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1. Login to Vendor Portal at www.manitobaelicensing.ca/vendor  

 
 
2. Click "Licences" 

 
  

http://www.manitobaelicensing.ca/vendor
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3. To reduce the number of duplicate accounts in the system, search for an existing customer 
account. For a basic search you can search by email address, phone number, or customer 
ID. Choose one of the options, fill in the details, and click "search". 

 
 
4. Review the Search Results, and if a matching account is found, select the profile. 

In this example, no matching profile was found. 
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5. Click the "No existing profile (customer is new, no information, or no match found)" field. 

 
 
6. Click "Continue to Advanced Customer Search" 
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7. In the advanced customer search, you can provide additional details to search for a profile. 
Choose one of the options, fill in the details, and click "Search." 

 
 
8. Review the search results, and if a matching account is found, select the profile. 

In this example, no matching profile was found. 
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9. Click the "No existing profile (customer is new, no information, or no match found)" field. 

 
 
10. Click "Continue to Proceed as New Customer" 
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11. The confirm residency screen is displayed. Select the appropriate residency option. 
For this example, we will choose “Manitoba Resident.” 

 
 
12. Be sure to check the residency by reviewing their government picture ID. 

Once this is complete, click the "Customer has confirmed their residency type. Proof may be 
required if requested by enforcement." field. 
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13. Click "Continue to add Items to Cart" 

 
 
14. Check with the customer for the required licence type and select the correct product from 

the available options. For this example, we will choose the Manitoba Resident Annual 
Angling Licence. 
 
Click "Select." 
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15. Fill in the customer details to create a new profile. 

 
 
16. When complete, click "Create New Profile". 
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17. Enter the customer information specific to the angling licence and when complete, click "Add 
to Cart". 

 
 
18. Review to make sure the correct licence is in the shopping cart. 

Click "Review Order" 
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19. Next, enter the customer's mailing address information. 
When complete, click "Save." 

 
 
20. Review the details to ensure Customer Information is accurate. 

Once reviewed, click "Continue to Payment." 
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21. Select the method of payment. 
If the customer needs to split the payment, click "Split Payment". 
For this example, we will split the payment. 

 
 
22. On the Split Amount screen, enter the first payment amount. 
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23. Select the method by which the first split amount will be paid by the customer. 

 
 
24. Select the method by which the second split amount will be paid by the customer. 

Click "Split Payment". 
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25. Enter the confirmation number from the Point of Sale (POS) System. 
This is an optional step, but your organization may require it. 

 
 

26. Click "Confirm Payment" 
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27. Click "Continue to Print & Complete" 

 
28. The payment process is complete, and you can now print the licence for the customer by 

clicking the "Print" button. 
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29. Select the appropriate printer and click "Print." 

 
 
 

30. To print a receipt, click the "Receipt" button. 
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31. Click "Print". 

 
 

32. After the licence and receipt have been successfully printed, click "Complete Purchase". 
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33. Confirm you want to complete this purchase by clicking "Complete Purchase". 

 
34. The transaction is completed and you will return to the home screen. 

 
 
 

If you have any further questions, please email elicensing@gov.mb.ca 

mailto:elicensing@gov.mb.ca

