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What is Permits Online?What is Permits Online?

 Permits Online is a secure, web-based 
system that facilitates and streamlines the y
online submission, routing, and internal 
processing of Original and Amended p g g
applications to the Alcohol and Tobacco 
Tax and Trade Bureau (TTB). ( )
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Major Features For Customersj
 Self-Registration
 Streamlined online application submission process Streamlined online application submission process
 Step by step guidance through Online Help
 Online document submissionOnline document submission
 Ability to review application in most TTB forms prior to 

and after submission
 Ability to search applications and check application 

status online 24 X 7
R i li ti tifi ti th h il Receive application notifications through e-mail

 Access approved permit/registration electronically
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Application for Owner & Officer Informationpp

 Before starting one of the commodity (winery, wholesaler, 
brewery, etc.) applications, you must complete an Application 
for Owner and Officer Information (OOI) for EACH owner, 
partner, and/or officer associated with that application.p pp
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Application for Owner & Officer Informationpp
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Application for Owner & Officer Information
 Permits Online will generate a unique OOI g q

Tracking Number for each application 
submitted.

 You will need these OOI Tracking Numbers to 
complete the Owner Officer Table within the 

dit li ticommodity application. 
 For applicants who are familiar with TTB forms, 

this application replaces certain questions onthis application replaces certain questions on 
Form 5000.9, Personnel Questionnaire, as well 
as questions found on other TTB formsas questions found on other TTB forms.
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Application for Owner & Officer InformationApplication for Owner & Officer Information

 Some tables in the OOI are not required for all users.  
Be sure to read the directions before each section.  

 Do not wait on your OOI to be processed before 
submitting your commodity applicationsubmitting your commodity application.
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Required Supplemental AttachmentsRequired Supplemental Attachments
 For each Original Application, a combination of 

application type (Winery Wholesaler/Importer Breweryapplication type (Winery, Wholesaler/Importer, Brewery, 
DSP, etc) and business entity type (Corporation, LLC, 
Sole Proprietorship, Partnership) determines which 

h i d i h li iattachments are required with your application. 

 Use the link supplied on the Permits Online page at 
http://www.ttb.gov/main_pages/permits_online.shtml to 
determine your required attachments 
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Required Supplemental AttachmentsRequired Supplemental Attachments
 TTB may consider an incomplete application for 

abandonment after a short period, usually 15 days. To 
prevent this action, list each required document and the 
method of submission for each in the Statements and 
Documents table of your application.

 During the application process, you will have the 
opportunity to upload an electronic copy of all required 
documents. If you are unable to upload the attachments,documents. If you are unable to upload the attachments, 
you may submit them by mail or fax.
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Required Supplemental AttachmentsRequired Supplemental Attachments

If i d t b it B d f Ch f If required, you must submit Bond forms, Change of 
Bond (Consent of Surety) Forms, and Power of Attorney 
Forms by mail.  

 You can create partially completed versions of these 
f b l ti th li li ti fi t d thforms by completing the online application first and then 
accessing them and printing them from Permits Online.
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Required Supplemental AttachmentsRequired Supplemental Attachments

 To use the Pre filled Forms functionality from Permits To use the Pre-filled Forms functionality from Permits 
Online, you must have either saved your application 
(prior to submission using the “Save and Resume 
L ” i ) l d b i d li iLater” option) or already submitted your application. 

 You will select “Search Your Applications” and then 
click on the blue underlined Tracking Number of theclick on the blue underlined Tracking Number of the 
application you wish to open. 

 You will select “Reports” at the top of the page and 
then pick the form you wish to print from the 
dropdown.
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Submitting Your Commodity ApplicationSubmitting Your Commodity Application
 Once you’ve submitted your OOIs and have your 

required supplemental documents ready, you 
will again choose to create a new application 
and select the appropriate commodity typeand select the appropriate commodity type. 

 If you are unsure of what type of application you 
should apply for, there is a link to provide a 
further explanation to you. 

 Be sure to answer each question and “Add a 
Row” to address each table that is applicable. 
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Online HelpOnline Help
 General Help - At the top of every page in the application 

information section there is general guidance that willinformation section, there is general guidance that will 
explain the reason for the requested information and 
supply useful guidance on completing the associated 
fi ldfields.

 Throughout each application, there are numerous Help 
Buttons represented by a Question Mark inside a circle.Buttons represented by a Question Mark inside a circle. 
Select these buttons for field-specific instructions 
and guidance. This help can assist you in avoiding 
routine mistakesroutine mistakes.
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Cover Sheet for Required AttachmentsCover Sheet for Required Attachments
 Once you submit an application, a page will be shown 

acknowledging that the application has beenacknowledging that the application has been 
successfully submitted and directing you to print out a 
Cover Sheet.

 This Cover Sheet uses the information you provided in 
the Statements and Documents section and will assist 
you if you will be mailing or faxing any of the requiredyou if you will be mailing or faxing any of the required 
documents.

 If you fail to print out your Cover Sheet upon submission, 
you may also access it later. Instructions on accessing 
the Cover Sheet in this instance are available in the 
Customer Reference Guide at the PONL page of ttb.gov. p g g
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Cover Sheet for Required AttachmentsCover Sheet for Required Attachments
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Communication from TTBCommunication from TTB

 TTB will email you at various steps in the 
application process. These emails will contain 
status updates and may communicate actionsstatus updates and may communicate actions 
you must take before we can continue to 
process your application.process your application.
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Communication from TTBCommunication from TTB
 In certain instances, you must log into Permits 

Online to view additional information such asOnline to view additional information such as 
comments or instructions.

 These comments may be sent to you (if 
applicable) which pertain to missing required 
documentation (Initial Review), application data 
that we corrected (Specialist Review), or specific 
instructions or limitations regarding an approvalinstructions or limitations regarding an approval 
or denial of your application (Manager 
Disposition)Disposition).
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Communication from TTBCommunication from TTB
 To view these additional Comments about your 

application, use the following steps:
 Login to Permits Online
 Use the “Search Yo r Applications” b tton to find o r Use the “Search Your Applications” button to find your 

application 
 Click on the application tracking number 
 Click on the arrow next to the Status bar 
 Click on the arrow button next to either “Initial Review”, 

“Specialist Review” or “Manager Disposition”Specialist Review , or Manager Disposition  
 Click on the plus sign (+) box next to one of the above 

categories to reveal the specific comments 
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Viewing Your Application Data & AttachmentsViewing Your Application Data & Attachments

 You may view your information if you have 
either:

- saved your application (prior to submission using the 
“S d R L t ” ti )“Save and Resume Later” option)

OR
already submitted your application- already submitted your application.
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Viewing Your Application Data & AttachmentsViewing Your Application Data & Attachments

 You will need to login and use the “Search Your You will need to login and use the Search Your 
Applications” button to find your application

 Then click on the tracking number of the Then click on the tracking number of the 
application.

 Then click on the arrow next to “More Details”Then click on the arrow next to More Details  
within the “Record/Application Details” section.

 You may then open various subsections of your y p y
application by clicking on the plus sign (+) next 
to each subsection. 
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Viewing Your Application Data & AttachmentsViewing Your Application Data & Attachments
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Viewing Your Application Data & AttachmentsViewing Your Application Data & Attachments

 To access and view any documents you have To access and view any documents you have 
attached to your application:

 click on the arrow next to “Supporting Documents and 
Attachments”

 Click on the name of the document and select “Open” 
to view the attachmentto view the attachment.
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Printing Your Approval DocumentsPrinting Your Approval Documents

 TTB may attach certain documents to your application TTB may attach certain documents to your application 
after its final disposition. This may include an approval 
letter, permit, registration, and other approval documents 
(as applicable) or information regarding a denial, 
withdrawal, or abandonment.

 You won’t receive paper versions of these approval 
documents, so you must retrieve them from Permits 
Online. 
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Printing Your Approval DocumentsPrinting Your Approval Documents
 TTB may attach certain documents to your application after 

its final disposition This may include an approval letterits final disposition. This may include an approval letter, 
permit, registration, and other approval documents (as 
applicable) or information regarding a denial, withdrawal, or 
abandonment To accessabandonment. To access:

 Use the “Search Your Applications” button to find your 
applicationapplication 

 Click on the application tracking number 
 Click on the triangle next to Supporting Documents and 

Att h tAttachments
 Click on the Document name of the document you wish to open
 Select "Open" to view, print, or save the TTB attachment. 
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AmendmentsAmendments

 Industry members who did not receive their y
initial approval through Permits Online cannot 
yet file amendments through the system.  We 
expect this functionality to be available by the 
end of the summer of 2012.   
C t h did h th i i i l Customers who did have their original 
applications approved through Permits Online 
should file any amendments through the Permitsshould file any amendments through the Permits 
Online system as well. 
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AmendmentsAmendments

 Once you are able to file amendments, you will y , y
select “Create Amendment” from the approved 
original or primary record for each permit or 
registration.    
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AmendmentsAmendments

 You will then choose from a list of amendment 
types from the specific Commodity Group (which 
contains amendments specific for that type of 
operation) or from “All Commonly Filed”, which 
contains amendments shared by all 
commoditiescommodities.     
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AmendmentsAmendments

36



AmendmentsAmendments
 Filing an amendment using Permits Online is 

easy for the application brings back your currenteasy, for the application brings back your current 
approval information and allows you to show the 
changes that you are making from that existing g y g g
data.  Most amendments can be filed very 
quickly using Permits Online. 

 You can only file one amendment of each type 
at a time. 

 You need to use Permits Online to file all 
amendments if you were approved in Permits 
OnlineOnline. 
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Useful ResourcesUseful Resources
 Online Help – Carefully read and use the Help provided 

at the beginning of each section and the field specificat the beginning of each section and the field specific 
help in the circled question mark 

 Required Supplemental Documents List – what 
attachments must accompany your application

 Customer Reference Guide – this information & more

http://www.ttb.gov/main_pages/permits_online-user-guide.shtml
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Useful Resources
 The Permits Online Customer Reference Guide is 

updated regularly and contains valuable information not p g y
covered in this presentation, including guidance on 
topics such as:
 S lf R i t ti Self-Registration
 Applications Available in Permits Online
 Saving Your Information / System Timeoutg y
 Application Contacts and Addresses
 Permits Online Tracking Numbers

C f Collections feature 
 Navigation Tips
 …and much more …and much more
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Useful ResourcesUseful Resources
 Permits Online Help Desk - 1-855-TTB-PONL

 Assistance Unlocking Locked Accounts
 Help with Using the System or Solving System Problems

 Application Groups
 Assistance with answering commodity-specific questions  

1 855 TTB FAQS(1 855 882 3277)1-855-TTB-FAQS(1-855-882-3277)
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Useful ResourcesUseful Resources
 Customer Feedback Email

 Tell us what you liked, didn’t like, ways we can 
improve and general thoughts on the use of theimprove, and general thoughts on the use of the 
system so we can make Permits Online even 
better.

 CustomerFeedbackPermitsOnline@ttb.gov
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Questions & AnswersQuestions & Answers


