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Introduction 
The license module is used by the City of Ann Arbor for all case types that are renewed 
annually. Some of these are still referred to as “permits” or “passes,” but the license 
module is how it is held in the system.  

Depending on case type, some professional licenses will immediately auto-issue upon 
renewal while others require staff review first. 

Most licenses are eligible for renewal 30 days prior to expiration date. Some remain open 
for renewal even after expiration, while others will close and require a new application from 
scratch. If you have questions about your specific case type please reach out to the 
department responsible for that application. 

Pay close attention to the contacts on your license renewal. If any of the contacts need 
to be changed for the new year, you will need to reach out to the department to assist with 
those changes for your renewal. If the license holder needs to be changed, you should 
submit a new application from the Apply page of STREAM rather than renewing this existing 
application. Renewals will inherit all of the same contacts from the prior year. 

 

 



Initiate Renewal from “My Work” Screen 
1. You must first be logged into your STREAM account. Once logged into STREAM, you 

will see My Work in the menu bar at the top of the page. 
 

 
 

2. Your My Work page will include a list view of all of your work, broken down into 
seven sections: Invoices, Permits, Plans, Existing Inspections, Request Inspections, 
Licenses, and Projects. 

a. My Work is a more detailed view of your work than Dashboard and each 
section has search, filter, and export options. 

3. Click on your “My Licenses” header 
a. The My Licenses section will display only licenses for which you are a 

contact on the case and it is the most recent/active license in a license 
relationship if it has been renewed (i.e. the past versions become hidden, 
only the active one remains in the list). 

4. Looking at your license list, you will see a column for “Renew” that has a blue renew 
button for any licenses eligible for renewal.  

a. Click on the Renew button to begin the renewal process for any of your 
licenses eligible for renewal. 

b. Click on the License Number to hyperlink into the case record, where you 
can see additional details, and also launch the renewal from there. 

 

 



Initiate Renewal from Dashboard Screen 
1.  You must first be logged into your STREAM account. Once logged into STREAM, you 

will see Dashboard in the menu bar at the top of the page. 
 

 

2. Your Dashboard will include an at-a-glance breakdown of your applications, broken 
down into tiles that display counts of how many applications fit into each category.  

a. This screen is helpful to see an overview of how much active work you have 
underway, upcoming renewals, anything that needs attention, and to add all 
of your invoices to your cart at once. 

b. This is not the best screen to revisit work that is complete/closed or to review 
paid invoice history. For those needs please proceed to the My Work screen 
and utilize the filters to search. 

3. The Dashboard page is divided into five main sections: Permits, Plans, Inspections, 
Invoices, and Licenses. 

4. The My Licenses section is for any Professional Licenses in your account and each 
license has its own tile. 

a. The large number in blue (e.g. 2) indicates the number of days until the 
license expires or the number of days since expiration. 

b. If a license is eligible for renewal, the renew button will be available to click 
directly from this screen. 

 

 



Submitting Your Renewal 
1. Once you have initiated your renewal, you will be brought into an abbreviated 

version of the application process. Unlike your original submission, you will only be 
prompted to fill out required fields for renewal rather than re-fill everything. 

a. Some licenses have four steps, others have three. A new application has 
seven steps.  

2. On step 1, pay close attention to the License Holder. If this contact needs to be 
changed for the new year, you should abandon this renewal and submit a new 
application instead.  

 

2. Proceed through the pages of the renewal. You will need to resubmit any required 
attachments from the original application. 



 

3. On the “Review and Submit” page, you will have the opportunity to review many  of the 
fields on this application, including fields that inherited from the original license.  

a. Pay close attention to the contacts section: If any of the contacts need to 
be changed, you will need to reach out to the department to assist with those 
changes for your renewal. If the license holder needs to be changed, you 
should submit a new application from the Apply page of STREAM rather than 
renewing this existing application. Renewals will inherit all of the same 
contacts from the prior year. 

 



 

2. Click “Submit” to submit your renewal. 
3. Once submitted, review your application status. Some professional licenses will 

immediately auto-issue while others require staff review first. 
a. If your license is issued, you will see a printer icon at the top right corner 

where you can print your license document. 

 


