
 Bingo Distributor Renewal Application Technical Document 

 This document will walk the portal / guest user through renewing their Bingo Distributor 
License. 

Step 1: Log in to the External Site / Portal via: 
https://nmgcb.my.site.com/gcb/s/login/ 

Step 2: Click on ‘Licenses’, then select ‘My Organization Licenses’ 

 

Step 3: This screen will show all Licenses for the logged in portal / guest user. The Licenses 
which fall within the Renewal Window will have a ‘Renew Open’ button present as shown 
below: 

https://nmgcb.my.site.com/gcb/s/login/


 

Click on the ‘Renew’ button to launch the Renewal Application for ‘Bingo Distributor’. 

 Step 4 : First is the Introduction Screen 

 

Upon carefully reading this information, click ‘Next’ to proceed. 



Step 5: Next is the Organization Information Screen. All of this information will be pre-populated 
from the Intake / Initial Application. However, you have the ability to edit some fields. 

 

Step 6: Next is the Organization Address Screen. This screen allows the ability to list all principal 
places of business for the past 10 years of business. 

 



Click ‘Add New’ to add an entry to the table. 

Step 7: Next is the Principal Person Screen. This screen allows the ability to state the principal 
person with overall responsibility for operation / control of the business. 

 

Step 8: Next is the Supplier Information Screen. This screen allows the ability to list all New 
Mexico licensed manufacturers from whom bingo equipment(s) will be purchased from. Click 
‘Add New’ to add an entry to the table 

 

Step 9: Next is the Client Information Screen. This allows the ability to list all clients, along with 
their names, address, and phone number whom business is currently being conducted with in 
New Mexico. Click ‘Add New’ to add an entry to the table. 



 

 

 



Step 10: Next is the Questions Screen. Based on the responses, additional text boxes may 
appear requesting additional information. 

 



Step 11: Next is the Renewal Questions Screen. Based on responses, additional text boxes will 
appear to request more information. 

 

Step 12: Next is the Certification Screen 

 

Principal Person must enter their name and add a signature. Upon signing, click on ‘Save 
Signature’ to store the signature on the Application. 

Please note: If upon signing the ‘Save Signature’ button is not pressed, applicant will NOT be 
able to proceed. 



Step 13: Next is the Upload Documents Screen. On the bottom of the documents, there is a 
‘Size’ field. This controls how many documents appear on this screen. You also have a toggle bar 
to proceed to next page, if applicable. 

 

Click on the Blue Upload Button to upload all required fields. Applicant has the ability to attach 
multiple files per Document. 

Upon clicking ‘Upload’ a set of file requirements will appear. Click ‘Upload File’ and select the 
file you wish to upload. 

 

Once all Required Documents have been uploaded, click ‘Next’ to proceed. 



Step 14: Next is the Payment Screen. Click ‘Pay & Submit’. This screen shows the full breakdown 
of the total Amount to be paid. 

 

Step 15: Lastly, upon successful payment, applicant will see a Confirmation Screen which will 
display the Application Number. 

 


