
Access Through City Website: 

1. Select Online Services (Red Box) 

 

2. Select Login or Register (Top Center Box) 

 

 
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: 

 



 

4. Fill in requested information and select Sign Up: 

 

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

 

6. Select the option Licenses & Renewable Permits: 

 

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

 

 



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

 

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

 

 

 

 

 

 

 

 

 

 



 

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. 

 

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

 

 

P.O. Box is entered on the Street Number field: 

 

 



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

 

11. Enter Business Details – Enter all fields that are applicable to your business (red asterisk fields are required).  
Then select Next.  (See example below): 

 

 

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

 



 

13. Select Next after all contacts have been added 

 

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



 

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. 

 

 

 



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. 

 

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): 

 



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)  

 

 

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) 


