' City of
J Saskatoon
HOW TO APPLY FOR A NEW BUSINESS LICENCE IN EPERMITTING

Thank you for applying for a City of Saskatoon business licence. This document shows how to apply for a
new Commercial, Home Based, Homestay, Short-Term Rental Property, Cannabis or Pawnshop Business
Licence in ePermitting.

Information is also available to:

e Monitor Your Application and Provide More Information
e Renew a Licence
e Apply for a Non-Resident Business Licence for a business not located in Saskatoon.

1. LOG-IN OR CREATE AN EPERMITTING ACCOUNT

An ePermitting account is required. This is the same account and log-in information as other Saskatoon.ca
services. You can use an existing account or create a new one.

Please ensure your business retains the account information and has access to the email address
associated with it. It is required to respond to questions about your application and renew the licence in
future years.
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http://www.saskatoon.ca/businesslicence
http://www.saskatoon.ca/businesslicence
https://www.saskatoon.ca/business-development/business-licenses/business-licence-categories/non-resident-businesses

1.A. Go to ePermitting

o Visit www.saskatoon.ca/epermitting and select “Sign On”

V4 s:itoon

Welcome to the Online

ePermitting System

Sign On

Click here 10 sign on 10 Saskatoon.ca or 10 register an account

Search ePermitting

Click here to search ePermitting for Building Permits, Planning Applications, and Business Licenses
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1.B. Log-In with Existing Account

Vs

City of
Saskatoon

If you already have a City of Saskatoon account, log-in by entering the account username and

password.

If you forgot your password, select “Forget your Password?”

Proceed to Step 2.A.

v,

City of
Saskatoon

Please enter your username
and password

Example_Username

Sign in

Create Account
Forgot your password?

Forgot your username?
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1.C. Or Create An Account

e Alternatively, If you do not have an account, select “Create Account”. Enter your business’s
information. Select “Create Account”.

¢ You will receive a confirmation email. Select the activation link in the email. Please note the email is

sent from do_not reply@saskatoon.ca; the message may be in your junk or spam folder.

¢ Sign-in following the instructions at the start of Step 1.B.
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Create Account | Identity Services

*Deshred Username

*Email Address

*Confium Email

*Last Name
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2. APPLY FOR NEW BUSINESS LICENCE
2.A. Start New Application

e Once you log-in you will see the ePermitting home screen.
Select “Business Licenses”.

Vs

Please click on one of the following options or refer to the bottom of this page to see your dashboard
The “my inspections” 1ab will show your Current mspactions
The "my actiities” tad will show permits &t all statuses
The "my projects’ tad will show projects that you create which can contain muttiple permits. T3 BT pormas wid Rg 1he ‘my activities” tab
W) Eeormits W) [nquitles ap Dusiness Licensey W) Complaints
i Address Change 4 Planning Ape
ap PEroperly info, Disclosure
For Applications and Permits Submitted Prior to March 1, 2022
Book an Inspecton Review Application
MY INSPECTIONS MY ACTIVITIES MY PROJECTS MY BUSINESSES
2. Review the aTerent Types of Structures
Inspection Number Result Next Action  Inspection Discipline g .ﬂ'o 0 :fm Location View Permit
Search ..,
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Vs

On the next screen, select “Business License”

Apply for a Business License

» Repew [ Amand a Business License

_‘ My Busnesses

Review the Before You Apply Information. Enter an activity start date. This is the day your business
plans to open. Select “Next”.

City of
Saskatoon

P Business License Application sa-2026-000030 (oraft)
DETAILS

Before you apply for a Business Licence;
1. A licence is not required for day cares, or charitable and non-profit organizations.
2. Businesses located outside of Saskatoon receive a Non-Resident Licence. Please follow this link to apply.

3. More information about the different types of business licences is available on our website.

4. For Commercial Businesses, have your site/floor plan ready.

5. For businesses reguiated by the provincial or federal government, have your journeyperson certificate or other licence documentation ready.

6. The Business Start Up Guide includes information on municipal, provincial and federal business requirements.” is available on our website.

* Activity Start Date: mmm dd, yyyy
Is this license associated with another business license?: ()Yes @No

Next
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2.B. Enter Location Information

e Enter your business’s information.

¢ Doing Business As is the name your
business is operating as and will appear on
your licence.

e Business Description is the type of
business activity occurring at this location.
(E.g., restaurant, clothing retail store,
administrative office and warehouse of
electrical cable, hair and nail salon).

e The Physical Address is the location of
your business in Saskatoon.

e Use abbreviations for street suffixes (e.qg.,
Ave, St, Blvd, Cres, Crt) and directions (e.g.,
N, S, E, W)

e Select the magnifying glass icon to the right
of the field. This will search the City’s
records of physical addresses. Select your
physical address from the search results.

¢ If your physical address or unit number is
not available, enter it into the Location
Description field below.

e Select “Next”

" Sca{[syk(;ftoon

NEW BUSINESS

*Business Operating Name:

*Business Description:

*Business Phone Number: ( ) - Ext:
MAILING ADDRESS
*Street Address:
Line 2:
*City / Town:
* State / Province: {None)
*Country: (None)

*Zip / Postal Code:

Physical Address...

¥8 ePermitting - Search for Address - Google... = O X

U e Imspublicstg.saskatoon.ca/Imsstg/pub/ims/posseblan...

4 Search for Address

F

«g Address: P22 3rd Ave N

*8 Address
222 3rd AVE N, Saskatoon, SK
*E Square 222 3rd AVE N, Saskatoon, SK
B Cancel

=  Search Cancel and Clear

O,

Type: (None) v
Type: (Nong) v
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2.C. Enter Business Ownership Information

e If your business is operated in the owner’s personal name, select “Individual”. If your business has a

registered name, select “Private Corporation” or “Public Corporation”, depending on how the

corporation is registered.
e Complete the fields and select “Next”.

J Business License Application sa-2026-000030 (praft)

BUSINESS OWNERSHIP

Licensee Type

DETAILS
First Name:

Middie Name:

Last Name:

Birth Date mmm dd, yyyy
ADDRESSES

MAILING ADDRESS

Street Address:

Line 2

City / Town:

State / Province: None v
-Country: {(None v
2ip / Postal Code:

PHYSICAL ADDRESS

} Street Address:

Line 2:

City / Town:

State / Province: None

Country:

Zip / Postal Code:

CONTACT INFORMATION

Email:

} Phone Number

Secondary Phone:

Contact Preference: None v
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2.D. Determine Type of Business Licence

e Select the Business Sector from the dropdown list of North American Industry Classification System
(NAICS) codes that best describes your business.

e Select “+ License Type” to bring up a list of business licence types. Select the type you are applying

Vs

for. Visit our website for more information about the licence types.

Select “Select” and then select “Next”.

City of
Saskatoon

LICENSE TYPES

Business Sector:

== License Type

Name

Fo

(None)

J Business License Application sa-2026-000030 (praft)

" ting - Licente Type Saa Soogle Chre

Category 23 Imspublicdev.saskatoon.ca/imsdev/pub/Ims/selectobjects.aspx?FromObjectid..

License Type Search

Name
Cannabis Related Business
Commercial Business
Home Based Business
Homestays
Mobile Food Truck Business Licence
Maobile Vending Carts
_| Parking Patios
_] Pawn Shop
Short-Term Rental Property

<1l

Category

City of Saskatoon Business Licensze
City of Saskatoon Business License
City of Saskatoon Business License
City of Saskatoon Business License
City of Saskatoon Business License
City of Saskatoon Business License
City of Saskatoon Business License
City of Saskatoon Business License
City of Saskatoon Business License
City of Saskatoon Business License

Refine Search

e mlafes
arAll Check All
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2.E. Enter Information for That Licence Type

e This section is different depending on the licence type you selected. This guide shows the fields for a

Home Based Business Licence. The other licence types have different fields.

e Enter your business information into the fields. Select the grey boxes with “+” symbols to bring up the
additional fields that apply to your business. For example, if you have a business vehicle select “+

Type of Vehicles”. Enter the vehicle information in the pop-up window.

e \When finished select “Next”.

HOME-BASED

kis the business's physical address the owner's principal residence? None

kNo. of Employees Offsite
kNo. of Employees Onsite

Where will employees park?

k Total Floor Area of the Home (Sq.M)
kTOTAL FLOOR AREA USED BY THE BUSINESS (SQ.M)
 Floor Area
Room Used for Business Floor Area Used (Sq.M)

How many customars are coming to your
home?

+ Type of Vehicle

Vehicle Make/Model Gross Weight (in kg)  Length Location
LIST EQUIPMENT / SUPPLIES IN THE FIELDS BELOW
+ Equipment
Equipment Home Storage Location  Offsite or Other Storage Location

iding owners and partness are employee at this business. Put 0" n

Full-Time Part-Time Seasonal

LIST TYPES OF VEHICLES USED BY THE BUSINESS, AND SPECIFY THE GROSS WEIGHT (KG), LENGTH (M), AND PARXING LOCATIO!
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2.F. Attach Documents

The required and optional documents applicable for the licence type you are applying for will be

shown on this screen.

To attach a document select “+ Upload File” and either drag-and-drop the file into the window or
select “+ Add Files” to open File Explorer and select the file. Provide a description. Select “Start

Upload”

Select an attachment type from the dropdown menu (E.g., Provincial Certification Document).

Select “Next”

[ J Business License Application ea-2026-000029 (praft)

Pissse upload af ‘Regured® documents and sy “Colional” docamends reated o yoor spphcaton

EDOs.pdf

8 2011.2026 Comnutroniy

DOCUMENTS TO ATTACH
Uploaded Document Type Description Sample Form
Provincial Certific T the doc r - e of -
axample Joumeype %, PEST
Suppdemental Document Adotional Information & requested by the City of S None
UPLOADED DOCUMENTS (%)
+ Upload File % Imspublicdevsaskatoon.ca/imadev/pub/ims/Uploadnew.aspa? Possalnigueld=Upload 20751 245502608 PosseObjectid=245902
* Attachment Type Select files -
Ak files to the upload gueus and click the start button
Back Next
Filename ot Sire Status
2025 Calendar - Mestings & Provincisl Ucancs 621 ¥B =
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3. PAYMENT AND SUBMISSION
3.A. Review Application

¢ If arequired field was missed, an error message will be shown. Select “Fix”. This link will take you
back to the page where the field was missed.

e Provide the required information. Select “Next” to navigate back to the Payment and Submission
Section.

ERRORS ON APPLICATION

‘!\\ Fix Please enter a Mailing Zip / Postal Code for the business
; |\\ Fix Please enter a Contact Email address for the Business Ownership.

e If there are no errors, you will see a summary of the information you provided. Review the
information. If a mistake is found, select “Back” until you reach that section of the application. Correct
the information and select “Next” to return to the Payment and Submission Section. Select “Pay Fees
& Submit Application” or select “Save” to return to the application later.

FEES
Description Amount Balance
:{::19 Based Application 4135.00 $135.00

| hereby certify that all statements contained within this application are true, and | make this solemn declaration conscientiously believing
be true, and knowing that it is the same force and effect as if made under oath, and by virtue of the Canada Evidence Act.

Back Pay Fees & Submit Application Save
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3.B. Payment

e Select Pay Fees & Submit Application
Enter your credit card information and click “Checkout”.

Vs

City of
Saskatoon

Payment Method
I@) DISCAVER
Cardholder Name
Card Number MMYY cw®

Order Summary

Total $135.00
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¢ |f payment is successful, you will see to the Confirmation screen and provided an application
number. The Application status will show as submitted.

" (er_y Of Welcome, Mark Wilson Home Search Pay M
Saskatoon

J Business License Application BA-2026-00002

CONFIRMATION

Application Number: BA-2026-000029

To view the information and status for this Business License Application, click here.

e Your receipt will be emailed to the address provided when you entered your payment information.
e A copy of the receipt can also be viewed in ePermitting.
¢ A the top of the screen select “My Payments”

Home Search Pay MyPaymenis Profile Sign Out

e Select the receipt you wish to view.
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Page 14 of 16



4. MONITORING APPLICATION AND PROVIDING MORE INFORMATION

Step 4.A. Monitor and Respond
You are able to monitor the progress of your application and provide additional information requested

in ePermitting.
If more information is required you will receive an email requesting you to respond in ePermitting.

For more information, please see our guide Monitor Your Application and Provide More Information

5. APPLICATION APPROVED

Step 5.A. View and Display Licence

e Once the application has been approved a copy of the licence will be mailed to you. Please display
the licence in a prominate location at your business. A copy of the licence will also be emailed to you

e You can also view your licence in ePermitting by selecting “My Businesses” and the licence you wish

to view.

Please click on one of the following options or refer to the bottom of this page to see your dashboard.

The "my inspections” tab will show your current inspections.

The "my activities" tab will show permits at all statuses.

The "my projects” tab will show projects that you create which can contain multiple permits. These same permits will be shown on the "my activities”

= Permits = Inquiries =p Business Licenses =p
—5* Address Change —5* Planning Approvals
-5# Property Info. Disclosure
For Applications and Permits Submitted Prior to March 1, 2022
Book an Inspection Review Application
MY INSPECTIONS MY ACTIVITIES MY PROJECTS MY BUSINESSES
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e Select the business from the list in the “My Businesses Tab” to review the licence information.

& Test Demo BL1

DETAILS ASSOCIATED ACCOUN

Business Operating Name: Test Dempo 801
Owned By Test Domo 8L (Private Corporatic

Location 12 N TE R ATOON 5K
PIN F8.J09-437 New Pin

BUSINESS OWNERSHIF

License Number Licensa Type NAICS Code License State Effective Date  Expiration Date

W HES-2026000302 Home Based Busine Active Apr 7. 203 in 07, 2024 Rensn
License

¢ To download a copy of the licence, select the licence. On next screen select “Download License”

.

v License Hes-2026-000502 (Active)
CENSE INFORMATION

Ucense Number: HEB 2N206-000302 ENSE ACTIVITIES
LICENSE ACTIVITIES
LUicense Type Home Eased Buzines -

NAXCS Code

Business

inftial lssuw Date

Most Recent aue Date
Cffective Date DOWNLOAD LICENSE
Expiration Date y N2(

License State: Active

Is the business'’s physical address the owner's principal residence?

6. CONTACT US

e We are available to answer any additional questions you may have and can be reached by email at
business.licence@saskatoon.ca or by telephone at 306-975-2760.
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