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Manage Licensees Web Request 
The Manage Licensee Web Request should be completed prior to registering for a new 

account type and/or renewing a license(s) for all Individual and Business Licensees. 

Scenario 1: You are an existing, registered taxpayer with the Department of Revenue. You 

want to register a new Public Benefit using one of your existing licensees; however, the 

Department does not have current citizenship documentation on file for this licensee. You will 

need to submit documentation for that licensee using the Manage Licensees Web Request. 

Scenario 2: Prior to renewing an existing Public Benefit, current and unexpired citizenship 

documentation must be on file with the Department. To manage and update each licensee’s 

citizenship documentation, use the Manage Licensee Web Request. 

IMPORTANT NOTE: Citizenship documentation must be submitted for all licensees.  If an 

individual licensee is also an officer responsible for supplying the documentation for a 

business licensee, the citizenship documentation must be submitted for both the individual 

licensee and the business licensee. 

Steps for Submitting the Manage Licensee Web Request: 

1. Log into the GTC website (https://gtc.dor.ga.gov) 

2. In the top-right corner of the Customer Springboard, under “I Want To…”, click the Manage 
Licensees hyperlink 

 

3. A list of all licensees (First Initial, Full Last Name, Last Four of SSN) for every registered 
Alcohol and Tobacco benefit will appear 

 

  

https://gtc.dor.ga.gov/
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4. Click the Status hyperlink by a particular licensee to update the residency status and attach 
the citizenship documentation for that licensee 

 Navigate using the arrows in the light gray area for large licensee lists. Smaller licensee 
lists will show all licensees as tabs in the dark gray area 

 The link to attach the documentation is at the bottom of the web request 
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 If the business itself is the licensee, an officer of the business must provide the 
citizenship documentation. Choose an existing officer from the drop-down list. 
Note: A “Missing an officer?” hyperlink to the Update Officers Web Request is provided 
to add an officer currently not on file with the Department 

 
 

5. Review the Web Request. The bottom of the web request shows how many licensees 
require a Citizenship Affidavit and a Secure and Verifiable Document, each attached as a 
separate file 
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6. Click the Submit button at the top of the Web Request. Click the Yes button to confirm 

 

7. Write down the confirmation number or Print the confirmation page for your records 

 


