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START
HERE

From a laptop or desktop 
computer visit

WWW.PAYSONAZ.GOV 

Select BUSINESS 
from the top 
selection bar. 
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You will now be on the Business Licensing Page.  You may select any type of business license to 
learn more, or scroll down to Apply Online. 
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 Click Sign Up to create your Cityworks permit portal
account, or log in if you have an existing account.

 Enter your Credentials and Contact info, then click
Register. (It may be helpful to save your username
and password somewhere, and bookmark or
favorite this page so it’s easy to find later when you
are checking status on your application or
submitting another permit application)

 You will then receive an email to activate/verify your
account.
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Ok, so your portal account has been created, and you are ready to login in and submit an  
application:



Your account has been 
created and verified, 
now you are logged in 
and ready to fill out 
your business license 
application.

Click + New Application, 
then Business License,  
then your Business 
License type.

Note: If you are applying 
for a Short Term Rental, 
that is located in the 
main categories. 
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Once you have selected 
your specific project type, 
click Begin Application. 



1 Main:
Enter your project name and 
address of your project 
location. Then click Next. 

2 People:
Complete all people fields 
information for you 
application type.

Pro Tip: Click Use My Info to automatically populate this 
section with your information. 

If you don’t see cancel, clear, previous, 
next, you need to scroll down farther. 

You can add 
additional contacts 
by clicking Add 
Person here. 
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4 Case Details:
Enter all case information. For renewals, if 
this is your first time applying in Cityworks, 
be sure to check "Renewal" in the Application 
Type drop down and reference your previous 
Town of Payson Business license number.
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Click drop down arrows to 
expand/minimize sections



5 Required Documents:
Your application will have required or recommended 
documents. You can drag and drop your attachments, 
or you can click the paperclip to upload your 
attachment. 

Once you have uploaded a document you will click ‘label’ 
to give it a name. You will not be able to move forward 
with your application until ALL required documents have 
been uploaded and labeled. Once finished, click Next.  

You will need to label each attachment that 
you upload. There are lots of labels to choose 
from. ONLY the ones marked (req) are 
required files that must be uploaded before 
your permit application can be submitted. 
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6 Payment:

Payment is NOT REQUIRED at this 
time. Skip this section by clicking 
submit. 

Once you click submit, you should 
receive an email stating that your 
application has been submitted. 

Please allow 2 business days for initial 
review to be completed. Be sure to 
keep an eye on your email for updates. 
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Understanding Your Portal

SUBMITTED:
Selecting this tab will show you applications 
that have been submitted

INCOMPLETE:
Selecting this tab will show you the  
applications you started but have not yet 
completed or submitted. If you need to 
complete an application you started earlier, 
simply click choose action and continue 
application. 

IN REVIEW:
Selecting this tab will show you applications 
you have submitted that are still being 
reviewed. If you received a notification that 
corrections need to be made to your 
application, click here to find that project.

ISSUED:
Selecting this tab will show you applications 
that have been approved, the permit has 
been issued, but not yet finaled, or active 
licensing.

FINALED:
Selecting this tab will show you permits that 
have been issued, completed, passed all 
inspections and have been finaled out, 
meaning the entire project is complete and a 
certificate of occupancy or certificate of 
completion can/has been issued.
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Ok, so your application has 
been submitted and now you 
want to check status, or, you 
got an email saying you have 
action required: 

Checking Status:
You can check the status of your 
application in real time, 24 hours a 
day, by logging in to your portal. 
Click In Review, then click the 
project you are checking on. 

Action Required:
If you received an email notification 
that actions are required, log into 
your portal, click In Review, and 
open the project that needs 
corrections. Check the comments 
in the Workflow section.
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Understanding 
Your Dashboard

The Comments section is 
where you may find notes 
regarding the application. 
You may leave comments 
here for staff as well.

These buttons shrink or 
expand the section

Required Documents is 
where you upload 
corrected plans or 
additional documents, or 
retrieve documents 
uploaded by the permit 
tech or department 
reviewers. 

Workflow is the status 
section of what has been 
completed and what is yet 
to be completed on your 
application review. Specific 
comments from each 
reviewer can be found 
here as well. 
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Thank you for your patience while we all learn this new 
system. If you have any questions or would like some help, 

please give us a call at the number below. 
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