Add Business Technical Document
This document will walk you through “Add a Business” from a Business Facing perspective (Portal Side).
Step 1: Business to log in to the Portal via their Credentials.

Step 2: Logged in user must navigate to the ‘Cannabis Business’ in the Portal as shown below:
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Search Business Name
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Step 3: In ‘Cannabis Business’, click ‘Add Business +" button as shown below:
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This will launch an ‘Add New Cannabis Business’ form where Businesses will need to go through
Business Information and Controlling Person Information and fill out all the form as shown below.



Step 4: User needs to fill in the Business Information and Primary Business address section (Physical
Address).
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@ Business Informatian Buslness Informatlon

Businesses must enter a unique State tax ID & unique ‘Type of Identifier’ + ‘Identifier Number’ to
register their business. This will restrict users to create multiple duplicate businesses or register an
already registered business.



Step 5: After filling all the information, click next to proceed to the ‘Controlling Person
shown below:
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Add New Cannabls Busine:

This script has been utomatically saved, In Order to resum In the future: C:
©  Business Information
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Controlling Person Infarmation
@ Controliing Person Information

For the purposes of your cannabls busines:

s2, a controlling person means 2 ps
officer or board member af a cannabls estal

that controls a financlal or vating Interest of ten percent or mare of, o an
ishment and doss nat Include a bank or licensed lending Institution. (See NMSA 1978, Sectlon 26-2C-2. U). All
controlling persans should be added to the appilcation. Da not add anybody who & not 3 contralling parson.

Specify all Controlling Persons of this Business
At least 1 controlling person Is required

Only 1 controlling person should be listed as Primary Contact
Only 1 controlling person should be listed as Secondary Co

Contrelling Person Name Phone Number Address

Status Action

Displaying 1 of 0 Page

Na recards Found

Step 6: Click on ‘Add New’ button for adding New Controlling Person Information.
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This script has been automatically saved, In order to resume In the future: G
© Business Information
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Controlling Person Information
@ cControlling Person Informatlon

Information’

For the purposes of your cannabls business license, a controlling person means & person that controls a financlal or voting Interest of ten percent or more of, or an

officer or board member of a cannabls establishment and does not Include a bank or llcensed lending Institution. (See NMSA 1978, 5
controlling persons should be added to the application. Do not add anybody who s not a controlling person

Specify all Controlling Persons of this Business :
At least 1 controlling person Is required
Only 1 controlling person should be llsted as Primary Contact.

Only 1 controlling person should be listed as Secondary Contact

tlon 26-2C-2. U). All

Controlling Person Name Phone Number Address Status

Displaying 1 of O Page

Mo records Found

Action

Add New

Step 7: Add New button will open the popup form where they can enter relevant controlling person
information.



Controlling Person Information

~| Is this Controlllng Person also the Cannabls Buslness Representative?
*Last Name *Flrst Name

Smith Sam

Middle Name Other Name(s)

*Title *Date Of Birth
Test Dec 28,2010
*E-Mall Address *Gender
samsmith@yopmall.com Female
*Race
Avallable Selected
Black or Afrlcan Amerlcan White
Amerlcan Indlan or Alaska Native
Chinese
Vietnamese
Native Hawallan
Flllpino
Korean
Samoan
Aslan Indlan
Japanese
Chamorro

Other Paclfic Islander

Cancel Submlt

Step 8: Click on ‘Submit’ button for adding Controlling person Information.

If the controlling person is already registered & a part of another business, the system will ask them to
link that person with their business. This will avoid creating duplicate records for the same controlling
person. System will identify that this controlling person is already in the system by combination of same
‘Last Name’ + ‘Date of Birth’ + ‘Type of Identifier’ + ‘Identifier Number’.

Link Contact




If the controlling person is already registered & a part of another microbusiness (which has an Active

Integrated Microbusiness or Producer Microbusiness License), they system will not let the business add
that controlling person and show the error shown below.
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Step 9: Click on ‘Next’ button for adding Business and Controlling Person successfully.
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Controlling Person Information

For the purposes of yaur cannabls business llcense, a controlling person means a pes

officer or board member of a cannabls establishment and does not Include a bank o

controlling persons should be added to the application. Do not add anybady who Is

Specify all Controlling Persons of this Business :

- At least 1 controlling person Is required

ta controlling person.

Only 1 contralling person should be listed as Primary Contact

Only 1 contralling person should be listed as Sacondary Contact

Controlling Person Name

Sam Smith

Phone Number

Step 10: Now you can see Business and Controlling Person Information added.
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Business Name Primary Controlling Person
CTB Buslness

Sam Smith

Address Status
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