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Create an Account & Apply for a Business License on CitizenServe 

 
1. Go to https://www.citizenserve.com/shaker  

 
 
2. Click LOGIN in the top right corner of the screen. 

 

 
 
 

3. Click REGISTER NOW. 
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4. Select your Registration Type from the pull-down menu. 
 

 
 
5. Fill in the form, select a username and password, and click SUBMIT. Anything marked with a red 

line is required.  
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5. Once you’ve successfully registered for an account, you are ready to apply for the Business License. 
Select My Account from the menu at the top of the home page.  

 
 

6. Under Business Licensing on the My Account page, click APPLY FOR A LICENSE. 
 

 
 
 

7. Select Business License under Application Type (use the pull-down menu). Next enter the Business 
Name and Address. Click FIND ADDRESS.  
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8. The system will find the address and launch the application. Fill in the form with your business’s 
information. Fields marked with a red line are required. 
 

9. Press SUBMIT at the end of the form to submit the application.  You will then be redirected to the 
payment page.   

 
10. Click “Make Payment” to pay by credit card.  If opting to pay later, you can exit the application at 

this point.  Return any time prior to 12/31/2020 to submit your payment. 

 
11. Enter Credit Card Information and click “Pay with your Credit Card”. 
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You will receive an email confirmation that your application was received by the City of Shaker Heights. 
You will receive an additional email once payment is received and your license is issued.  
 
Please note: If you prefer to complete the application at another time, scroll down to the bottom of the 
screen and click SAVE FOR LATER. Simply log back on to https://www.citizenserve.com/shaker  to complete 
the application. 
 
Questions? Please call the Building Department at 216-491-1461. 
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