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Instructions 

Key Points 

Local Authority Review and Approval Steps

Log into the eLAPS Portal

No key points



Instructions 

Key Points 

Local Authority Review and Approval Steps

● Navigate to the Application you wish to 

review.

● Click on Continue.

Enter Application Number  and click the 

Search button to find the result.



Instructions 

Key Points 

Step 1: License or Permit Type

● Review the License/Permit Type. 

Validate that this application if for a 

valid License/Permit Type.

● Click Next.

The class "E" retail alcohol license (LE) is the 

only retail alcohol license currently eligible for 

automatic renewal



Instructions 

Key Points 

Step 2: Privileges/Sub-Permits

● Review the Privileges and 

Sub-Permits information.

● Click Next.

No key points



Instructions 

Key Points 

Step 3: Premises

Examine the Business Information, Premises 

Information (Address of Premises), Local 

Authority, Contact Information, and Mailing 

Address under the Premises section.

No key points



Instructions 

Key Points 

Step 3: Premises (Contd…)

Scroll all the way to the bottom of the page 

and then click Next.

No key points



Instructions 

Key Points 

Step 4: Ownership

Review the Ownership details and click Next.

No key points



Instructions 

Key Points 

Step 5: Criminal History / Violation

After reviewing the Criminal History section, 

click Next to continue.

No key points



Instructions 

Key Points 

Step 6: Document Upload

Check to see if any relevant documents have 

been uploaded, then click Next to move on to 

the next section.

If you have the relevant documents from the 

applicant, you are able to upload them on 

this screen.



Instructions 

Key Points 

Step 7: Automatic Renewal

At this step, licensees will indicate whether 

they wish to be enrolled in the Automatic 

Renewal Program.

By agreeing to these terms and conditions, 

the applicant is acknowledging that they 

understand that you as a local athority can 

un-enroll them from the program at any time 

in the future.



Instructions 

Key Points 

Step 7: Automatic Renewal (Contd…)

Scroll all the way to the bottom of the page 

and then click Next.

No key points



Instructions 

Key Points 

Step 8: Local Authority

● On the local authority step, along with the 
usual responses required, you will also be 
asked to indicate whether this license is 
eligible for enrollment in the Automatic 
Renewal Program.

● Based on your determination you will select 
Eligible, if you wish to consent to their 
enrollment.

● Click Next.

ABD will still review and make the final 
determination regarding whether the license 
is eligible to be enrolled in the Automatic 
Renewal Program. If you determine that the 
license is "ineligible" for enrollment in the 
Automatic Renewal Program, ABD will not be 
provided with the option to enroll this license 
for this licensing period.



Instructions 

Key Points 

Step 9: Review

On the Review step, ensure the provided 

information in all the sections is accurate.

Navigate to the respective step to make 

changes in any of the sections.



Instructions 

Key Points 

Step 9: Review (Contd…)

Scroll all the way to the bottom of the page 

and then click Next.

No key points



Instructions 

Key Points 

Step 10: Attestation / Endorsement

● Read the Attestation/Endorsement 

section carefully, select the check box 

to provide your consent. 

● Enter the full Name and to approve, 

select the Approved from the Final 

Action drop-down field. 

● Click Submit.

No key points



Instructions 

Key Points 

Application Submission Message

After successful submission, a thank you 

message will be displayed.

Click Back to Dashboard to navigate to the 

Home page.



Instructions 

Key Points 

Local Authority Approved Application Status

No Instructions

● Once the Local Authority submits the 

application the status changes to 

Submitted to ABD. 

● ABD will review and make the final 

determination regarding whether the 

license is eligible to be enrolled in the 

Automatic Renewal Program.
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Instructions 

Key Points 

Un-enroll License from Automatic Renewal Program

Navigate to the Licenses tab.

No key points



Instructions 

Key Points 

Un-enroll License from Automatic Renewal Program

● Search for the license to un-enroll from 

the Automatic Renewal Program.

● If you have a specific License Number 

to un-enroll, enter it and click the 

Search button.

No key points



Instructions 

Key Points 

Un-enroll License from Automatic Renewal Program

To un-enroll, click the Un-enroll from 

Automatic Renewal Action button.

No key points



Instructions 

Key Points 

Un-enroll License from Automatic Renewal Program

● Select Yes to confirm to un-enroll from 

the  Automatic renewal.

● Click Submit.

● Un-enrollment from the program must occur 
no later than 51 days from the expiration date 
of the license. If un-enrollment is done after 
this, the license will automatically renew for 
this term and will not automatically renew 
during the next term.

● The applicant will be notified by email of the 
un-enrollment and will be required to 
manually submit a renewal application.



THANK YOU

This Concludes the Local Authority Approval QRG


