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The PrimeSafe Licensee Portal

How to renew an 
existing licence 

Welcome to the PrimeSafe Licensee Portal. 
Renewing an existing licence is made easy in 
eight steps.

• You can use the Portal on 
a computer, mobile phone 
or tablet.

• The information you provide 
autosaves. This means you can 
start an application, leave it 
(including close the browser) 
and return to it.

• Data that PrimeSafe already 
has on file is pre-filled into the 
application form where possible.

• There are fewer pages for 
each application or renewal 
form, making it easier to see 
your progress.

• The navigation pane at the 
top of the Portal means you 
easily move through the 
application process.

Step 1: Log in/set up account

• Go to https://portal.primesafe.vic.
gov.au/s/login/

• If you already have an account with 
the PrimeSafe Licensee Portal 
(e.g. you created one last year to 
renew your licence/s), use your 
email and password to log in.

• If you do not have an account, 
register for one by entering your 
email and password.
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If you are creating a new Licensee 
Portal account, you will need to 
connect your licence/s details to this 
account. Do this by:

• Select ‘Request Access’ from the 
menu bar on the left-hand side of 
the screen.  

• Enter licensee details and contact 
details.

• Press SUBMIT .

• PrimeSafe will review the request, 
verify your identify and then 
connect the licence details to your 
Licence Portal account.

Step 2: Choose your licence 

• Select ‘My Licences’ from the 
menu bar on the left-hand side of 
the screen.  

• Click on the licence you want to 
renew. 

• Click the RENEW LICENCE  button at 
the bottom.

Note: Bulk renewals are available for 
meat transport vehicles (MTV) fleets. If 
you have multiple MTV licences, you can 
select all the licences you want to renew 
and do them all in one go, rather than 
do one by one. The total payment at the 
end will include all licences selected for 
renewal and you will be able to submit 
one payment. 
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Step 3: Check applicant 
details

• Check pre-filled details are correct.

• Fill in any missing details.

• Once complete, click CONTINUE .

Note: You cannot continue until the 
required information is filled in.

• Our privacy policy will show on the 
screen. Be sure to read the entire 
policy. Once you have scrolled to 
the bottom of the policy, tick the 
box that you have read and agree 
with it. Click CONTINUE .
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Step 4: Check licence details 

• Check pre-filled details are correct.

• Fill in any missing details.

• Once complete, click CONTINUE .  
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Step 5: Complete applicant 
history 

• Read the questions about the 
applicant history carefully.

• Answer the applicant history 
questions by selecting yes or no.

• Provide more details if requested.

Step 6: Complete declaration

• Check your details and select 
the box if you agree with the 
declaration.

Note: The information you provide on all 
the pages now autosaves. You can review 
each page by clicking the arrow in the 
top right.

• Fill out the ‘authorised person’ 
details.

Step 7: Pay renewal fee

• Review your payment details.

• Select your payment method. 
You can now pay with credit card 
or BPAY.
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More information:
You can also make an enquiry or log a complaint on the PrimeSafe Licensee Portal. To do 
this, click on MAKE AN ENQUIRY  or  LOG A COMPLAINT  in the menu bar and complete the details.

Contact PrimeSafe via phone (03) 9685 7333 or email info@primesafe.vic.gov.au

F O O D  S A F E T Y  I S  E V E R Y B O D Y ’ S  B U S I N E S S

primesafe.vic.gov.au 

Step 8: Form completed 

• Your renewal application has 
now been submitted. PrimeSafe 
will now process your renewal 
application. PrimeSafe must 
approve it before your licence 
is renewed. 

• If you pay with BPAY, you will 
receive an email with payment 
details. PrimeSafe will only start 
processing your application after 
full payment is received. 

• To pay by BPAY, log into your online 
or mobile banking. Select BPAY, 
your preferred account, enter 
the BPAY details (in the email 
from PrimeSafe), amount and 
payment date.

• PrimeSafe will only start 
processing your renewal 
application after full payment is 
received.  

mailto:info%40primesafe.vic.gov.au?subject=
http://www.primesafe.vic.gov.au
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