The information provided here is for informational and educational purposes and
current as of the date of publication. The information is not a substitute for legal
advice. Consult your attorney for advice concerning specific situations.

Local Business License Renewal
Center — Answers to your
questions about setup

Fran Adcock, Revenue Analyst
Caitlin Cothran, Manager for Local Revenue Services
Municipal Association of SC
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Managing Users

* Main Contact
« Users with this role will have access to all tasks in the participant portal.
* There will be one user with this role for each licensing jurisdiction. This role can only be
assigned by an administrative user in the administrative portal.
* For the purposes of this document, the Administrator and Main Contact roles are equivalent,
unless explicitly stated.
* Administrator
« Users with this role will have access to all tasks in the participant portal.
* There can be two users with this role for each participant. This role can only be assigned by
the main contact user for the licensing jurisdiction in the participant portal.
* Approver
* Users with this role will have access to perform tasks related to processing business license
requests within the participant portal.
* Reviewer
« Users with this role will have restricted access within the participant portal
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Jurisdiction Users

UserNane

Frandenck Man ontact

Add Jurisdiction User
Ematacdress | |
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Stripe

* Initial Setup — Contact Information
* Manage Stripe Account
o Requirements, same as bank account
* ACH approval
o Accepting Terms of Service
o ACH transaction waiting period, 120 days from 1%t transaction

* Transaction fee paid by the business is 2.9% + .30 per credit card
transaction. .08% per with a $5.00 cap per ACH transaction.
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Today is 2/1/2022

‘Town of Woodford

Stripe Account

Woadfardic not connectd toa Stripe zccount. An account must | s can be procassed and paymert can be received.

Sefore connectng ith iipeyoursislction contac inorraton st b completed,
Mansge ContctInformation
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B Local Business License
L RENEWAL CENTER

Home  Contact Informztion

Business v Reporting v Help v B & & @

Renewals ¥

Contact Information

Business license contact information will be providec to users of the Loca! Business License Renewal Center as
the primary method of contact for Woodford. This information wil be available curing the licerse renevial

process and willalso 2 ncluded in zny email correspondence fo busiress Lsers.

Business Licerse Contact ess @
Name Physical Address
Phone Malng Addess
Email
Website

10/18/2022

BT egnerse  Renewals + Accounting » Business + Reporting + Help » E oo & o
Edit
Business License Contact Mailing Address
re——
rone Svesthdirs1
svesthdess2
Wesse ay
Physical Address S 3
Pv— Zpcate
Soesthdires2 Gy Unitdiates .
a
e
Gy Unkeasises .
EIE]
AHTemsofSevie o)

St et otapar e ot sl

LE

e Oncee e beanacegd it

Active Stripe Account




Upload BL Ordinance

upload a copy of the business license ordinance.

existing document.

—

* During the participant startup period, the user will be prompted to

* The user can select a document (PDF, Word, Jpeg, PNG) to upload.

« If a document already exists for the current year, the user will be
prompted to confirm that the uploaded document will replace the

10/18/2022

Munizipal Association
of South Cargling™

Local Business License

LB RENEWAL CENTER Renewals v Accounting v Business v Reporting v Help »

Todayls 2/1/2022
Town of Woodford
= SetupTasks
Upload Business License Edit Rate Structures Edit Penalty Structure Manage Excluded NAICS Manage License
Ordinance Codes Document Settings

B 4 & @

Import Business License
Data

Upload Business License Ordinance




Upload Business License Ordinance

File gL Ordinance pdf

1
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Business License Ordinance

L —
Mark as Complete

The Uplasd By v Ordinance taskwil be shown #s ¢

202220280i0nce| - home page Continue?
EaEn

Uploaded 1

omplete on your

=
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Enter Rates

standardized class schedule based on NAICS

treatment.

verify the accuracy of each entry.

§

codes.

* The new business license law requires that all cities and towns use a

* The Revised Model Business License Ordinance, Classes 1 — 7 are the
required standard classes based on NAICS, and Class 8 contains
businesses for which state law requires special business license

* The user will enter rates for each class and will be prompted to
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Local Business Licens
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Town of Woodford
» Setup Tasks
i Edit Ics k Import

Ordinance Codes Document Setigs Dda
Rate Classes

Thistaskisncomplete for 2019-2020. Miatkas Complete.
The ichiare County uses standard e clsses o 2019-2020 Availatle Actions

Tax Caleulator

2019-2020 Rate Classes
Standerd

NAICS Count Date Updated

Casl 64 113072015 No No
G2 7 No No
O3 30 No Na

Class 1

The cate structure for Class 1 has oot been verified, Available Actions

Manage Rate Structure
Verify Rate!

Require Supporting Documentation

2019-2020 NAICS Codes

Code Title

111110 Soybean Farming 172019
111120 Oilseed (except Soybean) Farming 1/7/2019
111130 Dry Peaand BeanFarming 1772019
111140 Wheat Farming 1772019
111150 ComFarming 1772019
111160 Rice Farming 1/7/2019
111191 Oilseed and Grain Combination Farming 1772019
111199 AllOther GrainFarming 17/2019




Rate Structure

Noresults found.

P—
Add Rate
e |3
i
UpTo  §
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Home  Rate Classes * Class1 * RateStructure

Rate Structure

Rates

Amount Per
] 335,00 $2,000.00
I} §110 $1,000.00
L} $105 $1,00000

1

Fagetol1{3itens]

q -{. o Available Actions

Verify Rate Structure

UpTo
$200000
§$1.000,00000
$21000,000.00

Home: > Rate Classes * Class 1 Rate Structure  erify Rate St

Verify Rate Structure

Taxable Income  $2002.765.00

Calculated Tax Amount  § 2.182:80

To verify the rate structure, calculate the tax amount for $2,002,765.00 and enter it below.

CTTT Amount UpTo
$35.00 $2,00000 $2,00000
$110 $1,00000 $1,000000.00
$105 $1,00000 $2,000000.00
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2020-2021 Rate Classes
Standard
Date Documentation Documentation
Required (Inside) Required (Outside)
Class 174 10/18/2019  Yes No No
2!
Class 477 No No No
2
Class 173 No No No
3
Rate Classes

License Year 2020-2021 v Status Open

@ This taskis complete for 2020-2021.

The Town of Tatum uses standard rate classes for 2020-2021.

Use Custom Rate Classes

2020-2021 Rate Classes

Standard

Name  NAICS Date Verifieq  Documentation Documentation
Count Updated Required (Inside) Required (Outside)

Class 174 10/18/2019  Yes No No

Enter Penalty Structure

* The portal is set at a 5% penalty per month beginning May 1. This is
based on the model ordinance.

« If your penalties are 5%, select mark as complete.

* To make changes to the penalty structure select Use Custom Penalties
and set it accordingly.
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Penalty Structure

License Year 2022-2023 v StatusCpen

(@) This tasiscomplet for 2022-2023. Markas Incomplete

Tz City of Anderson usesszandard penaltes for 2022-2023. Available Actions
Calculzte Penalty
Use Custom Penalties

2022-2023 Penalty Structure

Standard

10/18/2022

Excluding NAICS

* MASC will preload NAICS excluded by state law.

* Mark as complete if the jurisdiction does not have additional NAICS
exclusions.

* To add NAICS exclusions, the jurisdiction will enter exclusions
manually.

* Excluding a NAICS will prevent businesses classified under the NAICS
from using the renewal center.
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Thefoliowing NAICS coces are unavalable foroniine renewal. Avalable Actions

Upload NAICS Exclusiors

2022-2023NAICS Exclusions

Code  The

Neresulsfound

Fae ) Gt
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Add NAICS Exclusion

Enterone or mere NAICS codes, separated by commas. Thase NAICS codes will o uravailable for enfine

renzvial.
NAICS Codes 1111‘[1 Avallable Actions
Add NAICS Codes oy Prefix

NAICS Exclusions

[ L Ter—

Avllaie Actons

The follaing NAICS sodes e unvolbieforonine el
Upload NAICS Bxciusions

2022-2023 NAICS Exclusions

m Coe  THe

O 110 sopenfarmivg

The lloning NAICS codesareuravalablfor o enoal Avllbie Actors
Upload NAICS Exclsions
2022-2023 NAICS Exclusions

[—
BxiudedOn

B 11110 SoybesnFerning 10972022

Document Settings

* The renewal center will issue a standard business license which will
include the jurisdiction logo, signature of the business licensing
official(s), and footer text if needed.

* You need to upload the logo and signatures.

* To do this, select Manage License Document Settings.
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LicenseYear 2022-2023 v Status Open

‘This task isincomplete for 2022-2023.

Muricipalty Logo @ AvlableActors
Preview Business License

Nologo

10/18/2022

Upload Logo

Logo *.jpg.*.jpeg.*
Image @ N

=2 Upload Logo

Save Cancel

Municipality Logo o

Authorized Individual @

Name Fran Adcock

Title Director

Signature \%m W
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License Document Settings

LkenseYear 20727073 v Statuspen

ERS— [ sasacomte |

Muricipaty Logo B AisbleAdions

<

J——— =

sorstwre /)

Som

p———— o=

Mark as Complete

The Manage License Document Settings task will be shown as complete on your
home page. Continue?

e |

City of Anderson 2022-2023

BUSINESS LICENSE May 1,2022 - Apr 30,2023
ACME Business
DBAACME NAICS: 999999
John Doe Account: 1234567
123 Main Street Description: This is the description of the business.

Anderson, SC 29000

THIS MUST BE CARRIED ON YOUR PERSON.

Munizipal Associtisn
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Business License Account Data

* MASC will provide an Example Business License Accounts File. Once
the license account file has been downloaded from the jurisdiction’s
software in the correct format, it can be uploaded to the renewal
center.

* Manual Entry — if the jurisdiction does not upload an account file,
manual entry by the businesses must be allowed.

* Renewal Center is open for testing of the account file until November
30.

* Save the file. You will need to upload it again in January.

> m Munizipal Association
of South Caraling™

Business License Data

License Year 2022-2023 v Status Open

‘This task i incomplete for 2022-2023. Markas Complete

Manual License Account Entry

wal i the Loc Whe s S—
informationfor adtionsl icense sccountsfor oniinerenevl

Manualicense sccount entry s currently disabled. Changs this stting

5 Avallable Actions
'3 Imported License Accounts
Upload Business License Accounts
Business Name TaxiDLast4
10591 Travelinc 1214 s61599
11408 Property stuf 1261 21112
11700 Offce st 1219 453210
11744 Finance nc 1212 532420

Enable manual license account entry?

by Ancerson.
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Business License Data

License Year 2022-2023 v Status Open
“This taskis incomplete for 2022-2023. Markas Complete

Manual License Account Entry

Thelicense acco enter. When manual tentry s enabled, a businessus

informationfor additionsl licnse accounts for onlinerenwal

Manuallicense o c e

Available Actions

2022-2023 Imported License Accounts

Upload Business License Accounts

Account ! Business Name

10591 Travel Inc 1214 561599

10/18/2022

Upload Business License Data

Select a CSV file that contains all business license accounts. Available Actions

» FleFormst Detats Download Example Accounts File
Important Information ViewNAICS Data
¢ View Countries

« The 1st record in the file wilbe skipped as a header record.
é e eligible for onine renevwal.

View U, States/Terrtories

request will irst be removed.
+ Ifthe selected fil

Accounts File
o

]

Prior Uploads [l

2672022339200 P Lisabolden

Confirm Business License Data

Thereare currently 27 business license accounts for Anderson in 2022-2023.

If this below will be taks i ith 28
business license accounts in 2022-2023

If removed, the pending upload wil be deleted without affecting any accounts.

»Upload Action Descriptions:

Pending Upload

FileName Test BL Filecsv

Uploaded 10/9/2022 6%
Uploadedsy e

Number of Accounts 25

Upload Actions
Accountstobe Added 0

Accounts tobe Updated 2.
Accountstobe Removed 0

Unaffected Accounts 0

oo
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Business License Data

License Year 2022-2023 v StatusOpen

‘Thistask s incomplete for 2022:2023. m

Business License Data Import

2022-2023ImportedLicenseAccounts =+ o & [

Account Upload s Processing

Account Business Name: TaxIDLast4

10591 TravelInc 1214 561599
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Questions?

Contacts

Fran Adcock (fadcock@masc.sc)
Revenue Analyst

Caitlin Cothran (ccothran@masc.sc)
Manager for Local Revenue Services

Anita Lancaster (alancaster@masc.sc)
Revenue Analyst

Kaylee Summerton (ksummerton@masc.sc)
Revenue Analyst
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Resources

Municipal Association of SC’s
Business License Handbook

WWW.Mmasc.sc

keywords: business license,
SC Business Licensing Officials Association
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