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APPLY FOR A LICENSE ON THE CITIZEN PORTAL 

  

Navigate to the CIVICPLUS Citizen Portal:  https://www.civicgov4.com/md_montgomery/portal/ 

You must have a registered account to apply for a License via the Citizen Portal.  If you do not already 
have an account, please see the Tip Sheet:  Register for a Citizen Portal Account. 

 

If you have already registered and have 
an active account, begin by clicking 
on the APPLY FOR A LICENSE button. 

 

The Business Licenses main page is 
displayed. 

Locate the “Business Type” and 
“Business Application” in the list. 

Once located, click on the APPLY 
ONLINE link. 

 

The Citizen Portal Login screen is 
displayed. 

Enter your USER EMAIL* 

Enter your PASSWORD* 

Click on the   button. 

 
 

https://www.civicgov4.com/md_montgomery/portal/
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The “Apply for a License” screen is 
displayed. 

In the “Parcel Association” box, click 
on the YES button if your business is 
physically located in Rockville.  If not, 
click on the No button to proceed. 

 
 

Click on “Step 1: Select Land, Building 
or Suite Location.  

Following the directions on the screen, 
enter the information in any one of the 
fields that are displayed to search for 
the Land, Building or Suite Location. 

Click on the   
button. 

Note:  To view additional businesses 
not shown on the screen, use the 
navigation buttons at the bottom of the 
STEP 1 screen. 

 

 

Click on Step 2: Select Business Type 
& Subtype. 

The BUSINESS TYPE and BUSINESS 
SUBTYPE fields are auto populated 
based on the selection made on the 
“Business Licenses” screen. 

Click on the STEP 3: to expand the 
screen. 

 
Click on Step 3:  Business Information. 

Enter the Primary Contact Information: 

 First Name* 
 Last Name* 
 Email Address* 
 Home Phone 
 
Enter Business Information: 

 Legal Business Name* 
 Business Trade Name* 
 Business Email* 
 Phone* 
 Description 
 Legal Structure* 
 EIN/Tax Number* 
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Enter Business Address* 

 City* 
 State* 
 Zip* 
 Mailing Address 
 Mailing City 
 Mailing State 
 Mailing Zip 

When you are finished, click on  the button.  The “Business Information” is saved and Step 3 is closed. 

Click on “Step 4: Additional Contacts 
screen is displayed” to expand the 
screen. 

Enter the Contact information: 

 Enter the First name 
 Last name 
 Phone 
 Email  

Click on the   button.  A confirmation message is displayed at the top of the screen. 

  Click on the  button. 

Click on  “Step 5: 
Enter the Required 
Information in the 
Fields Below.” 
 
When you are 
finished entering 
the information, 
click on the  

 button to 
save. 
 
 

 

 

A Confirmation Box appears at the top of the screen. 

 
 

Click on the  button to proceed to next step. 
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Click on “Step 6: Documents.” 

To upload required documents, 
click on the “Click here to 
attach files to the case record” 
link. 

 

“Step 7: Review and Submit” 

Step 7 is a confirmation 
message that your application 
for a license has been received 
and is being reviewed. 

 

Click on  located in the menu column to exit the Citizen Portal. 
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