
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 use 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 My Work – My Licenses (Menu Bar): 

 

6. Your business license will be listed with a blue Renew button to the right of the license number -  if your license 
is not listed in the portal, do not create a new license. Instead, please contact business license at (760)770-
0353) or businesslicensestaff@cathedralcity.gov 

 

7. Select the Renew button and the following information for your business will be provided for review and select 
next (if changes are required, please email businesslicensestaff@cathedralcity.gov) 

 

 

mailto:businesslicensestaff@cathedralcity.gov
mailto:businesslicensestaff@cathedralcity.gov


8. More Info – Enter Requested Information (example below - Gross Receipts from the previous 12 months) then 
select Next: 

 

9. Attach any of the Required Documents that have changed since the prior 12 months.  Use the Select Type for the 
type of attachment you are uploading and then the plus sign to attach the document.  (If you do not have any 
updated documents, select Next.) 

 

10. Review Information, and if accurate select Submit, and if not go back to previous menu and make changes.  
Changes to Locations, Basic Info and Contacts cannot be made online. Please Email 
businesslicensestaff@cathedralcity.gov with any changes: 
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11. You reach the Successfully Submitted page.  At this point you can pay the new application fees by selecting Add 
to Cart.  The Fees tab below will give you the fee details: 

 

 

12. 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)  

 

13. 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. 

 


