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Introduction to CCRS License Administration   
This document is intended as a guide for license administrators. As a reminder, there is only one license admin per license. This admin is assigned 
with the license’s official LCB record (using the email of record), not via the CCRS interface. This document outlines the steps to make a payment, 
add additional users, remove these users, as well as add and remove integrators to report on a license’s behalf. 

  



Make a Payment 
 

1) Navigate to the URL: https://cannabisreporting.lcb.wa.gov 
a. Select the “Account” drop-down menu 
b. Select “Licensee” 

2) This screen will display the list of licenses associated with the email of the license admin. 
a. Select the “Make a Payment” button 

3) Follow the instructions for using the payment portal on the LCB Cannabis Tax Reporting page. 
 

 

 
 

 
  

https://cannabisreporting.lcb.wa.gov/
https://lcb.wa.gov/taxreporting/cannabis-tax-reporting-guide


Adding Users to License 
 
NOTE: Only the license admin may perform this function. 
 
Licenses will need to add/assign integrators to their record to enable integrators to upload reports on the licensee’s behalf.  
 
1) Navigate to the URL: https://cannabisreporting.lcb.wa.gov/ 

a. Select the “Account” drop-down menu 
b. Select “Licensee” 

 
 

 
 

 
 
  

https://cannabisreporting.lcb.wa.gov/


2)  All licenses associated to the admin user login will be found in this screen 
a. Select the “Edit” button for the associated license you would like to edit 

 
 

 
 

 
  



3) List of all approved integrators and approved users is populated 
a. To add more users: 

i. Select the “Manage Users” button beneath the “Approved Users” section 
 

 

 
 

 
 
 



4) List of all approved users is populated with option to add new user. 
a. Select the “Add new user” button 

 
 

 
 

 
  



5) User Registration 
a. Fill in requested information 

i. Email 
ii. First Name 
iii. Last Name 

b. Select the “Add User” button 
 

 

 
 

 
  



6) List of all approved integrators and approved users is populated with the additional user added 
 

 

 
 

 
  



Removing Users from License 
 
NOTE: Only the license admin may perform this function. 
 
1) Navigate to the URL: https://cannabisreporting.lcb.wa.gov/ 

a. Select the “Account” drop-down menu 
b. Select “Licensee” 
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2) All licenses associated to the admin user login will be found in this screen 
a. Select the “Edit” button for the associated license you would like to edit 

 
 

 
 

 
  



3) List of all approved integrators and approved users is populated 
a. To add more users: 

i. Select the “Manage Users” button beneath the “Approved Users” section 
 

 

 
 

 
 
 



4) List of all approved users is populated with option to delete user(s). 
a. Select the “Delete” button 

 
 

 
 

 
  



Manage Approved Integrators 
 
NOTE: Only the license admin may perform this function. 
 
1) Navigate to the URL: https://cannabisreporting.lcb.wa.gov/ 

a. Select the “Account” drop-down menu 
b. Select “Licensee” 

 
 

 
 

 
 
  

https://cannabisreporting.lcb.wa.gov/


2) All licenses associated to the admin user login will be found in this screen 
a. Select the “Edit” button for the associated license you would like to edit. 

 
 

 
 

 
  



3) List of all approved integrators and approved users is populated 
b. To manage integrators: 

i. Select the “Manage Integrators” button beneath the “Approved Integrators” section 
 

 

 
 

 
  



4) List of all approved integrators is populated 
ii. Select the corresponding checkbox to the left for one, none, or multiple approved integrators 
iii. Select the “Update” button to submit the update 
iv. Select “Cancel” to close out screen without update 

 
 

 
 

 
  



5) Once updated your list of approved integrators will reflect the choices made on the previous screen 
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