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  How to Renew Your Business License in the 
Citizen Access Portal 

1 Step 1: Log In or Create an Account 
Use a laptop or desktop computer (mobile devices are not supported). Go to the 
Citizen Access Portal and log in or register for a new account. If you already have an 
account, email buslic@cityofwestsacramento.org to request that your business license 
be linked. If your account has already been linked in the past, continue to Step 2. 

2 Step 2: Search for Your License 
Once logged in, select the Home tab. Under Business License, click Search Application. 

3 Step 3: Open Your License 
Your business license will appear at the top of the page. Under Action, click Renew 
Application. 

4 Step 4: Complete Custom Fields 
Fill in all required fields (marked with *). Then click Continue Application. 

5 Step 5: Complete License Information 
Fill in all required fields (marked with *). Enter your SIC Code and answer the follow-up 
question (Yes or No). Then click Continue Application. 

6 Step 6: Review Your Application 
Verify that all information is correct. Then click Continue Application. 

7 Step 7: Submit Payment 
Click Continue Application again to proceed to payment. Complete all highlighted fields under 
Credit Card Information. Then click Submit Payment. 

8 Step 8: Print Your Documents 
Click Print License to print your updated business license. Click Print/View Receipt to print 
your receipt. 
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