
MGCB – Vendor Renewal Online Application: 
User Help Guide 

 
 

This guide will help resolve issues you may have when completing the online 
vendor renewal application and accessing Michigan Business One Stop (MBOS). 
Please read each question and direction carefully to ensure your success.  
 

 How do I reset my login and/or password? 
 

 Why is my information not saving on each tab? 
 

 I clicked “Yes” to one or both of the bottom questions on the officer’s information 
tab. Do I need to include any other information in my application?  
 

 I need help uploading files to my application.  
 

 Which correspondence number do I use if I did not renew within 60 days and 
received a “Fail to File” letter 
 

 I’ve signed and submitted my application. Am I done? 
 

 How do I submit my renewal fee? 
 

 Why can’t I print my application and/or payment receipt for my own records when 
I am done? 

 

 Why isn’t Business One Stop loading on my computer? 
 

 I’ve received a “server error 500” message and can’t access my application. 
What do I do now? 
 

 Who can I contact if I still have problems? 
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 How do I reset my MBOS login and/or password? 
- Refer to the following links for help with login or password issues: 

 
Login: 
http://www.michigan.gov/business/0,4539,7-255-49512_60434-271830--,00.html 
 
Forgot Password:  
http://www.michigan.gov/business/0,4539,7-255-49512_60434-271821--,00.html 
 
Change Security Questions: 
http://www.michigan.gov/business/0,4539,7-255-49512_60434-271565--,00.html 
 

- Call (877) 766-1779 for further login/password assistance. 
 

 Why is my information not saved under each tab? 
- Once you’ve completed the information on any tab, you must save the 

information before moving on to another section by clicking on “Save” at the 
bottom right of the screen.  
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 I clicked “Yes” to one or both of the bottom questions on the 

owners/officers information tab(s). Do I need to include any other 
information in my application? 
 
- The renewal application requires you to include information about tax issues 

or convictions for the owner and officers of the business.  
 

 
 
 

 
 
 
 -    Under the Criminal History and Tax Issues tabs, you must add criminal history 
      or tax issue information about every incident as it relates to the owner and     
      officers.  
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- After all the required fields are completed, save to the specific tab. Each field 
marked with an asterisk (*) must be completed prior to moving to another tab 
or the application will not submit.  

- If you have no tax or conviction issues, you should see the following message 
and may proceed through your application. 
 

 
 
           

 I need help uploading files to my application.  
- You can only upload one file for each document type. Therefore, all owner(s) 

and officer(s) documents for each appropriate document type must be 
included in one file to attach properly.  
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- Once you are ready to attach, follow the directions below: 

 
Instructions to Submit:  
Upload Option: 
     - Complete and save these documents to your computer as one file 
     - Select Browse and insert the appropriate file 
     - Select Document Type: 
  - Applicant’s Consent to Release Information 
   - Voluntary Consent to Release Information Materials and   
    Documents 
  - Request for Transcript for Taxes 
     - Select “Add” 
     - Select “Save” at the bottom of this page     
  
        

- If you still have issues attaching files, you may submit the appropriate files via 
mail or fax: 
 
Mail Option: 
     - Print and complete the documents 
     - Send to:  Michigan Gaming Control Board 
                 Attn: Enterprise Licensing Section 
   3062 W. Grand Blvd., Suite L-700 
   Detroit, MI 48202 
Fax Option: 
     - Fax the files with a cover page indicating the Vendor Name and     
   Exemption Number to: 
                 Michigan Gaming Control Board  
                 Attn: Enterprise Licensing Section 
                 (313) 456-4190        
           

 Which correspondence number do I use if I did not renew within 60 days 
and received a “Fail to File” letter? 
- Your renewal application correspondence number is the C000###### number 

located at the bottom right corner of your original vendor exemption renewal 
notice.  

- If you have received a “failure to file” vendor renewal notice, use the original 
C000###### number from your original form as your correspondence 
number. DO NOT USE the C# on the “failure to file” notice! 

- If you attempt to renew your application but have forgotten your C000###### 
number, please call (313) 456-1501 for assistance. 
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 I’ve signed and submitted my application. Am I done? 
- Once your application has been submitted, you must submit a $100 

application fee.  
- You will need to return to One Stop and access the Shopping Cart to            

submit your renewal application fee. 
  

 How do I submit my renewal fee? 
After you submit your application, you must return to the One Stop “Shopping 
Cart” to submit your application fee. Remember: your application will not be 
submitted until you pay the application fee!  

- Sign back into One Stop and then select “Shopping Cart” in the top right 
corner of the screen. 
           

 
 
- The Shopping Cart shows all applications that have been submitted but are 

unpaid.  You can select the applications you would like to pay for by selecting 
and unselecting the checkboxes next to the item. 
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- Select the appropriate application. Next, select the appropriate payment 
method using the dropdown option at the bottom of the screen. Once you are 
ready to complete payment, click “Checkout.”  

- Click “Done” to return to your Michigan Business One Stop My Workspace.   
- Select “Sign Out” from the choices in the top center of the screen.   

 

 
           

 Why can’t I print my application and/or payment receipt for my own records 
when I am done? 
- Copy of Application: Prior to submitting your application, follow the 

instructions below:         
   
 Before signing your online application, click “Print” at the bottom of the 
 screen to review the document. Please print a copy for your own records.  
 

- From the Shopping Cart: Confirmation Page, click “Print Receipt” for a copy of 
your application fee. When you are finished, click “Done” to return to “My 
Workspace”. 
 
 

 
          
            

 Why isn’t Business One Stop loading on my computer? 
- If you experience an issue loading MBOS on your computer, it may be due to 

your browser’s capabilities to support the program.  
- One Stop is supported by Internet Explorer 8, Firefox, and GoogleChrome.  
- If you are using a newer version of Internet Explorer or another program, One 

Stop may not be supported by the program and delay the renewal process. 
For further technical issues, contact MBOS at (877) 766-1779. 
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 I’ve received a “server error 500” message and can’t access my 
application.  What do I do now? 
- As the MGCB and/or MBOS server(s) may be having technical issues at that 

time, you should close your browser and report the issue to MGCB (313) 456-
1501 and MBOS (877) 766-1779 for assistance. 

 Who can I contact if I still have problems with MBOS and/or my 
application? 
- For assistance with navigation or application issues not addressed above, 

please call MGCB at (313) 456-1501.  
- For all other technical issues contact MBOS at (877) 766-1779. 
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