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MAST Provider Guide
For LCB’s Online Portal

Providers who need help with Mandatory Alcohol Server 
Permits

Who is this User Guide for?

User Guide



This table of contents is clickable
To access the sections, click each title. The home icon at the 
top right of each header will redirect you to this page.
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01 Uploading MAST Permits in the Portal

• View Navigation Menu
• View Download the .csv file
• View Upload the .csv file.

02 Updating MAST Permit Information

• Changing MAST Permit information

Review other user guides on the Portal Resources page. Portal status information is 
found here.

https://lcb.wa.gov/portal/resources
https://lcb.wa.gov/portal/status
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Uploading MAST Permits in the Portal

On the LCB Portal you can download a template to fill out with your 
MAST permit information, and upload directly into our Portal.
Let’s review what you will find on the LCB Portal Page and how you will use the Portal to 
download a template and upload your permit data.

01

02

01

02

Navigate: The MAST Upload option is found on the dropdown list when you click on the 
MAST & RVP tab on the top row of tabs.
Download: Download the .csv file to fill out and use. To make sure the spreadsheet 
uploads correctly, do not delete or modify the column headers or change the order of the 
information.
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Uploading MAST Permits in the Portal

03
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Upload: Once you have entered and saved all your MAST Permit data into the .csv file, 
click on Upload Files.
Upload: Select the .csv file from your computer’s file explorer. Click Open. The .csv file 
will upload into the portal. 

05 Permit Load: You can view the history of your MAST Permit uploads to check if the 
upload was successful.

05
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Updating MAST Permit Information

Changing MAST Permit holder information
This section is for third parties who need to update the name, gender, or any other 
corrections on a previously issued MAST Permit. 

In the Customer Service Request tab of the top Navigation Menu, you will be able to create a 
Customer Service Request for the team to process:

Service Request: Click on the General Request. Next, select the Case Subtype 
“Other.” Once the Case Subtype “Other” is selected, you will be able to enter a 
Description of your request. Please be as specific as possible to avoid delays in 
processing your request.
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