Link a Licencing Account Guide
How to Link an Existing Licence to Your MyTownship Account

Township of Langley | Licences and Policies External Guide

A MyTownship account is required to apply for or view an existing Business
Licence account(s).

If you apply for a Business Licence online, it will be automatically linked to your MyTownship account. To
attach an existing Business Licence, you'll need a six-digit access code, which can be found on your Business
Licence invoice or reminder. If you are unable to locate your access code, please contact the Licences and
Policies Department at 604-533-6018.

Linking your licence to your MyTownship account allows you to view account details online and subscribe to
eBilling.

Step 1. Register with MyTownship

Go to MyTownship at tol.ca/mytownship.

If you already have a MyTownship account, select the ‘Sign in’ button; if you don’t, select ‘Sign up now’.
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Sign in with your email address

Contact the Township of Langley, connect with us on social media, and substribe o our eNewsletter.

To create a MyTownship account, follow the instructions under Don’t have an account?

e You will receive an email regarding your registration. Confirm the email to finalize and complete your
MyTownship registration.

Log in to MyTownship at tol.ca/mytownship once your registration is complete.

Step 2: Register your Business Licence account(s)

Note: The first time you add a licence to your MyTownship account, you will be asked to create a profile. Once
your profile is complete, you will be able to choose Link an Account, then Link a Licensing Account.
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You will require the 6-digit access code which is located on your business licence invoice or reminder.

Choose View your accounts under Online Services on the MyTownship dashboard.
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Follow these four steps to link additional accounts:

1. Select Edit Accounts 2. Select Link Account
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3. Select Link a Licensing Account 4. Enter details

8 Townshipof Barks & Arts &

Building &
Development

=T - Services ot Tha Townshi Home. Services / Online Services
W Langley b

Becreation Culture

a Link a Licensing Account
Account Number*

Hame | Serviees  Onbne Servces LAAB< Access Code™

Subscribe for eBilling?* ___Yes No 1

Link Accounts o

e In the account number field, enter the
business licence account number for the
licence you wish to link.

e Enter the 6 digit access code as found on
your invoice.

e Select the Link button.
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Step 3: Find your licence(s)

Once you are in your MyTownship account, go to View your accounts. Then select the licence you wish to
view.

My Accounts

Welcome john!

¢ Alllicences display a contact card icon.

ou will need a copy of your account statement with the account number and access code. If you would like to add an account, remove

e If you have multiple accounts, enter
licence account number, address or
street in the ‘filter accounts’ field.
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To make changes to your licencing account, such as a change of mailing address or to update contact
information, please contact the Licencing and Policies Department at buslic@tol.ca. Please note, business
licences are non-transferrable. As such, if the business changes ownership, the new owner is required to
apply for a new Business Licence accordingly.

Questions?

The Permits, Licences and Inspections Division is open Monday to Friday, 8:30am to 4:30pm, excluding
statutory holidays. Contact information is provided at the bottom of the page.
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