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Registering for a Citizen Portal Account 
 

Creating an account will provide access to all Citizen Portal services with the added benefits of 
seeing a complete history of applications, access to invoices and receipts, checking on the 
status of pending activities, and more. 
 
To register select the “Register for an Account” link 

 
 
Read and acknowledge our General terms by clicking the box and the “Continue Registration” 
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Identify the type of user you will be. Associating your professional license number to your 
account will provide addition access to service you are licensed for. 
 
If you are a contractor that performs specific professional services like: 
BO - Boiler, BL - Building, EL - Electrical, VA - Elevator, FE - Fence, FA - Fire Alarm, ME - 
Mechanical, HM - Mover, PL - Plumbing, PO - Pool, SI - Sign, SP - Sprinkler, No Prefix 
necessary for Sidewalk 
 
Select the License Type in the dropdown, enter your License Number and click Find License 
button 

 
 
For example, if you are an Electrical Contractor your license number will have this format 
EL12345, if you are a building contractor your license number will be in this format BL1234, 
etc. 
 
If you are a non-contractor submitting a Residential Building Application select "On-Line 
Applicant" as the License Type and enter "On-Line Applicant" as the License Number and 
click Find License button 
 

 
 
For a Business License select, "License Holder" as the License Type and enter "License 
Holder" as the License Number and click Find License button 
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Once you have found the proper “license type” and license select the “Connect” link 

 
 
You will receive a prompt asking if you want to associate this license to your account, select 
OK 
 

 
 
 
You will be able to add additional licenses, remove the license you just added if it is not 
correct, or “Continue Registration” if all is good. 
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The next step is to enter your login information, fill out the base information and then select 
“Add New Contact Information” 
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A final confirmation page will be displayed, and you can select continue registration 

 
 
Your registration was successful 

*If you registered as a License Holder, On-Line Applicant, or Pre-Qual your account will 
automatically be activated within the next 15 minutes.  
 
*If you have registered as a Contractor, additional steps are required by the City. You will be sent a 
confirmation email once your account is activated. 
 

 


