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Palm Beach Citizen Access Portal – How to Submit Contractor 

Registration 

 

1. Go to the Citizen Access Portal. 

 

2. Select the “Guest” drop down menu and select “Log in”.  If you have not created an account yet, 

select “Register” and follow the instructions linked here. 

 

1 

2 

https://townofpalmbeachfl-energovweb.tylerhost.net/apps/selfservice#/home
https://www.townofpalmbeach.com/DocumentCenter/View/25059/CREATE-ACCOUNT-FOR-CITIZEN-ACCESS-PORTAL
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3. Once you are signed in, click “Contractor Registration”. 
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4. For the “Type” page, make sure that the “License Holder” is the person signed while filling out 

the contractor registration (circled in red). If correct, select blue “Next” button. 

 

5. For the “Contacts” page, check that your information is correct and add other contacts, if 

applicable. Then, select the blue “Next” button. 

  

Joe Johns 

Joe Johns 
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6. For the “More Info” page, please fill out all of the fields. Once completed, select the blue “Next” 

button.  

 

The following field types are used: drop downs (circled in green), dates field which have a 

calendar feature (shown in blue), and check list (circled in orange).  

 

7. For the “Attachments” page, read the “FILE REQUIREMENTS”, “DIGITAL SIGNATURE”, and 

“NOTICE OF COMMENCEMENT” information on the top of the page prior to submitting 

documents. Once you are ready to submit documents, select the document tile you wish to 

upload. Document tiles with the required label (circled in red) are to be submitted prior to 

moving on to the next page. Once you have completed uploading your documents, select the 

blue “Next” button. 

 

 

 
 

Document tiles 

This area shows what types of documents 

are supported or allowed to be uploaded. 
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8. After clicking the tile, your computer will open your file explorer, find the document you want to 

upload and select it, so that the file name is within shown in the highlighted box. Once the file is 

selected, click “Open”. Repeat for all other attachments you would like to upload. Click the blue 

“Next” button at the bottom of the page to move to the next page. 

 

9. Read the “Signature” page carefully prior to typing your name in the smaller box. You may sign / 

draw your signature in the large box with your mouse or finger (depending on what type of 

device you are currently using). Or you may toggle the “Enable Type Signature” to on and type 

your name withing the “Type Name Here” box. Click “Next” button when finished. 
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10. On the “Review and Submit” page, review that the information you have provided is correct. If it 

is not and you need to go back to an earlier page, select the “Back” button at the bottom of the 

page. 

 

If the information is correct, please click the “Submit” button at the bottom or top of the page. 

11. You will receive the following message once the application has been submitted. 
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Accessing Your Templates and Drafts 

Once signed in to your account, if you have created a template or saved a draft application you will 

follow the directions in this section. 

1. Go to the drop-down menu in the top right corner of the portal page. 

2. Select “Saved Work” 

3. From the “Saved Work” page, you will be able to use templates or continue drafts. Use the two 

tabs to change between “MY TEMPLATES” and “MY DRAFTS”. 

From the “MY TEMPLATES” and “MY DRAFTS” pages, you can use, update, resume, or delete your 

template or draft using the blue “Action” buttons (circled in red).  
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