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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.  
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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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HOW 

TO 

 

HOW TO CHECK MY RECORD AND PROGRESS:  

Mobile Devices 
 

If using a Mobile De-

vice, you can find the 

“My Records” tab by 

selecting “More” from 

the menu at the top of 

your screen. This will 

open a dropdown 

menu with access for 

your Dashboard, Rec-

ords, Account, and 

Advanced Search.  

After selecting “My 

Records, you will see 

the same Licenses 

and Alcohol Beverage 

Record options as the 

desktop version.  
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Temporary Change of Plan Application 

User Guide 
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HOW TO APPLY FOR A TEMPORARY CHANGE OF PLAN 

 

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 TEMPORARY CHANGE OF PLAN 

 

 

To select the correct license application, either use 

the search bar to look for “Temporary” or select 

“Temporary Business License Applications” and find 

the Temporary Change of Plan Application. Once se-

lected, click Continue Application.  
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BUSINESS ENTITY 
 

 

In Step 1, click “Look Up” or “Select from 

Account” to add the business Entity Infor-

mation.  
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License Addresses 
 

 In the license Addresses Section, click the check box that corresponds with the premises for the tem-

porary change of plan. You should see the complete list of active licenses next to the address. Click 

“Edit Selected” to open the Addresses Module. Once open, click “Yes” to apply the change to the ad-

dress, and click submit and Continue application.  
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Current Licenses 
 

 Next, review the list of current licenses at the address confirmed in the previous step. Click the boxes 

next to each license and click Edit Selected, which will open the Current Licenses Module. Once open, 

select which licenses the temporary change of plan should apply to, before selecting submit and con-

tinue application.  
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Event Information 
 

 Next, add the event information, including name, dates, times, and change of plan requests. 
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Event Information—Extension of Premises 
 

 Next,  add information about your event if extending the licensed premises, premises details, and 

information on any temporary construction as part of the event.  
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Change Information—Change of Entertainment 
 

 Next, if you are changing the activities cov-

ered under an existing Public Entertainment 

Premises license, mark what entertainment 

will be taking place and where the entertain-

ment will take place.  
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Change Information—Change of Hours/Age/Others 
 

 Next, if you are changing the hours of operations for your business,  update the hours of operations 

by selecting the check box next to the day(s) you wish to change and click “Edit Selected”.  This will 

open the Change of Hours module. In the module, enter the proposed Start Time and End Time for 

the change and click submit.  You will see proposed times in the Change of Hours table. Next, enter 

any changes to ages restrictions, or other changes to the plan of operation.  
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Change Information—Acknowledgements 
 

 Next, review the Filing After Deadline acknowledgements. If you are filing after the deadline, you are 

required to affirm your understanding that the decision made by your local alderperson is final and 

not subject to appeal.  
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DOCUMENTATION—Attach Documentation 
 

 Next you are asked to attach documents for your application. To do so, click “Add”, and in the File Up-

load window, select “add”, search for and select the documents you wish to upload, and select continue. 

With each document, select the type from the dropdown menu (i.e. DFI Registration or Plan—Floor Plan” 

and click “Save” before continuing the 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 

certification related to local ordinance 

and procedures, before checking the sig-

nature box and selecting continue appli-

cation. 
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PAY FEES 
 

 Next, you will be presented with the fees due at the time 

of application submission. Review the fees. If correct, 

select “Check Out”. If incorrect, review your application 

for any errors.  

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. 



23 

 

 

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.  


