
The online licensing service 
 
All new users will need to complete an initial registration process. You will need to 
provide your contact details and enter a password. Ofcom will then send you a 
unique username which will enable you to use the online service to apply for new 
licences and vary existing ones. This may seem a rather bureaucratic measure but  
protection of personal data a high priority for Ofcom. This data will allow Ofcom to 
match your personal details to the licences you may already have. 
 

 
 
As a new individual user you should click the ‘New Individual Registration’ link 
below the User ID and password. If you are registering as an organisation the link 
directs you to a form that you will need to print off, fill in and return to Ofcom. 
 
If you mislay or forget your password you can contact Ofcom and provided you can 
supply the correct answer to the challenge questions you supplied as part of the 
registration process, we will be able to remind you of your password or reset it. 
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Click on Next once you have completed this page. The system then asks you for 
your address. Please make sure that the single email address you supply is unique 
to yourself – in other words it is not shared with anyone else. 
 

 
 
Rather than ask you to type it in, the system asks you to look your address up. This 
helps us to ensure that all addresses are displayed in a uniform way. Clicking the 
Address Lookup button opens a window that asks for your postcode. Click the 
Postcode Search button and type in your postcode. 
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Once you have entered your postcode the system lists all the properties with that 
code and asks you to select your address from the list (click on the arrow beside the 
correct address so it is highlighted in red). Then click Select Address. 
 

  
 
 
Check that the address is correct then press Next.  
 
 

 
 
It may be that if you are living in a new or recently converted house the system may 
not be able to find you. If this is the case please click on the Address Not Found 
button. This will open a window which will allow you to enter your address manually. 
Please ensure that you enter your address using the correct case (captials for names 
etc). Once you have entered your details click Next. 
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Once you have clicked next you will be asked to agree to Ofcom’s Data Protection 
Policy. To continue your registration you will have to click on I Agree. If you click on I 
Do Not Agree the registration process will be discontinued. 
 

 
 
Clicking I Agree will open a licence confirmation screen. Click Confirm to register. 
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