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Palm Beach Citizen Access Portal – How to Apply for Licenses 

 

1. Sign in to your account on the Citizen Access Portal. If you do not have an account, please follow 
the instructions here to create an account. 

2. Select the “Apply” tile or tool bar tab. 

 

3. Search for the type of permit you wish to apply for with the search bar or use the tiles (shown in 
purple) to see the applications in the categories: “License”, “Permits”, or “Plans”. 

  

https://www.townofpalmbeach.com/DocumentCenter/View/25059/CREATE-ACCOUNT-FOR-CITIZEN-ACCESS-PORTAL


2 
How to Apply for a License 
Revised: 2024.03.25 

APPLICATION PAGE BASICS 
 

 

 
 
 
 
 
 
 
 
 
 
 

  

Where you are in 
the application. 

This identifies the application 
that you are applying for. 

This saves where you are in your 
current application prior to 
submittal. This does not submit the 
application. 

Moves to the next page. Create a template of an application for application 
types (permits/ plans) that you apply for frequently. 
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*Note: all Licenses follow the same steps (4 – 8). The example being used in this document is an 
Administrative Office license application. * 
 

4. Select the Company type using the drop-down menu and then select “Create New Business 
During Application”. 

 

 

  

1 
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5. For the “Locations” Page: Click the “Add Location” tile. This will take you to a map and search 
bar. Using the search bar, start typing the subject property’s address. As you start to type, a 
drop down will appear, and you may choose the address from there. Once the address is 
selected, the map will zoom to that address and will list the main address and any buildings on 
the parcel.  Select the address you are applying for and click “Add”.  
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6. Once you have been taken back to the “Locations” page and the correct location is shown in the 
box (circled in Orange), you may move on using the “Next” button.  
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7. For the “Type” page, you will need to fill out the description and any other information on the 
page.  Feilds that have a red asterisk (examples circled in red) are required prior to moving to 
the next page. Then select “Next”. 
NOTE: The “Permit Type”/ “Plan Type”/ “Company Type”/ “License Type’ cannot be changed as 
it is tied to the application you are applying for (circled in purple). 
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8. “Contacts” page, whoever is signed in and applying for the application will be the applicant.  You 
will need to select the Owner and any other required contacts. Also, you may add additional 
contacts by clicking “Add Contact”. 
 

 

 

 

 

 

 

 

 

  

Name 
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9. After clicking “Add Contact”, you can select contacts using the following: 
a. “Search” for contact using the search bar,  

 
b. “Enter Manually” by filling out the information and if applicable add certifications. Then 

click “Submit”. 

  

This is the contact type 
that you are selecting. 

Click here, to not select a contact 
and go back to the Application. 
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c. “My Favorites” can be used once saved to favorites for contacts that you use often. To 
select a contact as a favorite, use the search bar to search for the person and then select 
the blue star to favorite.  

 

 

  After completing the above, you can find your favorites under “My Favorites”. And 
select “Add”. 

 

  

Name 

First Last

 

12sample@email.com 

First Last

 
First Last 

12sample@email.com Address 

Address  me@email.com 
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10. The “More Info” page is specific for each license application type.  Please read the instructions 
at the top of the page and select / fill out any all the fields to the best of your knowledge.  Any 
item with a red asterisk is required to be filled out / selected prior to moving on to the next 
page. Once you have finished filling out the information, click the blue “Next” button to move 
on to the next page. 

***For this example, a License for Administrative Office is being applied for. *** 

Note: Some field boxes are drop-downs (circled in purple) or dates (circled in orange).  For 
dropdowns, select from the listed options. For date field boxes, type in the long box or select 
the calendar button and select the date using the calendar (shown in orange). 
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11. For “Attachments”, read the “FILE REQUIREMENTS” and “DIGITAL SIGNATURE” 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 label are required to be 
submitted prior to moving on to the next page. 

 

 

 

 

12. 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. 

  

 

Document tile 

This area shows what types of documents 
are supported or allowed to be uploaded. 
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13. 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. 

Draw / Sign Signature: 

 

  Type Signature: 

 

Name 

Name 
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14. 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. 

 
15. You will receive the following message once the application has been submitted. 

 

 

 


