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

 

  

Click on RENEW A LICENSE 

https://www.citizenserve.com/leawood
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• 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! 

 

  

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

Enter User Name here 
Enter Password here 
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• Step 3:  Review your information.
o Scroll through the page and ensure the information in the system is correct.
o Make any updates necessary.

 If you 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.

Make corrections as necessary 

SCROLL DOWN TO BOTTOM WHEN DONE, CLICK SUBMIT 

Test Business

1234 Main St

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

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

You fee will display 
here. 

Enter Credit Card Info 

Enter Customer Info 
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o Print the Payment Complete page for your records.

• 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.

Test Business

1234 Main St

Test Business

mailto:noreply-portal@citizenserve.com
mailto:noreply-portal@citizenserve.com
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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.

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).

Test Business
1234 Main St
Leawood, KS 66211

Test Business
1234 Main St
Leawood, KS 66211

Test Business

_________________________
Mayor

_________________________
City Administrator

_________________________
City Clerk




