
1. To start a new 
MUA, click “Create 
MUA”. 

Create a New MUA 
 



2. Complete 
sections 
1.0.1 
through 
1.0.4 

3. Upon completing sections 
1.0.1 through 1.0.4, click 
“Save”. 



Additional sections of the MUA 
will open based on selections in 
section 1.0.4.  Blue sections are 
open and need to be completed.  
Gray sections are closed.  Navigate 
through the MUA  by clicking on 
the blue sections. 

To Hide the Table 
of Contents 
window, click “Hide 
Table of Contents”. 

The + or – sign 
indicate that the 
section can be 
expanded or 
collapsed. 

The red exclamation 
point indicates that 
there is incomplete 
information on that 
section. 

 
 

 

Understanding the Table of Contents 
 



It is recommended 
that you check 
your application 
for errors prior to 
submitting your 
MUA.  Click “Check 
Application for 
Errors”. 

 

 

A report will open 
in a new window 
listing the 
incomplete 
sections and any 
errors found in the 
application.   
  
  
  

Submitting the MUA 
 



 

 

1. Once all 
required sections 
are complete, 
errors corrected 
and you’re ready 
to submit your 
application to the 
IBC click “Submit 
Application”.  
  
  
  
  



2. As a final step, click 
“Submit Application”. 
You will receive an 
email notification 
confirming successful 
submission. 



Upon submission to the IBC: 
• The status will change to “Received by IBC”; 
• MUA Action shows the record is “Locked” or read-only Mode; 
• The MUA Number will display the Amendment# as XXXXX-1; 
• The version will increment by 1 (for example, 0 is now version 1). 
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