Access Through City Website:

1. Select Online Services (Red Box)

‘“ Cathedral City DEPARTMENTS  RESDENTS  BUSNESS  GOVERWMENT  IWANTTO

' -
Welcome To.

57— Cathedral City, CA

2. Select Login or Register (Top Center Box)

Citizen Self Service Portal (CSS)

3. If new, select Create an account - If existing account below options or enter your email address and select next.
Use your password or email verification:

Email

First name

Last name

Mobile phone Optio

Password

| <]

Password requirements:

® Atleast 8 characters

* Alowercase letter

s An uppercase letter

* Anumber

= No parts of your username

Already have an account?




OH& G

Emal address

4. Fillinrequested information and select Sign Up:

5. Once logged in go to Apply (Top Right Box or on menu bar):

Citizen Self Service Portal (CSS)
Apply  MyWork  Today's Insy ions  Map  Payinvoices  CityWebsite  Public Records Request

FECTIVEJULY 1,2024 - In addition to the cost of services, customers using credit/debit cards for payments in person and online will be charged a 2.75% service fee payable to the City. This s a fee collected by
provides an online option of E-Check payments for a flat fee of $1.95 in addition to the cost of services.

Welcome to Cathedral City's Self Service Portal

Apply
“This tool can be used to apply for a
permit,plan or license.

©

Loginor Register

o

How-to Guides
Tutorialguides that willilustrate
how-to open an account. 3pply for 3
permitiplan/license

6. Selectthe option Licenses & Renewable Permits:

Citizen Self Service Portal (CSS)

tHome [STRM Todaysinspections Map  Paylinvoices  SearchQ

Application Assistant

Search tion names and keywords

12 Trending @ Permits M Plans

7. Selectthe Apply button for the most appropriate application option from the 9 license types listed below:

Business License for Hotels, Motels, Apartment Complexes, RV Parks

& Al I Trending H Permit= H Plars

» Show Categories

ooo
ooa

Catzgory Name:
Business Lissnse

Cesorigtion:

Eusiness License sopfication for Hotels, Motels, Agariment Compienss, or AV Farks.

Business License for Long Term Rentals

Catagory Name:
Business Licanse

Business License In Town - Commercial Location

Catazory Mame:
Business Licanse

Dmserigtion:

Dol

Descrigtion:

Sefare Appiying for 3nen.
Department at:plznr

ST Code Search Site:

Aggfication for In Town Business License [MOT: Home Occupation, Contractors, and Nom

Profit)

Business License In Town - Contractors

Catzgory Name:
Business Lissnse

Cescrigtion:

Eefare Apghying for anevbn Tovn Business License, piesse contict our Planning
Cecartment at:planm

ST Code SazrzhS)

Apsfication for Cantractars Business Licenas |scatedintoum.

Suginass Licanse Anplicstisn for Long Term Residentisl Rantslis) (Renting 31+ Consanisue

Toum Business Licensa, piezce contct our Piznning




8. Create New Business — Select company type from drop down:

. *
~ @ energov test X | % Hub - Enterprise ERE X | % Permit Types 3| % Plan Types % | € Home|Microsoft365 X ERP Projects - Home X %~ Apply forLicense X,

“« G % selfsenicecathedralcity.gov/energ . i b

Citizen Self Service Portal (CSS)

Dashboard  Home Apply MyWork Today'sinspections Map  Payinvoices  Search@

Apply for License - Business License In Town - Commercial Location

Select or create the business for this application

9. Add Location - Select white plus sign - Add Location

Map Pay Invoices

Apply for License - Business License In Town - Commercial Location *REQUIRED

Lacations

LOCATIONS

Using the “Add Location” card below, add the city address related to this application.

If address is outside Cathedral City Limits select Enter Manually Button. Make sure you fill in all applicable fields.
LOCATIOM TYPE REQUIRED

Location and Mailing addresses are required (default type already selected on the card drop down).

Ifyou are unable to locate the address, but have a parcel number, after clicking the “Add Location” card, switch to the Parcel tab and enter the Parcel Mumber. If you are
unable to find the address or parcel associated with your project, please contact the Planning and Zoning Department at- (760) 770-0340.

cation

Location

-+

REQUIRED

Create Template Save Draft m




10. If a Cathedral City Address use the Search option or current location if you are at your business. Enter the
address in the search box. Only enter the street number. The system will pull all the addresses in Cathedral
City that have the same street number, and then you can select the correct one.

Add AddressAs  Location b

SEARCH ENTER MANUALLY

68700 Ortega Rd
Y [ Parcel: 630610005
Owner: BURSTEIN HERBERT ; chino ™

[0 Select Al 1 'Y
{ - s
) — o= e | (R
h .

68700 Sharpless Rd .
—  Parcel: 636241025 w o
" Owner: BEACH TIMOTHY OWEN 21-.:!'_ i

LIVING TRUST DTD 03/28/24

P8
68700 Tachevah Dr g
O Parcel: 675196037
Crwner: VIELHAUER BEATRIX C

Valley b 0

- If not in the City Limits, use the Enter Manually Option (make sure you fill out all the applicable information) and select
Save

Dashboard Home  Apply  MyWork Todaysinspections Map Paylvices  SearchQ

Enter Manually

Country Type.

Enter Addres:

StreetNumber

Pre Direction

StreetName | Colee

StreetType

Post Diection

UnitOr Site:

P.O. Boxis entered on the Street Number field:

Enter Manually

state

PostiCote | 92225

County




*** Make sure you enter both the Mailing and the Location Address separately even if they are the same *** - Select Save

Paylmoices  Search@

Dashboard  Home  Apply MyWork Todays inspections  Map
“REQUIREL

Apply for Li icense In Town - C¢

LOCATIONS

Using the “Add Location" card below, add th city address related to ths application

athedral Ci

LOCATION TYPE REQUIRED.

587420ne52Rd
CATHEDRAL CITY, 52232, e,
Add

Location

Main Address

Parcel Number +
680610006

Main Parcel

11. Enter Business Details — Enter all fields that are applicable to your business (red asterisk fields are required).

Then select Next. (See example below):

Town - C: “REQUIRED.

Apply for Li

LICENSE DETAILS.

“License Type

*Description

Q@ oo

12. Add Contacts associated with this license (Select the Add Contact white plus sign for each contact):

SearchQ,

MyWork  Today'sinspections Map  Pay Invoices

Dashboard  Home  Apply

«Back to Application

Add Contact

Add Contact As : Business

Enter Manually

First Name
Last Name Kanga
Company Name Kanga's Bounce House
Email kangas@bouncehouse.com
Home Phone (123) 456-7890
Mobile Phone

Business Phone




4Back to Application

Add Contact

Add Contact As : Owner

Search VNI 1y Favorites

Enter Manually

First Name Kris
LastName Kanga
Company Name
Email
Home Phone
Mobile Phone (123) 456-7890

Business Phone

13. Select Next after all contacts have been added

Dashboard Home Apply MyWork Today'sinspections Map Paylnvoices  Search@

Apply for License - Business License In Town - Commercial Location ‘REQUIRED

Locations Type Contacts

CONTACTS
Al contact cards displayed below must be provided. Please perform a search first to find your contact, if you are unable to locate the required contacts, after selecting the "Add
Contact” card, click the Enter Manually tab to create the new contact.

SAVE TIME ON FUTURE SUBMISSIONS....
After clicking the “Add Contact” card, you can search for your contacts which you regularly reference and click the star located to the left of their name. This contact will now
display under the "My Favorites” tab.

You may use the same person for multiple contacts

Applicant Business Owner

g 3 g 3 5

. . ) Contact
Cindy Hansen (You) Kris Kanga Kris Kanga
Kznga's Bounce House
68543 B, CATHEDRAL CITY,
CA,92234

m Create Template Save Draft m

14. More Info — Enter required information (skip Taxable Square Footage)
a. Enter Type of business from drop down
Based on Type of business choose correct Class Type (A, B, or C)
Enter Gross Receipts for the prior year
Enter SIC Code Number —use link to search if you do not know your number
Enter projected inspection date (at least 2 weeks out)

® oo



Apply for License - Business License In Town - Commerclal Lacation 'REQUIRED

Tax Information

Taxable Square Footage

Application Info.

Type of Business

**“Fleaze Ancwer the Q. r Business - Not Questions That Pertainta’ License:
Processing Times'

**“Beture Anplying for 3 New in-City Business License. Piease Cantact cur Planning Department at- planning@cathedralcitygov ™

Please Review the License Classes Selow and Then Make 2 Selection in the "Class Type" Fieid (4.8,C].

CLASS & Aueomobile Repair and Services; Laundiny: Dry Cleaning and Garment Services Manufacturing: Retall Trade: Whalesale Trade: Artiaes; Upholsterers:
Refimisher and Print Shags.

CLASS & Amusement and Recreation Serv Beauty Shops
Services; Operators, Renters and Lessars of CommercialPr Other persons ted Enearere.
Inchuding: Restaurants, Poci Services, Mabile Home Parks, Window Clesners, Carpet Cleaners, Heaith Spas snd Athletic Cubz

CLASS T Aerounting Ausiting b, Financial Servic Legal Services; Secretarial
Services; Maragement and Public Relstions Services: Brokers

ClassType

‘Groms Receipes (anruss] | 5

Cathadral Oy Fire Permit Namber (it
Applicable)

“*f youda ot Know Your SIE Code. Please use the Link below ta Lookup Your SIC Code™™

Enter SIC Code

Requested Inspection Date
(Business Heacy o Open)

D smerer ()
I

15. Attach any required documents based on the Documents Requirements in the instructions Select Type then
select White Plus to select document to attach. Once complete select Next.

Apply for License - Business License In Town - Commercial Location “REQUIRED

< L o ] o

Locations More Info Attachments

Attachments

ATTACHMENT FILE REQUIREMENTS

Befors plans are submitesd for revisw, fles must follow the below guidelines:

Unnecessary content removed

Files attsched within PDFS must be removed

Reduce the files size s much 2 possible without reducing clarity below 300 0P|

Remave any fle sacurity

» Ifafilessize is greater that 100ME, spiit pages into multiple 100ME files

» Documents uploaded cannot have the same file name, if you ses the message "File already exists:" pleass rename one of the files and attempt to upload the file again

PLEASE NOTE:
Document Requirements
= IfCorporation - attach first 3 Pages of the Articles of Incorporation
«  If Limited Liability Company - attach first 3 Pages of the Articles of Organization
- Fictitious Name Statement/Proof of Publication Required:
o Name on Articles does not match Business Name
o Sole Proprietorship - Surname (last name) not in Name of Business
- IRSTaxID Form - Corporstions/LLC or Partnership
«  Retail - Copyof Sellers permit
- State/County License - If Applicsbie

3delay i i r spplication for

Esilure to follow all the sbove requirements wi

g, v, shp




16. Read signature Statement, type your name in the box to consent electronic signature. Then you can either draw
your signature or select Enable Type Signature and Type your signature. Then select Next.

Dashboard  Home Apply MyWork Todsysinspections Map  Peylnwoices  Search@

Apply for License - Business License In Town - Commercial Location *REQUIRED

o ] ] o o -]

Locations Type Contacts Maore Info Attachments Signature

SIGNATURE

Par AB 763 Existinglaw authorizes the City to iszus busines: licenses and requires 3/l businesses that have single-user restrooms to be identified 2 all-gender roams

Under penalty of perjury, | hersby cartify the information in this applicstion and sny sttschments is true, corract, and complets to the best of my knowiedge, and that | will
comply with the provisions of the Cathedral City Municipsl Code and sll lsws regulsting the operstion of this business,

* Please type your name as consent to electronically sign this application Gindy Hanae

Enable Type Signature gy Cindy Hansen

Cindy Hansen
uly, 30 2024

 Cendy Fansea
9

Back Create Template

Save Draft Next

17. Review information, and then select Submit:

18. You reach the Successfully Submitted page. At this point you can pay the new application fees by selecting Add
to Cart - (View Details gives you a breakdown of the fees):

Dashhoard  Home Apply  MyWork Todey'sinspedtions Mep  Pavlmoioes  SesrchQ

& Your application was successfully submitted!

Congratulstions! You have successfulby submittad vour spofication. Plesse pay amy cutstanding fess due to expaditing vour permit
EELGENCE.

$292.75
View Details w




19. Select Check Out and you will be able to pay your license fees. You can select to pay by Credit Card or E-check.
(Credit Card transaction fee: 2.75% - E-check fee: $1.95)

Shopping Cart
Total  $29275
Check Out
Invoice: INV-00025072 Description: BLIC-IN-003042-2024
Due Date: 08/29/2024
$292.75
Case Number Project Case Address Amount Due
!:I:z_ N 2 z:;jort a Rd CATHEDRAL CITY CA comE
b Top | Main Menu
Total  $29275
Check Out
MyGovPay
Cathedral City, CA
Order Number: 1087
Monday,July 1,2024
Invoice # Item Description ‘Quantity Unit Price Total Price
INV-00027835 NONE 1 $100.00 $100.00
Item Total $10000
Surcharge Fee: $2.75 (creditcard) / $1.95 fe-check)
Order Total $102.75 (credit card) / $101.95 (e-check)

Payment Details

Email Address (required)

Choose Payment Method

20. Once paid, you have completed your application. City staff will notify you via email. You will be notified that your
license has been issued and you will be able to print your license from your account online. (For In-Town
Licenses that require inspections, please ensure that you requested the proper date on step 14 for your
fire/building inspections — We will use this date to setup your initial inspections)



