
Key Affiliated Person Renewal Application User Guide 

This document will walk Applicant through submitting a Key Affiliated Person Renewal 
Application.  

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 Permits’  

  

Step 3: This is where all the Permits will be stored for the logged in User. Applicant can 
review all Permits in all statuses and renew from here. Click ‘Renewal-Open’ to start the 
Key Affiliated Renewal Application.  

 

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


Step 4: Once Click on Renewal Open to start the key affiliated application, First screen is 
introduction screen 

 

 

Step 5: Next is the Application Information Screen  



 

 

Step 6: Next is the Select Licenses to be Renewed Screen. This screen allows the Applicant 
to specify which Licenses they would like to Renew. Upon selecting, the License 
will get added to the ‘Selected Licenses’ table. 

 



 

 

 
  

Step 8: Next is the Address Information Screen. Click Add new to add an entry to the table. 

 

Step 9: Next is the Eligibility and Licensing Background Screen. 



 

 

 

Step 10: Next is the Military Information Screen. 

 

 



Step 11: Next is the Character References Screen here user can fill, List three character 
references who have known you five or more years. Do not include relatives, present 
employer, or employees. 

 

 

Step 12: Next is the Marital Status Screen  

 

 

 



Step 13: Next is the Children Information Screen. 

 

 

 

 

Step 14: Next is the Education Information Screen. 

 



 

 

 
  

Step 15: Next is the Employment Information Screen. Click Add New to add an entry. 1 
entry minimum.   



 

 
   

Step 16: Next is the Financial History Screen (For this application we have 4 Financial 
History Screen) 

 



 
  

On the first financial screen, the License Information table is displayed. 

  The user can add one or more license information records by clicking the Add button. 

 



  

 
  

Step 17: Next is the Licensing History Screen. 

 
  



 
  

Step 18: Next is the Fingerprint Instructions Screen  

 
  

Step 19: Next is the instructions of Criminal and Investigatory Proceedings Screen  

 

 
  



Step 20: Next is the Notice to Applicant Screen  

 

 
  

Step 21: Next is the Proceeding Questions Screen  



 
  

Step 22: Next is the Proceeding Explanations Screen . have one Criminal & Investigatory 
Proceedings Information table. 



 
  

Step 23: Next is the Assets and Liabilities 

 

 
  

Step 24: Next is the Attestation Screen. 



 

 

 

Step 25: Next is the Attestation Screen  

 



  
  

Step 26: Next is the Upload Documents Screen  



 
  

Step 27: Next is the Payment Screen. Specify the Mode of Payment and click ‘Pay and 
Submit’.  



 
  

Step 29: Last is the Confirmation Screen  

 
  



  
  

  

 

 


