Renewing an Occupational License
City of Leawood, KS

e Step 1: Go to https://www.citizenserve.com/leawood and click on “Renew a License”
as shown below.

“ ity of Leawood> "

Home Services Search My Account Contact

WELCOME TO OUR ONLINE PORTAL

Thank you for visiting our website, through this portal you have access to all of our online services for licensing and code enforcement. For technical questions about using the website

contact Citizenserve at +1 800 325 9818. For any questions regarding your city license please contact us at 913-663-9123.

Online Services You Need

LICENSING

Starting a business? Learn when you need a license, submittal requirements, apply online, pay
license fees, and view the status of your license application all from your home, office or mobile
device

APPLY FOR A LICENSE —

SE‘““”““CE"N Click on RENEW A LICENSE

LEARN MORE ABOUT LICENSING —

PET LICENSING

Register your pets with the city of Leawood

APPLY/RENEW FOR A PET LICENSE —

OR FILL OUT THE PAPER APPLICATION AND MAIL IT TO CITY HALL —

RENTAL LICENSING

APPLY FOR A RENTAL LICENSE —

citizenserv:
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Renewing an Occupational License
City of Leawood, KS

e Step 2: Enter your User Name and Password and click the Login button.
o You would have set this up last year when you applied for the license.
o If you forgot your User Name and/or Password, use the links for assistance.

DO NOT REGISTER FOR A NEW ACCOUNT!

u Gty gf Lseawood>
V4

4800 Town Center Drive - Leawood, Kansas 66211
Home Services Search My Account Contact

LOGIN

Already have an account? New to our Portal?

Jser Name Enter User Name here

Enter Password here

Use these links if you
forgot your User Name
and/or Password.

Citi=zen
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Renewing an Occupational License
City of Leawood, KS

e Step 3: Review your information.
o Scroll through the page and ensure the information in the system is correct.
o Make any updates necessary.
= |fyou license fee is based on the square footage or the number of
employees, be sure to update those fields.
o If the field name has a red line ( | ) next to it then it is a required field.
o Once you are satisfied that everything is correct, click the Submit button at the
bottom of the page.

e Y ity gf Leawood> o

4800 Tavin Center Drive » Leawood, Kansas 66211

Home Services Search My Account Contact

# RENEW MY LICENSE
| License #: @
| Name Test Business
| Address: 1234 Main St
| License Type: Business / Occupation License
| Sub Type Business / Occupation License

Make corrections as necessary

SCROLL DOWN TO BOTTOM WHEN DONE, CLICK SUBMIT

License year is July 1 thru June 30. The annual fee is prorated from the date the first application is submitted. Remittance must be submitted with this application. Make a credit card
payment online now or write a check/money order payable to the City of Leawood for the amount due. If you have any questions, please call (913)663-9123 or email
Licensing@Leawood.org.
| declare under penalty of false statement that to the best of my knowledge and belief the statements made herein are comect and frue, and that the conduct of the business described
above is in compliance with City Ordinances.

Name of Owner(s) or Corporation: Test Business

Official Use Only (Public Works)

SUBMIT

Citizen
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Renewing an Occupational License
City of Leawood, KS

e Step 4: Pay for your license.
o Click on the “Make a payment” button to pay with online with a credit card.

G igv gf Loeawood> "

4800 Tow Canber Dvive « Laawood. Kansas 86211
Home Services Search My Account Contact

WE DO ACCEPT AMERICAN EXPRESS
License # BL22-000346 You fee will dlsplay

Amount Due: 51.00 </ here

| Payment Amount

| Payment Type Credit Card w

o Enter your credit card information and your customer information.
o Click the Make Payment button.

G itg’ gf Leawoods =

Home Services Seach  MyAccount  Conmact
E3 PAYMENT

WE DO ACCEPT AMERICAN EXPRESS

Licer 822000348
\mount Due: $1.00

Order Information

Toil Amonmt §: SL00
ChagaTyps  SALE

Card Information

e —

e Enter Credit Card Info

Expiry Dan= v v

o 2
Customer Information

e —_  Enter Customer Info

Stte or Province:

Postal Cods:
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Renewing an Occupational License
City of Leawood, KS

o Print the Payment Complete page for your records.

@ K ity gf Lseawood> o

4800 Town Canber Driva  Laawond, Kansas 86211

Home Services Search My Account Contact

B3I PAYMENT COMPLETE

Home / My account / View license / Make a payment / Payment complete

Your payment has been received, your receipt is below.

License # BL22-000346
Receipt #: 298
Amount Received: 1.00

e Step 5: Download and print your license.
o After you make a payment, you will receive an email from noreply-
portal@citizenserve.com with a link to your license (example below).
o Open the email and click on the “Download Your License Certificate Here” link.

Your citizenserve payment has been received Inbox x 8 @

noreply-portal@citizenserve.com
W tome -

10:17 AM (0 minutes ago) ¥¢ & H

CITIZENSERVE ONLINE PAYMENT RECEIVED

Your payment has been received on application number BL22-000346. Your permit has been issued, download your
permit cardusiag-the-dlink helg

Download Your License Certificate Here

BL22-000346

Payment Date: 05/11/2022

Payment Amount: 1.00

Received From: Test Business
Address: 1234 Main St
Description: Test Business

CLICK HERE TO VIEW YOUR APPLICATION
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Renewing an Occupational License
City of Leawood, KS
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o When you click on the link, it will ask you to save the PDF of your license to
your computer files. Select the location to save it and then you can open the
PDF and print a copy.

@ savehs

4 ¥ » ThisPC » Downloads v b Search Downloads
Organize + New folder (7]

2 MName Date modified Type Size M

= ThisPC
J 3D Objects
[ Desktop
|5 Documents

‘Downloads v < : D - = o o

File name: | FVELESRS Gl Y E Kl o

Save as type: | Adobe Acrobat Document (*.pdf)

~ Hide Folders Cancel

o Below is what the printed licnse should look like. This license must be posted in

your place of business (if the business is physically located with the City of
Leawood).

Citg’ ?fﬁeﬂwgﬂi} BUSINESS / OCCUPATIONAL LICENSE

Test Business

4800 Town Center Drive No BL22.000346
Leawood, KS 66211 Issue Date:  05/05/2022
(913) 339-6700

To: 06/30/2023
Amount Paid:  $1.00
Test Business
1234 Main St
Leawood, KS 66211

Having pard the Cily of Leawood, Kansas, the fee requied by law, as evidenced by the recejpt therefore, and having complied with al pertinent
City Ordinances, Is heredy suthonzed and licensed 1o do business as

This is a testing case.

within the corporate imits of said city; subject, nevertheless, io the provisions of said ordinances. in accord with varios stale and federal civi
the ity of L ot discriminate regardiess of race, ethaicity, color, retigion. gender. national
origin, age, martal status, medfcal concitien or disabilly.

Mailing Address:
Test Business

1234 Main St
Leawood, KS 66211

§108.  DISPLAY OF LICENSE. Any and all persens doing business in a permanent location within the Cily are hereby required to have
their licenses conspicuously displayed in their places of business, and all persons to whom licenses are issued who do not have
permanent places of business within the City are hereby required 1o carry their licenses, or coples theref, wilh them and to
present the licenses or copies for inspection when requested to do 5o by any citizen or officer of the City, when conducting a
business inthe City.

(Ord. No. 638; 07-02-79)
(Code 2000)

(Ord. 2043C; 02-02-04)






