7~ VERMONT

DEPARTMENT OF HEALTH

Instructions for Renewing Your Food & Lodging Program License Online

e Carefully follow the instructions in the order they are explained.

¢ You will need the renewal notice that was mailed or emailed to you. This notice contains a unique
online renewal code which will be used at the beginning of the renewal process.

e If your facility’s physical address has changed, do not complete the online renewal process. You
must contact the Food & Lodging Program and apply for a license at the new location.

e If you have any questions regarding the online process, contact the Health Department by email at
foodlodging@vermont.gov or by phone at 802-863-7221.

Step 1: Create an Account
A. Go to https://vtdoh.usasafeinspect.com and select New Account. Set up a new user account by completing all the required
(marked with *) information. After completion, click Save and you will automatically be redirected back to the main login
page. You will then be able to log in with the username and password you just created.

B. If you have already set up an account, log in with your previously created User Name and Password. If you forgot your
password, enter your User Name and click the Forgot Password button. If you forgot both, you will need to call 802-863-
7222.

Step 2: Add Licenses to Account

A. If the license already appears as shown below, skip to Step 3. If not, proceed to B.
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B. Find the Online Renewal Code provided on the renewal notice. Enter the code into the Add existing business box located
on the top right corner of the screen. Enter the code and click Add.

If you have multiple licenses to renew, repeat the process for each license.

Home Portal  Tools  Logout

Facility Portal

i New Inste
Duiry Manuf Food/ Salvage Tannieg Bottled Water Body At

Add Hew Business

C. Ablue bar with the name of your establishment will appear on the screen.
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Step 3: Add to Cart

A. Click on the establishment name in the blue bar. The bar will expand showing the license information. Check the box
located in the Add To Cart column. A license can be renewed online for 60 days before and after it expires. Once the box
is checked, the renewal will be automatically added to your shopping cart.
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Add To Cart License Number Program Type Name Expire Date Status

+ 0 (= 5203 Bottled Water Plant . 6/30/2017 (10 days) Issued
Add New Business Program

Step 4: Answer Compliance Questions

A. A pop-up window will ask you to answer two questions regarding tax compliance and child support compliance. If you are in
compliance, select OK.

B. If you are not in compliance, you cannot proceed with online renewal. Click Cancel and contact the Food & Lodging Program
for further instructions.

i . X e
vtdohbeta.usasafeinspect.com says:

Regarding Child Support

Title 15 § 795 requires that: A professional license or other authority to

conduct a trade or businass may not be issued or renewed unless the

person certifies that he or she is in good standing with respect to or in full
compliance with a plan te pay any and all child support payable under a

support order as of the date the application is filed. "Good standing”

means that less than cne-twelfth of the annual suppert obligation is

overdue; or liability for any support payable is being contested in a judicial

or quasi-judicial proceeding: or he or she is in compliance with a

repayment plan approved by the office of child support or agreed to by

the parties: or the licensing authority determines that immediate payment i

of suppert would impose an unreasonable hardship. (15 V.5.4 § 795)

T hereby certify that, as of the date of this application: (z) 1 am not subject
1o any support order or (b) T am subject to a support order and Tam in
good standing with respect toit, or {c) T am subject to a support arder and
Tam in full compliance with a plan to pay any and all child support due
under that order.

or

Thereby certify that 15 V.S.A. § 795 is not applicable, because this is a
business seeking certification,

“ Canee!

liranca Tima



Step 5: Update Information

A. Click the Edit Information icon on the blue bar.
B. On this page you can update the mailing address, phone number, email, and emergency contact person. After you have
updated the information in Step 2, click the Save Changes button at the bottom of the screen.

TEST FACILITY - 6828 - (0) - & >

EDIT: TEST FACILITY E
Phone®. 5555555555 Cell Email®. Test@@email.com CE—
Mo Email Available

Mailing Address International Addrass

Strest Number® Strasl Name® Street Sullfix

1234 Main ST -

Secondary Unit Type Secondary Unit Number

Zip* State” County* City*

55555 1L - UNKNOWN - Test City

Physical Address Sama as Mailing International Addrass

Stresl Number® Streel Name” Streel Sullix

1234 Main ST -

Secondary Unit Type Secondary Unit Number

Zip* State” County™ City*

55655 1L - LUNKNOWN . Test City

Add New Attachment

Save Changes

Step 6: Pay for the Renewal

A. To view or delete your renewal from your shopping cart, click on the shopping cart icon located on the top right
corner of the screen. Once clicked, the shopping cart will expand showing the contents.

PR 4= Sfopping Cart Icon

Renewal - 8092 - Body Art Establishment-5500.00
Base Cost: $500

o — “X” — Click this if

Unit Fee: 5100.00 the facility
Toral 5600.00 renewal in the
N == shopping cart
needs to be
deleted

Select Checkout if the contents of the shopping cart are correct. If you believe the total is incorrect, do not continue the process



Contact the Food & Lodging Program by email at foodlodging@vermont.gov or by phone at 802-863-7221.

B. Once you select the Checkout button, you will be directed to a third party online payment system. Follow the on-
screen instructions carefully to complete your payment.

C. After payment is complete, exit the website. Your renewal application will be automatically submitted to the Food &
Lodging Program. The license will be mailed within ten business days.
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