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1. GETTING STARTED

1.1 Register User

New users must first register by navigating to the Registration page: https://il-doa-
public.nls.egov.com/#!/il-doa/register

> Single Registration:
o Each email address is limited to one registration.
> Multiple Accounts Access:
e If you need access to multiple accounts:
o Option 1: Add your email to an existing account.
o Option 2: Create a new account from inside the portal after logging in.
> Email Management:
e Your email address can be easily added or removed from multiple accounts.
> New Registration:
o If you have never registered, then Register with your email address as an individual or
a business.
> Existing Registration:
e If you have registered (as an agent or a business):
o Login first with your email and then continue.

@

“<" Tip on Registration: If you are an owner of a business and you would like to obtain
your agent credential, then go to “Add Individual” within your business account. It does not
matter which way you initially register, as you can add the other type inside the portal. An
example is a business owner that also has an agent card could have a need to manage business
licenses and individual licenses in the licensing system.
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2. ACCOUNTTYPES

2.1

e Business accounts are set up for adding a Cannabis Business and submitting all related

Business Accounts

business applications.

174

03

BUSINESS AGCOUNT

GREATE RCCOUNT FOR EACH
GANNABIS BUSINESS

NAME RGCOUNT (BUSINESS
NAME-LIGENSE TYPE-GITY)

You are creating a new application for: New Org

Ilinois
Agriculture

B

Social Equity

E

New Business
License

E

Business License
Update

E

Business License
Renewal

B

New Vehicle
Registration

B

Vehicle Update

E

Product
Registration

E

Product
Registration
Update

0“ ADD USERS TO ACCOUNT

(@ Please switch accounts if you want to create an
application for a different person or business.

0 SUBMIT APPLICATIONS - MANAGE
LICENSES/REGISTRATIONS

Phene Number *

(990)809-8090

Business Name *
Website

Cannleaf Corp.-CG-Chicago

Tax ID Number *
62134567

Please enter your social security number if you do not have an EIN. This field is limited to 9 characters

CANCEL CREATE ACCOUNT




5 tyler inois

Department of
. technologies Agriculture

2.2 Individual Accounts

e Individual Accounts are used to apply, update, manage, and renew their Agent Cards.
(refer to agent credentialing user guide for more details)
https://cannabis.illinois.gov/content/dam/soi/en/web/cannabis/documents/idoa/user-
guides/public/il-public-user-guide.pdf

INDIVIDUAL ACCOUNT

01 REGISTER USER - PERSONAL EMAIL
You are creating a new application for: Aggie Agent
02 RGENTS MANAGE ALL THEIR AGENT ) ) .
GREDENTIALS IN ONE ACCOUNT @ B
(1%] NAME ACCOUNT (LEGAL FIRST Agem%date New Agent Agent Agem%newal
NAME-LEGAL LAST NAME) Registration Replacement Card

04 ADD USERS TO ACCOUNT - OPTIONAL

0 SUBMIT APPLICATIONS - MANAGE
AGENT CREDENTIALS

@ Please switch accounts if you want to create an
application for a different person or business.

N

Tip on Account’s FEIN: Each Cannabis Business should have its own account, even if
they share the same FEIN.
Business Name + License Type + City

Can leaf Corp. - CG - Chicago

Can leaf Corp. - TR - Chicago

Can leaf Corp. - IN - Chicago

Can leaf Corp. - CC - Chicago

(®)

/ N

q
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Phone Number *

(990)809-8090
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Business Name *
Cannleaf Corp.-CG-Chicago

Website

Tax ID Number *

62134567

Please enter your social security number if you do not have an EIN. This field is limited to 9 characters

2.3 Email Verification

CANCEL CREATE ACCOUNT

e Upon registration submission, you should expect to see a verification email in your

inbox, like the one shown below:

erify your NLS Account inbox x

L-DOA <ildoa-noreply®il-doa.mycomplia.com>
o catparksart+123 ~

The verification email will come from IL-DOA
NLS (NIC Licensing Solutions) is the current
cannabis licensing and registration system.

Thank you for creating an account for the lllinois Department of Agriculture. Please
click the button below to verify your account.

Please note, you must still complete and submit your application for review by
the DOA. Creating an account for this system does not constitute any level of
compliance with lllinois Department of Agriculture.

If there’s anything we can do to help, please don’t hesitate to reach us at

nissupport-il-doa@egov.com

NIC Licensing Solutions, LLC
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"< Tip on Email Verification: If you do not receive your Verification Email, 1) resend the
verification code, 2) email technical support to assist with verification at nlssupport-il-

doa@tylertech.com

2.4 \Verification Email - Troubleshooting

¢ Navigate to the Registration Page https://il-doa-public.nls.egov.com/register and
click the hyperlink to resend the verification code to your email.

2z o

Register to join lllinois DOA Portal.

WARNING: Please be sare that the information provided during registratio is 100% aceurate. This data will b used In your spplcation, and you CANNOT
madify this information after you register

Legal First Name * Legal Last Name *

Navigate back to the
registration page

https://il-doa-public.nls.egov.com/register

Phone Number *
What type of application would you ke to get started with? *
Password * @ (@ ReenterPassword* ®

[0 Please read and accept Terms and Canditions befare proceeding.

F il
I'm not a robot
Click this if
you did not
geta \ ‘. E-.
verification email Py bt sl s ik e

e Once you click on the hyperlink, enter your registered email address.

Resend Verify Account Email

Enter your registered email *

Invalid email address
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e After you enter your registered email, and click resend verify button, a message will
appear “Your request has been received. You will receive a new verification email if
there is an account associated with this email address.”

e |f you need technical assistance to verify your email registration - nlssupport-il-
doa@tylertech.com

2.5 Log In to the Public Portal

e Once your new account email has been verified, you can log in: https://il-doa-
public.nls.egov.com/login

- \
@ (5 doapublcis.egow comfiogn ma%)a 1@

E %ﬂm{
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An Email address Is required for login.

If you have forgotten the Email address or need
to change your email address for logging in
the system - contact support

For technical support email: nissupport-il-doa@tylertech.com.

Email*

cathy.parks@tylertech.com

Password *

[ Accept Terms and Conditions

N

A

I'm not a robot

If you have forgotten password

OLEAETUTN o you can self-service it by clicking this

button and reset the password.

2024 State of linols | Accessibility | Terms and Conditions
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3. ADD USERS TO THE ACCOUNT & CREATING NEW ACCOUNT

e The navigation bar of the public portal is shown below:

E Ilnlwlnool‘s
Agriculture

Selected Account:
New Org

Swilch Account

Applications ~ msm————— Applications in pro

Invoices

Account

Settings m—l——— I anagir rs in this account

Add Individual ; — . Use this to Add Individual accounts to your email login

Add Business sl |Jse this to Add Bus ccounts to your email login

Control Panel

o Account - is where you manage the account, the users, and create new individual or
business accounts on your current email login.

o Settings - The General Info tab of the Account Settings displays the details entered on the

initial registration of the account. Changes to this information are allowed on a Business
Update application or by emailing your request to the agency.

10
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4. HOW TO ADD EMAIL ID OR AGENT CREDENTIAL OR
BUSINESS TO AN ACCOUNT

4.1 How to add Email Id to an Account.

e Login with your User Id and Password.

Email *

leo_swap@yahoo.co.in

{ Password *

[J Accept Terms and Conditions.

Fa ]

I'm not a robot

5] SIGN IN ) FORGOT PASSWORD

e Select Account on the left side tab. Then click Settings.

Selected Account:
B SWAPNA LLC

| Switch Account -

—+ CREATE NEW APPLICATION

License Dashboard

Applications

Invoices

Account

Settings

Add Individual

Add Business
e Click Security on the right side as shown in the screenshot below. Select Add user.

11
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; O Account Settings / Details

New Org
GENERAL INFO SECURITY
Add users to this account here
Switch Account - \

<+ CREATE NEW APPLICATION

License D ard

RACCIEEl P VIEW REMOVED USERS

Name User Name

catherine spironello catparksart@gmail com
Applications

Cathy Parks cathy parks@egov.com
Invoices

Catherine Parks cathy.parks@tylertech.com
Account

Mathew G mathew.b.gleckler@illinois.gov

Settings

McKenzie Smith mckenzie.a. smith@illinois.gov
Add Individual

Add Business

| Panel

remove a user here, but all removed
users will still be available to be reinstated

e Enter the Email address that needs to be added and click Next.

e Fill in the required details for Add User.

12
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First Name * Last Mame *

Cathryn Park

Email *

catparksart+ABC@gmail.com

A random password will be generated and emailed to the user

& BACK + ADD USER

The added user will receive an email that looks like this:

[sandbox] IL Application Portal Invitation insexx an
[ IL-DOA <ildoa-noreply@nonprod.i-doa.mycomplia.com» Wed, Sep 13,2023, 9:33AM ¢ @ “
@ ftome-

You have been added to the Cam's Transporter DOA account. Please sign in
using the link below.

If there's anything we can do to help, please don't hesitate to reach us at
nissupport-il-doa@egov.com

NIC Licensing Solutions, LLC

Once your new account email has been verified, you can log in: https://il-doa-

public.nls.egov.com/login

13
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4.2 How to add agent credential to an account who is an owner

o If you need to manage multiple individual and/or business accounts, you will need ONLY
one login email. Use the Switch Account feature to “switch between the account
dashboards.”

% ]llinois

m: Selected Account:

g Cam's
Transporter

Switch Account

+ CREATE NEW APPLICATION

LICENSE DASHBOARD
(2" APPLICATIONS
INVOICES

£+ ACCOUNT

&% CONTROL PANEL

14
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e Type in the name of the other license and you will get a drop-down list of all the accounts
that you have permissions to view.

Caleb's Cannabis Transporter

<+ CREATE NEW APPLICATION

LICENSE DASHBOARD

f APPLICATIONS

INVOICES

ACCOUNT

¥ CONTROL PANEL

e Select Add Individual from the left side tab.

Selected Account:

E SWAPNA LLC

Switch Account

=+ CREATE NEW APP

License Dashboard

Applications

Invoices

Account

Settings

Add Individual

Add Business

LICATION

O &0 © o

Status

Approved

Expired

Approved

Approved

Approved

Approved

Approved

Application 1D

B373

8407

8485

1472

15
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e Once you select Add Individual, the below page opens up. Click Continue to Account
creation.

A WARNING: You are about 1o create an it If you just regi , you de NOT need 10
create another account. Please close this box and click the Create New Application button to start your
application. The account you are currently working in is displayed in the left igati

CREATE NEW APPLICATION

CONTINUE TO ACCOUNT CREATION

e Once you click Continue to Account creation, the below page opens up. Enter the
required information such as the First name, Last name, SSN, DOB and Phone number.
Then Click Create Account. This creates a new agent credential within the account who is
an owner.

Legal First Name* Legal Last Mame *

Confirm SSN *

Date of Birth * [A Confirm Date of Birth *

Phone Number *

CREATE ACCOUNT

16
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4.3 How to add another business account with same login credentials

e To add another business account under the same login, use the "Add Business"
option. This will create a new business account. Note this will only add the current
logged in user to the account. If you wish to add more users to access the new

business account, you will need to follow Section 4.1 (How to add Email Id to an
Account).

Selected Accoumnt:
B SWAPNA LLC

Switch Account

~ CREATE MEW APPLICATION

License Dashboard

Applications

Invoices

Account

Settings

Add individual

Add Business

e Once you select Add Business, a new page opens up to create a new account. Click
Continue to Account Creation.

A WARNING: You are about 1o create an additional account. If you just registered, you do NOT need to
create another account. Please cloge this box and click the Create New Application button to tart your

application. The account you are currently working in is displayed in the left navigation:

Selected Account:
plia, LLC

CREATE NEW APPLICATION

CONTINUE TO ACCOUNT CREATION

e Enter all the required information in the Create new account Business Page. Then Click
Create account. This creates a new business account with similar ownership.

17
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Phone Number *

Business Name * Website

Tax |D Mumber *
Please enter your social security number if you do not have an EIN. This field is limited to 9 characters

4.4 How to add another business account with separate login
credentials
To add another business account with different login credentials you will need to create an
entirely new account using a different email address.
e In order to do that, logout from the existing account.

QHelp SWAPNA ’l‘@’

v Change Password

Selected Account @ B DakMode IGITAL CARD
g Swapna Canna

transporters U
CL0sE ’

Switch Account A (D) Info

No records found.

Rowsperpage: 10+ 0-00f0

B License Dashboard

Applications

Invoices

18
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Once logged out, click Register on the top right side of the page.

B e

Email +

leo_swap@yahoo.co.in

Password *

[J Accept Terms and Conditions.

'm not a robot

XD

f2 ]

Enter all the required information in the Register page. Please be sure that the

information provided during registration is 100% accurate. This data will be used in
your application, and you cannot modify this information after you register.

WARNING: Flease be surs that the Infermation provised durieg registration is 100% aecurate. This daba will b= used In your appdeation, and you CANNOT modify this Information after you register.

Register to join lllinois DOA Portal.

oo swapfryaboc.coin

Phaora Nui

FamreaE

m ot & robat

) 1 you cicint racs

v your warificamaon amall, Cisass 2Bk hars

o

ST
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5. PASSWORDS

5.1 Forgot Password

e Navigate to the Sign In screen, click the “Forgot Password” button. You will
need to enter your “registered” email on the next screen to request a “send
Rest Password” email.

o #)Signin  Register
ﬁ
Sign In

Usemame (email
nancy.hahibeck@egov.com
Password
o/ Accept Terms and Conditions
N
Im not a robot

5.2 Change Password

e While logged in, you will find “Change Password” when you click on your name

in upper right corner.

OHelp L NancyHahlbeck ~

Change Password
Sign Out

Y sece et Licenses
=y Undefined
undefined

No licenses found

Switch Acoount

++ CREATE NEW APPLICATION

e Proceed with change Instructions on the next screen

20
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Change Password

Current Password

Current Password

New Password

New Password

Re-enter Password

Re-enter Password

21
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6. UserTips and FAQs
6.1 Legend of icons in the system

These Icons are described here:

Useful Information

i

Pro Tips
Search Filters
Y Toggle Fil
ggle Filer
= Actions shortcut on
Actions Specific Licenses

6.2 Pro Tips

e Pro Tips are found throughout the software, where additional information may
be helpful. Some Pro Tips have hyperlinks to download documents.

e  When you click on the o icon, a window will open. Here is a sample Pro Tip
for a "Photo Upload”:

Upload a photo that: Was taken no more than 30 calendar days before application submission; Was taken against a plain
background or backdrop is in natural color; Was taken in full-face view directly facing the camera with a neutral facial

expression and both eyes open; presecription glasses and religious head coverings not covering any areas of the open face
are allowed.

NOT USEFUL USEFUL

22
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6.3 Filters

e The filter will sort the screen for viewing.

Ilinois

Agriculture

options.

23

Licenses b ¢
- (<]
Approved, Deactivated, Expired Application Type A
Status Application ID License Type License Number Expiry Date /» Actions
o Approved 1057 Nancy Hahlbeck New Agent Registration INAC10000002 03/03/2022 =
6.4 Actions
e The Actions button will provide shortcuts to actions on licenses.
Licenses T
S—_— < Q
Ap ivated I Application Type -
Status Application ID Title License Type cense Number Expiry Date /N Actions
[] Approved 1057 Nancy Hahlbeck New Agent Registration NAC10000002 03/03/2022 =
e Each time the actions icon appears, the choices may be different. In this

license dashboard, the actions available are to “view license” and license
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@& View License

(# Agent Update

Z Agent Renewal

= Agent Replacement Card

24
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7. Support

Please contact lllinois Department of Agriculture for all non-technical questions.

= Tip on Support: For questions regarding application requirements, acceptable
documentation, the status of your application, rules, regulations, policy, or other
program specific questions, please contact the lllinois Department of Agriculture
directly at via email at agr.adultuse@illinois.gov

7.1 Technical Help

If you have technical support questions and need assistance with logging in, or
utilizing the portal properly, please contact us at nlssupport-il-doa@tylertech.com
for assistance.

Please provide your license number or application ID number, your name, and as
many details as possible when contacting technical support. When you email
support, a support ticket is automatically created with your request details.

Technical support is not able to provide status updates on submitted
applications. Please do not contact Technical support to ask about the status of
your application.

7.2 Help Screens and Online User Guides

Help information, contact numbers, emails and this user guide are located in the
portal. Click on the Help button in upper right of your screen.

25
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Please click here to view the training material

For questions surrounding linois Department of Agriculture, please contact the DOA at the applicable email address:
«+ AGR adultuseillinais gov

For technical support, please contact llinais at nissupport-ikdoa@egov com. Thank you!

€ 1f you do not receive Complia email notifications, please check your spam
folder.

Please click here to view the training material

For questions surrounding lllinois Department of Agriculture, please contact the DOA at the applicable email address:
« AGR.adultuse@illinois.gov

For technical support, please contact lllinois at nlssupport-il-doa@egov.com. Thank you!

0 If you do not receive Complia email notifications, please check your spam
folder.

7.3 FAQs - Frequently Asked Questions
Will be updated by IDOA when FAQs are done.

26




