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YOU MUST USE GOOGLE CHROME TO SUCCESFULLY COMPLETE THE ONLINE RENEWAL APPLICATION 

 

Link to Complia System:  https://mo-public.mycomplia.com/#!/signin 

 

Starting a Renewal Application 
 After logging into Complia account and select CREATE NEW APPLICATION from the menu on the 

right side of the window: 

 

 Click to select BUSINESS LICENSE RENEWAL: 

 

https://mo-public.mycomplia.com/#!/signin
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 CLICK the button CREATE APPLICATION at the bottom of the window 

 

 Using the drop down menu, select the license you wish to renew from the licenses associated 

with your account (one renewal is required for each license):  

 

 Click SAVE and then 

 Click SAVE & NEXT: 
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General Information Tab  

 Review information on General Information tab, click SAVE & NEXT 

o If changes are necessary on this tab, please first contact the Licensing Specialist for 

further instruction; Do not update!  Changes to Entity Name are considered a Transfer 

of Entity requiring a change request which is not an option at time of renewal. 
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Persons of Interest Tab   
 At time of original application, this tab was used to identify persons who were Missouri resident 

majority owners.  However, this requirement is exempted and therefore will not be verified by 

the Department.  Instead, the Department requests the Licensee use the Persons of Interest tab 

to identify all Owners who have active Agent Id card.  As the system requires a YES for Missouri 

Residency to save and move forward, please indicate yes regardless of the owner’s permanent 

residence.   

 

 It may be necessary to “Remove” individuals who are no longer owners or who do not have an 

active Agent Id card. 

 
 To add the owners that have active Agent ID cards, click ADD NEW RECORD and enter the 

information as required.  Due to system restrictions, all entries should check YES on the 

question “Has this individual resided in Missouri for at least one year, and is this individual not 

currently claiming resident privileges in another state or country?” –Missouri residency will not 

be verified by the Department despite the system prompt. 
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 The addresses on this tab must be verified successfully in order to proceed with the application.  

Click the VERIFY Address button:  

  
Intentionally click on one of the addresses displayed that most closely matches to the owner’s 

address, then click Done 
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 Click the button SAVE RECORD to add and remove on owners with active Agent ID cards as 

necessary.  Once completed, click SAVE & NEXT: 
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Location Information Tab 

 DO NOT UPDATE.  The Licensee must file a separate change request (Business Update) to 

request a change in the facility location.  If you see an error in the information displayed, do not 

change it.  Instead, please contact your assigned License Specialist or email 

MMLicenses@health.mo.gov 

  In order to move forward through the application process, the Licensee will need to click the 

“VERIFY ADDRESS” button, select an address that matches to what is displayed and click “Done” 

 

 

 

mailto:MMLicenses@health.mo.gov
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  Click SAVE & NEXT: 

 

 

 The addresses on this tab must be verified successfully in order to proceed with the application.   

o Do not make changes to this address.  If the information displayed is inaccurate, the 

Licensee should contact the Licensing Specialist for further instruction. 
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Primary Contact Tab – 

 Review to ensure information is correct and update as necessary.  The Primary Contact is used 

as the primary point of contact for all communication between the Department and the licensed 

entity. The addresses on this tab must also be verified (Click Verify Address) in order to proceed 

with the application.   

 Click SAVE & NEXT.  
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Questions Tab  
 Review each questions and as amend the prepopulated answers as applicable 
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Questions & Payment 
 If the Licensee has not yet paid the annual renewal fee due at time of initial submission, click 

“No” to the question:  

 Were applicable fees previously submitted with a prefiled application form?”  

Please note, upon submission, an answer of “No” will redirect the Licensee to the third party payer site to 

remit the annual fee.  The Department will not consider a renewal application complete in absence of the 

required fee. 

 Type your name (as person completing the form) into the Signature line and click SAVE & NEXT 

 

 

  



13 
 

Documents Tab  

 Click the “Upload” button next to the “Business Update Documents” option and navigate to the 

computer hard drive or network to locate the  saved file; please note the system may default to 

the DOWNLOADS location.   

o Upload the required License Renewal Questionnaire   
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 Repeat to upload all additional required documents per 19 CSR 30-95.040(2) to each respective 

category highlighted below and as required per rule: 

o Certificate of Good Standing from the Missouri Secretary of State 

o Updated Ownership Structure Form  

o Written or visual description of ownership structure 

o List of facilities licensed or certified or applying for licensure that are under substantially 

common control with explanation. 

o Please note, the Department will accept a single uploaded affidavit stating the facility’s 

location remains in compliance with 19 CSR 30-95.040(4)F-H, in lieu of an upload and 

copy of local government requirements replacing the 1,000 foot rule, a map, and/or the 

local zoning requirements 

o Current schematics of the facility’s layout identifying all entities and use of spaces. 

 

 

  

https://health.mo.gov/safety/medical-marijuana/pdf/ownership-structure-form.pdf
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DO NOT UPLOAD WORKSHEET RESPONSES 

 

 Once all required documents per 19 CSR 30-95.040(2) have been uploaded, click SAVE & NEXT.  
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Payment Tab – The “Credit Card / eCheck” button should already be checked indicating that you 

will be directed to the third party payment website to remit the renewal fee once the renewal 

application is complete:   

 

 Click Save and Next 
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Review Tab (Submitting the Renewal Application) 
Review all information.  All required items for submission should appear with a Green check indicator.  

Any items marked with a RED X will not permit the Licensee to submit. 

 Resolve any items indicating a “Red” check – please note a common error is not clicking “Verify 

Address” for any tab that has an address regardless if a change was not made. 

 Click PAY & SUBMIT.   
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 You will be redirected to the third party payment website to remit renewal fee if you answered 

“No” to the Question on the Questions tab, were the previous applicable fees remitted.   

 The shopping cart will be automatically populated with the renewal fee amount for license type. 

Proceed through the steps to remit the fee  

 Complete the Billing Contact Information section, click NEXT STEP: ADD PAYMENT METHOD  
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 COMPLETE THE “PAYMENT INFORAMTION” SECTION, CLICK NEXT AND FINISH PAYMENT 
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 Review the previously entered payment information and click MAKE PAYMENT 
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 If the transaction is approved, a transaction token will be generated.  Click RETURN TO 

APPLICATION. 

o If the transaction is not approved, please review and revise payment method 
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 You will now be directed back to Complia and the application.  A successfully transmitted 

renewal application window should appear with a submission date: 

 

  



30 
 

Viewing the Status of the Application 
 To view your renewal application, click the Applications button from the main login screen 

 
 

Click the drop down on the “Filter by Application Type” and select Business License Renewal 

 

 

 
 

Assistance 
 Contact your assigned License Specialist or email MMLicenses@health.mo.gov 

 Visit the Section’s Website (https://health.mo.gov/safety/medical-marijuana/index.php) 

for additional Guidance related to facility renewal process, what is required to complete the 

renewal application for licensure, FAQs, Renewal Fee Schedule, the License Renewal 

Questionnaire 

mailto:MMLicenses@health.mo.gov

