
   Staff Permit Renewal Application Technical Document 

 This document will walk Applicant through submitting a Staff Permit 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’. 

 

 

 This is where the Applicant can see all of their Permits in all Statuses. The Permits which are in 
the Renewal Window will have a ‘Renewal Open’ button as shown below. Click the ‘Renew’ 
button to launch the Renewal Application. 

 

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


Step 3: First is the Introduction Screen. Upon carefully reviewing this information, click Next to 
proceed. 

 

Step 4: Next is the Applicant Information Screen. All the information on this screen will be pre-
populated with the Applicant’s information. 

 



Step 5: Next is the Marital Status Screen. If Married is selected, additional fields will appear 

 

Step 6: Next is the Select Licenses to be Renewed Screen. Click on ‘Renew’ next to the Available 
License the applicant would like to Renew. 

 



Upon clicking ‘Renew’ in the Available Licenses table, it will move down to the Selected 
Licenses. Click Remove if incorrect license was selected, and also click Renew next to any you 
wish to renew. 

Step 7: Next is the Address Information Screen. This information will be pre-populated from the 
logged in user’s record. Applicant will have the ability to add, edit, or remove any from the 
table. 

 



Step 8: Next is the Employment Information Screen. Applicant can add, edit, or remove any line 
item from this table. 

 

Step 9: Next is the Personal History Screen. Based on responses, additional text boxes will 
appear to collect more information. 

 



Step 10: Next is the Financial History Screen. Based on certain responses, additional text box will 
appear to collect more information. 

 



Step 11: Next is the Criminal History Screen 

 

Step 12: Next is the Statement Of Truth Screen 

 



Step 13: Next is the Affirmation & Statement Screen 

 

Step 14: Next is the Certification Screen. Upon signing in the signature box, applicant MUST click 
Save Signature to apply the Signature to the Application. 

 



Step 15: Next is the Staff Permit Conditions Screen 

 

Step 16: Next is the Fingerprint Instructions Screen 

 



Step 17: Next is the Notice to Applicant Screen 

 

Step 18: Next is the Instructions of Criminal And Investigatory Proceedings Screen 

 



Step 19: Next is the Proceeding Questions Screen 

 

Step 20: Next is the Proceeding Explanations Screen. Applicant has ability to Add, edit, or 
remove any from the table. 

 



Step 21: Next is the FBI Privacy Act Screen 

 

Step 22: Next is the Attestation Screen. Applicant MUST attest by checking the checkbox and 
signing their name to proceed. 

 



Step 23: Next is the Upload Documents Screen. Click the blue Upload button to upload file(s). 
Applicant has ability to upload multiple files per Document line item. 

 



Step 24: Next is the Payment Screen. This shows the breakdown of the total Amount 

 
Specify ‘Mode of Payment’ then click Pay & Submit. 



Step 25: Upon successful payment, applicant will see Confirmation Screen 

 

 

 

 


