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  City of Milwaukee 
 

License Division 
 

 

Form  

USERGUIDE 

A manual to create your user ID and apply for licenses online  
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Applying Online is easy, convenient, and quick 
 

Go to www.milwaukee.gov/lms to log in or create an account  

Current users login 

 

 

 

Create a new account  
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HOW TO CREATE AN ACCOUNT 

Read and accept the Disclaimer of Liability;  
1  

2  
proceed to enter your account information under 

“Login information”; then select “Applicant” and  

complete the following “Contact Information” 

prompts.  



4 

 

That is it! Now you are 

3  
Your account is now set up. You can access it using the Login 

Form at www.milwaukee.gov/lms. 

You can review your account information on 

the home tab once you log in.  

http://www.milwaukee.gov/lms
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HOW TO CHECK MY RECORD AND PROGRESS 
 

 

On the home tab, select “My Records”. Then, 

select the Licenses drop-down, which will 

show current license applications and the 

status 

The “Status” will change upon license approval, 

denial, or nonrenewal.  
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Filling Station 

Business License Application 
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How to Apply for a Filling Station License 
 

 

Review the Disclaimer of Liability. Once you 

have read the disclaimer, check the “I have read 

and accepted the above items” box, before se-

lecting “Continue Application”. 

Once your account is set up and you have 

logged-in, select “City Clerk” from the menu 

at the top of the page. 
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How to Apply for a Filling Station License 
 

 

To select the correct license application, either use the search bar and type “Filling Station” 

or select “Filling Station Business License Application” from the Business License Applica-

tion drop-down menu.  

Once you find the application, select contin-

ue application. 
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BUSINESS LICENSE INFO—CONTACT INFO 
 

 

In the Business Contact Info section, first 

add the Business Entity. If this is a new busi-

ness, select “Add New”. If it is a renewal, se-

lect “Look Up” and search for your business. 

Add the Business Entity information, includ-

ing the Legal name as it is registered with 

the Wisconsin Department of Financial Insti-

tutions. Be sure to list the proper Ownership 

type, as well as provide the status of your 

occupancy permit.  
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BUSINESS LICENSE INFO—CONTACT INFO 
 

 

Once the Business Entity Information is entered, 

scroll down to “Add Additional Contact Ad-

dress” to add a mailing address. 

In the Contact Address Information, select 

“Mailing” under Address Type, complete the 

form, and select “Save and Close”. Review your 

information for accuracy and select “Continue”. 
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BUSINESS LICENSE INFO—CONTACT INFO 
 

 Next, add the Agent-SoleProprietor-1st Part-

ner information. Click “Select from Account”, 

which will allow you to select your contact 

information. From here, select the proper ad-
Review and edit the Con-

tact Information form. Be 

sure to select the correct 

title under “Business 

Owner Title”, such as 

Owner, Agent, Partner, 

etc., as well as the Per-

centage of Ownership. 

If the business has multi-

ple agents/shareholders 

who hold 20% or more in-

terest in the business, 

you can add their infor-

mation using the same 

process as previously in 

the “Additional Agent & 

Shareholders” Section. 

Once complete, select 

“Continue Application”. 
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BUSINESS LICENSE INFO—LOCATION INFORMATION 
 

 In this section, you will need to search for the premises of your business. Start by entering the street 

number and name in to the corresponding fields, before selecting search. Review the results and select 

the appropriate address, parcel, and associated owners. If correct, click the “Select” button. If incorrect 

results are presented, exit the pop up and select “Clear” before reentering the premises information. 

Review the Address, Parcel, and Owner information for accu-

racy. If any information is inaccurate, either edit the fields or 

try searching the address again to ensure you selected the 

proper location. When you are ready to move forward, select 

“Continue Application”.  
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BUSINESS PLAN INFORMATION— Part 1 
 

 In this section, you will need to enter information about your business plan, including the Type of Busi-

ness (such as drive thru, delivery, and/or dining room, previous experience, premises information, litter 

and noise management, and smoking and sanitation. Enter all information possible. Fields with red as-

tericks are required fields, though all fields should be filled out if possible. When complete, select 

“Continue Application”.  
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BUSINESS PLAN INFORMATION— Part 2 
 

 In the next portion of the Business Plan Info section, you will be asked to provide information about 

parking, security personnel and cameras, sales percentage, and existing licenses on the premise.  

To add information about sales, select “Add a Row”. In new 

window, first select the product type, such as “Other”, and 

the add the percentage and a description, and select 

“Submit”. Repeat until your sales reach 100 %. 

If there is an issue with your entries, you can easily edit the 

entry by selecting the Actions menu next to the entry and 

select either edit or delete. 
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BUSINESS PLAN INFORMATION— Part 2 
 

 Next, review the lists of business types, and existing licenses or permits and mark any that are current-

ly active at the business premises.  
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BUSINESS PLAN INFORMATION— Part 3 
 

 In section 10, you are asked to add information 

about the premises, including the areas used 

in operating the business, and owner infor-

mation.  

In Hours of Operations you can add your busi-

ness hours and customer restriction infor-

mation. To do this, select all the days of the 

week, and click “Edit Selected”. 

In the new window, go day

-by-day, entering the 

hours (or if closed select 

“Yes” in the “Closed” 

prompt”) . Once complete, 

select “Submit” before 

continuing the applica-

tion.  
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Filling Station Plan—Plan of Operation  
 

 Next, complete the Bsaci Business Information, including the number 

of retail petroleum meters, information on electronic scanners and 

scales. NOTE: you are required to apply for a Weights & Measures li-

censes to supplement the filling station application.  
Next, review the list of other busi-

ness activities and mark those that 

will be part of the business. NOTE: 

be sure to mark “Yes” to Weights & 

measures. 
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Sidewalk Dining Plan—Supplemental License List and 

Acknowledgements  
 

In this section you will be presented with a list of supplemental 

licenses that require applications as part of your Filling Station 

Business Plan. This will populate depending on your respons-

es to previous questions. If it is blank, select continue applica-

tion. All Filling Station applications must have a Weights & 

Measures Supplemental 

Next, read the Acknowledgements sections and 

check the box to confirm understanding.  
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Documentation—Attach Documentation 
 

 You will need to attach certain documents to your application in order for it to be completely pro-

cessed. For a Filling Station Business License, you need to attach floor plan. If your business is an 

LLC or Corporation, you need to attach proof of DFI registration. You can use a photo of your articles 

of incorporation, or an image from the Wisconsin DFI Website with your registration information. To 

upload documents, select “Add”, and “Add” again in the pop-up window. Search your computer for the 

appropriate document(s) and select “Open”. Once uploaded, select “Continue”. Then, select the docu-

ment type from the “Type” list, and add a brief description if application. Once complete, select “Save” 

before continuing the application.  
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Associated Forms 
 

 Next, you will be presented with the necessary supple-

mental applications. You will be required to apply for a 

Weights & Measures Supplemental. Select “Open” and 

complete the supplemental application.  

Since this supplemental is for a filling 

station, pay special attention to the Liq-

uid Measuring Devices section to ensure 

it aligns with the information in you Fill-

ing Station application.  
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REVIEW 
 

 In Step 5, you can review the entirety of the Food Dealer 

Restaurant Business Application. If you notice any in-

correct information, you can simply select the “Edit” 

button next to that section and you will be taken to that 

portion of the application to make your edits.  

Once you have reviewed the application and 

the information is accuracy, read the certifi-

cation related to local ordinance and proce-

dures, before checking the signature box 

and selecting continue application. Once 

complete, select Continue to payment.  
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PAY FEES 
 

 In Step 7, you will be presented with the fees due at the 

time of application submission. Review the fees. If cor-

rect, select “Check Out”. If incorrect, review your appli-

cation for any errors. If you are not ready to submit your 

application at this time, select “Defer Payment”.  

You will be forwarded to your shopping Cart. Review the 

Cart contents. Once it is accurate, select “Checkout”. 

You will be forwarded to a payment page where you can 

enter your credit card or bank account information to 

process the payment. Once your information is entered, 

select “Submit Payment”. 
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RECEIPT/RECORD ISSUANCE 
 

 

You can review your application records at any time by 

selecting “My Records” from the tool bar and selecting 

the appropriate application record from your list of li-

censes.  

After your payment has been properly submitted, you 

will be issued records for your primary and supple-

mental applications and a receipt.  
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REVIEWING YOUR RECORD 
 

 Once your application is submitted and the application fees are paid, you can check on the sta-

tus of your record. If there are additional needs in order to proceed towards issuance. You can 

do things like pay additional fees after your health inspection, upload additional attachments, 

and see where your application is in the review process. 
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LICENSE ISSUANCE 
 

 

Once your license has been issued, you can re-

view it the same way you reviewed the applica-

tion, by selecting “My Records” on the tool bar 

and then selecting the appropriate license from 

your license list. In the License Record, you 

can see information from your application, as 

well as the status and expiration date. This is 

also where you can go to submit an amend-

ment to your license, such as a change in in the 

plan of operation.  


