Payment.

[image: image16.png]Cancel Subr




r.  A pop up will appear indicating that your payment is being processed.  Do not close the tab or window, and do not use the browser’s Back button. 

[image: image17.png]Please Wait

Your payment s being processed

Please do not close your tab or window, and please do not use
your brow





s. After the payment is processed, you will see receipt information indicating the renewal has been submitted.  Click Print Receipt if you wish to print the receipt.  

[image: image18.png]Renewal Submitted

Your renewal has been submitted and all fees have been applied to your credit card. Please print this page as your proof of submission and receipt
of payment.

To renew another license, click the License Home Page link on the left menu.

RENEWAL INFORMATION

Date Submitted: 14 August 2020
Applicant Name: DANIEL
License Number: SM1731357
Agency: MLO
Process: Renew
Authorization Code: ‘OK7804
Received Date: 8/14/2020 11:58:0¢
Credit Card Number: 00K XXXX XXXX XXXX
Fee Amount: $20.00
$2.50
Instant Fee: $1.47
Total Fee: $23.97




t. Click Logout in the left panel.  

[image: image19.png]



Renewing a permit

a. Select Renew License on the left menu. 
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b. Click Continue. 
[image: image21.png]RENEWABLE LICENSES

Profession: Alcoholic Beverage License Number: SM1731357 License Status: Active

Issued: 10/12/2018 Expiration Date: 10/12/2020




c. Read the instructions and click Next Step. 

[image: image22.png]MyLicense Online Renewals

Please follow the steps on the left to complete your online permit renewal.

The total fee for this renewal is $23.97 (520.00 Application Fee + $3.97 in processing fees.)

SALESMAN SPECIFIC INFORMATION

For additional information, please visit the Alcohol & Tobacco Commis





d. Verify the address is correct.  If you need to update the address, click Edit.  If the address is correct, click Complete.  NOTE: It is your responsibility to keep your address current with the Alcohol and Tobacco Commission.  License documents will be mailed to the address provided.
[image: image23.png]Mailing Address Information

Press the Edit button to edit this address. If no changes are necessary, press the Complete button to mark this step complete.

Full Name: DANIEL
Address: 248 ELL
Plymouth, IN 46563
Phone:

Email: email@example.com





e. Verify that the wholesaler or manufacturer listed as employer is correct.  If the wholesaler or manufacturer moved locations or obtained a new permit number, click Change. If the information is correct, click Complete.  Note: A different salesman permit is required for each wholesaler or manufacturer.  The only exception to this is a beer wholesaler and wine wholesaler or a liquor wholesaler and wine wholesaler operated by the same permit holder.  
[image: image24.png]Employer Information
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f. Change: After clicking Change, select the Employer permit to be changed and enter all of the following information: 
a. Profession: Must be Alcoholic Beverage. 

b. License Type: You must enter the license type.  If you do not know the license type, you can search for the license type at https://mylicense.in.gov/EVerification/Search.aspx?facility=Y. You must choose from:  

i. Artisan Distiller

ii. Brewer

iii. Brewer – Small

iv. Distiller

v. Farm Winery 

vi. Primary Source

vii. Rectifier

viii. Wholesaler – Beer

ix. Wholesaler – Liquor

x. Wholesaler – Micro Wine

xi. Wholesaler – Wine

xii. Wine Vintner

[image: image25.png]Snip & Sketch

£ New v

0

H Y VY e o

Employer Information

@R v <o stonsip o snoter e ense

Add Add a brand new prerequisite relation’...

Action icense Typ: Relationship nse Numbe: Name Status
Wholesaler - Beer W 6409141 INDIANA BEVERAGE INC On File
Wholesaler - Wine W 6428262 INDIANA BEVERAGE INC On File

(=]

PR Indiana Code 2020 - Indiana Ge

< C @ mylicenseqaingov/egov/PrerequisitesChange.aspx

§ INgov

Apps @ Test- Appointment

x| B Indiana Code 2020 - IndianaGer X Change Prereuisite x B Logn x| + = x

* U@ :

@ Test- Appointment.. ) Appointment sched.. 1 Appointment Admin T Mylicense Leaming... T MLUPLA-Test Th mil-prodimylicense...

MENU

"

B Prerequis

(]

B Attach Documents
B Fioish

MyLicense Home Page

Logout

1:31 AM E

8/14/2020

Change Prerequisite Relationship

Select the relationship to change, then enter the relationship type and the license number of the new prerequisite license. Once you've found the
new prerequisite license, click on the licensee name to update your relationship to the new prerequisite license.

License Type Relationshi License Number Name

® Wholesaler - Beer Employer/Employee W 6409141 INDIANA BEVERAGE INC

Wholesaler - Wine Employer/Employee W 6428262 INDIANA BEVERAGE INC

Profession: | Alcoholic Beverage v
License Type: | Select — o

License Number:

Brewer
Brever - Small
Distiller

Fam Winery
Primary Source
Rectifier
Wholesaler - Beer
Wholesaler - Liquor

]

Working together for you.

2 oT
(%) 7
WORKFORCE ! -

Showall X

11:31 AM
8/14/2020





c. License number: Enter the license number.  The license number must match the permit type. 
g. Click the correct permit.  Note: A salesman permit can only be linked to a permit with an active status.  
[image: image26.png]Change Prerequisite Relationship

Select the relationship to change, then enter the relationship type and the license number of the new prerequisite license. Once you've found the
new prerequisite license, click on the licensee name to update your relationship to the new prerequisite license.

icense Type Relationship ense Number Name
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h.  Verify the pending change is correct and click Complete.  If the pending change it not correct, click Undo. 
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i. Read and answer the renewal questions.  Then click Confirm. 
[image: image28.png]To process your renewal, you must answer all questions below by selecting "Yes" or "No".

Question

Are you aware that a salesman is any person who procures or seek to procure and order, bargain, contract, or agreement for
the sale, for the delivery, or for the transportation of alcoholic beverages, or who is engaged in promoting the sale of
alcoholic beverages, or in promoting the business of any person engaged in the manufacturing, selling, delivery or
transportation of alcoholic beverages for sale or delivery, whether the seller resides within Indiana and sells to buyers either
within or without Indiana? (IC 7.1-1-3-41)

Are you aware that no salesman’s or agent's permit shall be issued to any person unless he is of good moral character?

Are you aware if you violate any law concerning alcoholic beverages or any rule of the commission made pursuant to law the
commission can revoke your permit? (905 IAC 1-8-1(6))

Are you aware you must be prepared to exhibit your permits at any time while engaged in soliciting, taking orders for, or
promoting the sale of, alcoholic beverages upon demand of a duly authorized representative of the commission, or upon the
request of any permittee? (905 IAC 1-8-3))

Are you aware if a licensed salesman changes employment to another permittee, he or she shall notify the commission within
fifteen (15) days? Failure to notify the commission within the specified time shall make the salesman ineligible for the
issuance of any kind of alcoholic beverage permit for definite period to be determined by the commission? (906 IAC 1-8-6)

Are you aware if a licensed salesman changes his or her address, he or she shall notify the commission within fifteen (15)
days? Failure to notify the commission within the specified time shall make the salesman ineligible for the issuance of any.
kind of alcoholic beverage permit for definite period to be determined by the commission? (905 IAC 1-8-7)

Are you aware that you must hold a Salesman's permit for every company you work for or represent? (305 IAC 1-8-5 and IC
7.1-3-18-8(0))

ATTESTATION

By clicking the Confirm button you hereby swear or affirm under the penalties of perjury that you understand and have answered the questions

truthfully to the best of your knowledge.

Yes

Yes

Yes

Yes

Yes

Yes

Yes





j. Verify all of the information is correct and click Pay Fees. 

[image: image29.png]DOCUMEN
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k. Review the fees and click Pay Fees. 
[image: image30.png]Your renewal fees for this process are as follows:

SM1731357 Renewal Fee $20.00

Additionally, service fees will be charged by IN.gov for online processing. Click Pay Fees to transfer to the payment page.





l. Enter you billing address information and click Next. 
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m. Enter credit card information and click Next. 

[image: image32.png]‘Complete all required fields [ *]
Credit Card Number * Credit Card Type

e EE=

Credit Card Number is missing,

Expiration Month * Expiration Year *
 Selecta Month v Select a Year
Security Code *

L e
Name on Credit Card *





n. Verify credit card information and click Submit Payment.

[image: image33.png]Cancel Subr




o.  A pop up will appear indicating that your payment is being processed.  Do not close the tab or window, and do not use the browser’s Back button. 

[image: image34.png]Please Wait
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p. After the payment is processed, you will see receipt information indicating the renewal has been submitted.  Click Print Receipt if you wish to print the receipt.  

[image: image35.png]Renewal Submitted

Your renewal has been submitted and all fees have been applied to your credit card. Please print this page as your proof of submission and receipt
of payment.

To renew another license, click the License Home Page link on the left menu.

RENEWAL INFORMATION

Date Submitted: 14 August 2020
Applicant Name: DANIEL
License Number: SM1731357
Agency: MLO
Process: Renew
Authorization Code: ‘OK7804
Received Date: 8/14/2020 11:58:0¢
Credit Card Number: 00K XXXX XXXX XXXX
Fee Amount: $20.00
$2.50
Instant Fee: $1.47
Total Fee: $23.97




q. Click Logout in the left panel.  
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