
ONLINE BUSINESS LICENSE PORTAL 
USER GUIDE 

City of Berkeley 

Finance Department 

Revenue Collections 

1947 Center Street, 1st Floor 

Berkeley, CA 94704 

www.berkeleyca.gov/BusinessLicense 

http://www.berkeleyca.gov/BusinessLicense


Online Business License Portal User Guide 

1947 Center Street, 1st Floor, Berkeley CA, 94704 | Tel: (510) 981-7205 TDD: (510) 981-6903 Fax: (510) 981-7280 
 

Page 2 of 65 
Rev. 3/12/26 

Contents 
 

I. SIGN IN TO THE PORTAL ....................................................................................................................... 3 

II. APPLY FOR A LICENSE ONLINE .............................................................................................................. 6 

III. APPLICATION STATUS ......................................................................................................................... 23 

A. APPLICATION FEES AND PAYMENT.................................................................................................. 27 

IV. RENEW LICENSE ONLINE ..................................................................................................................... 37 

A. ONLINE RENEWAL REQUIREMENTS ................................................................................................ 37 

B. BEFORE YOU GET STARTED ............................................................................................................. 37 

C. LINK A LICENSE ................................................................................................................................ 38 

D. RENEW LICENSE ............................................................................................................................... 45 

V. VIEW/PRINT YOUR BUSINESS LICENSE ............................................................................................... 59 

VI. RESOURCES ......................................................................................................................................... 65 

 

  



Online Business License Portal User Guide 

1947 Center Street, 1st Floor, Berkeley CA, 94704 | Tel: (510) 981-7205 TDD: (510) 981-6903 Fax: (510) 981-7280 
 

Page 3 of 65 
Rev. 3/12/26 

I.  SIGN IN TO THE PORTAL 
1. Go to BUSINESS LICENSE PORTAL LOGIN PAGE, enter your credentials, and click SIGN IN.

 

https://aca-prod.accela.com/BERKELEY/Login.aspx


Online Business License Portal User Guide 

1947 Center Street, 1st Floor, Berkeley CA, 94704 | Tel: (510) 981-7205 TDD: (510) 981-6903 Fax: (510) 981-7280 
 

Page 4 of 65 
Rev. 3/12/26 

2. On successful login, click the Home tab to get to the main menu of the portal.
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3. On the home menu, you can apply for a license (rental of real property businesses that began in the 

current year only), renew your license, or link an existing license.
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II.  APPLY FOR A LICENSE ONLINE 
Beginning in December 2024, rental of real property businesses can apply for a license online. Due to 

system limitations, only rental of real property businesses that started in the current calendar year are 

eligible to apply online.  

At this time, all other business types are ineligible and must submit an application by mail or in person. 

The process for submitting applications by mail or in person is the same for all business types, including 

rental of real property businesses that started in a previous calendar year. 

Please review GUIDE TO APPLYING FOR A BERKELEY BUSINESS LICENSE. 

Then, fill out a BUSINESS LICENSE APPLICATION FORM. For more information regarding new licenses, 

please visit the NEW BUSINESS LICENSES page. 

We will reach out to you regarding further documentation which may be needed to make your license 

current. 

To submit your application by mail, please print, sign, and return your renewal form, including a check 

made payable to City of Berkeley, and send to: 

Finance Department 
Revenue Collection 

1947 Center Street, 1st Floor 
Berkeley, CA 94704 

 
If you prefer to pay in person, you are welcome to visit the Customer Service enter located at 1947 

Center Street, 1st Floor. The hours of operation are Monday through Thursday, 8:30 AM to 2:00 PM. 

https://berkeleyca.gov/sites/default/files/documents/guide-to-applying-for-a-berkeley-business-license.pdf
https://berkeleyca.gov/sites/default/files/documents/business-license-new-with-calcs.pdf
https://berkeleyca.gov/doing-business/operating-berkeley/business-licenses/new-business-licenses
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1. Sign in as described in the SIGN IN TO THE PORTAL section, click the Home tab.
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2. Click Apply for a License.
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3. Read the General Disclaimer, check the box to accept the terms, then click Continue Application.
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4. Select the Rental of Real Property type and click Continue.
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5. Provide a Doing Business As (DBA) name and Detailed Description of Business Activity. Note: Limit 

your description of primary work activities to 25 characters.
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6. If the DBA name is different than your legal name or a registered LLC, a Fictitious Business Name 

(FBN) Statement is required; otherwise, the license will be established under your legal name. Click 

Add to attach the statement.  

If an FBN is not needed, jump to step 11.

 
 

7. Click Add in the File Upload dialog.
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8. Browse for the file and select it in the Open dialog, then click Open.

 
 

9. Click Continue in File Upload dialog.

 
 



Online Business License Portal User Guide 

1947 Center Street, 1st Floor, Berkeley CA, 94704 | Tel: (510) 981-7205 TDD: (510) 981-6903 Fax: (510) 981-7280 
 

Page 14 of 65 
Rev. 3/12/26 

10.  Select Fictitious Business Name Statement from the Type menu, enter a description of the 

attachment, and click Save.

 

 

11. The following screen indicates that the attachment is successfully added to your application. To 

attach additional documents, click Add again; otherwise, proceed to the next step.
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12. Specify the Month and Date your fiscal year ends. Note, the system defaults to December 31.

 
 

13. Answer all questions in the Business Information section, click Continue.
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14. On the Owner and Location page, click Select from Account to enter the business owner’s contact 

information. If the business owner is different than the current user, click Add New.

 
 

15. Review the business owner’s information.
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16. Enter Street Number and Name, click Search.

 
 

17. Select the appropriate address from the displayed list.
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18. Choose the correct address, scroll down, and click Select.
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19. Click Continue.
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20. Read the Attestation and click the checkbox.

 
 

21. Click the check box next to the declaration, type in your full name to electronically sign your 

application and click Continue.
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22. Review your entire application, edit as needed, and click Continue to submit your application.
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23. Your application has been successfully submitted and will be reviewed. If any issue, business will be 

contacted for further action.

 
 

24. Upon successful submission, you will receive an email with a link to check on the status of your 

application.
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III.  APPLICATION STATUS 
Depending on the nature of your business and location, your application may take one or many steps. 

Your application will be automatically routed to pertinent City departments to ensure that all City 

requirements are met to operate legally and safely (i.e., Zoning, Toxics, Fire, Building, Environmental 

Health, etc.). 

1. Sign in as describe in the SIGN IN TO THE PORTAL section, click the Business Licenses tab.
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2. The Status of each Business License Application (BLA) or Business License (BL) is shown in the list. 

Click the entry in the list view the details.

 
 



Online Business License Portal User Guide 

1947 Center Street, 1st Floor, Berkeley CA, 94704 | Tel: (510) 981-7205 TDD: (510) 981-6903 Fax: (510) 981-7280 
 

Page 25 of 65 
Rev. 3/12/26 

3. Click the Record Info combo box and select Processing Status from the drop-down menu.
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4. The Processing Status page will display all information about your application.
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A.  APPLICATION FEES AND PAYMENT 
When the application has been reviewed, you will receive an email notification stating that you may 

make the payment on your application. 

1. Sign in as described in the SIGN IN TO THE PORTAL section, click the Business Licenses tab.
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2. Click the Pay Fees Due action for an application or license listed.
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3. Click Continue Application.
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4. Fill in all required information in the form, click Continue.
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5. Read the Terms and Conditions, click Accept Terms.
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6. Enter your account information. Click Continue.
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7. Check the information in the confirmation page. Click Submit.
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8. Click Continue to view the payment confirmation page.

 

(123)456-7890 
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9. If needed, use your browser’s print feature to print the payment confirmation page, click Back to go 

to the license history.

 
 

10. Your application will continue through the City’s review process. You will receive the e-mail 

confirmation of the payment with receipt.
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After the fees are paid, please allow up to 30 days for your application to be processed and 

approved. Once approved, a copy of your business license will be emailed to you.
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IV.  RENEW LICENSE ONLINE  
Generally, all licenses are effective January 1 to December 31 for the same year and must be renewed 

before March 1 of the following year to avoid penalties and/or interest. 

Each December, the Finance Department sends a courtesy business license renewal form to all active 

business license holders in the City’s database. However, if you do not receive this annual reminder, you 

are still responsible for the timely filing of your business license renewal, which is due to the Finance 

Department by January 1, with a grace period before March 1. 

Most businesses can renew online (exceptions: Auto Vehicle for Hire, Massage, and Solicitors). 

If your business has an existing license but has never used the portal, please follow the instructions in 

the LINK A LICENSE section. 

A.  ONLINE RENEWAL REQUIREMENTS 
To renew your business license online, you must meet the following requirements: 

• The business license was paid in full during the previous year, has no delinquent or gat years in 

the last four years, and did not close in the previous year. 

 

• A Social Security Number (SSN) or Federal Employer Identification Number (FEIN) was provided 

on the business application. 

 

• License type cannot be Autos for Hire, Massage, or Solicitor. 

B.  BEFORE YOU GET STARTED 
To ensure a smooth renewal, have these ready: 

• Business license information 

You will need your business license number (i.e., BL-XXXXXX) and the last four (4) digits of the 

Social Security Number (SSN) or Federal Employer Identification Number (FEIN) associated with 

the business. 

 

• Annual Gross Receipts or Payroll (for Administrative Headquarters) 

Total gross receipts or payroll for the calendar year. 

 

• Allowable Deductions or Exemptions (if applicable – for Rental of Real Property, Professional-

Semi-professional, and Manufacturing only) 

 

o Rental of Real Property: You will need to have digital copies of your exemption 

documentation to upload into the system. 

o Professional-Semi-Professional, Contractors: You will need to provide the amounts paid 

to each subcontractor, the subcontractors’ business name, address, contact number (if 

applicable), and Berkeley business license number (if available). 
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o Manufacturing: You will need to provide the value of raw materials (including energy 

costs) or the value of the partially completed product at the time it enters the 

manufacturing process within Berkeley. 

 

• Payment Information 

We accept Visa, MasterCard, and e-check (bank account). All debit and credit card transactions 

will be assessed a service fee. E-check payments will be assessed a convenience fee of $2.25 per 

transaction. 

 

• Valid E-mail Address 

 

IMPORTANT INFORMATION: Please complete your renewal record by 11:59PM PST on the day you 

start the renewal process, otherwise, it will be removed from the system, and you will need to 

restart the process. 

C.  LINK A LICENSE 
If you have your license, but never applied or renewed using the Online Business License Application 

Portal, you need to link your existing license in order to renew it online. 

Skip this section, if you applied for your business license online or if you previously renewed your 

business license online, as your existing license(s) created or renewed online are already linked and are 

available for viewing and/or renewing. Go to the RENEW LICENSE section. 

1. Sign in as described in SIGN IN TO THE PORTAL section. 
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2. Click the Home tab.
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3. Click Link an Existing License to Your Account.
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4. Check I have read and accepted the above terms and click Continue Application.
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5. Fill in your business license information, click Continue.
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6. Read the certification statement, check the box, and click Continue.
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7. Your license is now linked to your account. You can renew it online as described in RENEW BUSINESS 

LICENSE section.
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D.  RENEW LICENSE 
1. Sign in as described in the SIGN IN TO THE PORTAL section, click Business Licenses.
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2. In the list of licenses, click Renew License.
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3. Review and update the information as needed, click Continue.
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4. Review Fiscal Year Information and update as needed. Provide all required field in the Renewal 

Information section. Click Continue.
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5. Specify if you need any vehicle decals and click Continue.
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6. Read the Acknowledgment section and click the box; read the Declaration section, click the box and 

type in your Full Name, and click Continue.
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7. Review your renewal information and click Continue.
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8. Review your fees and click Continue Application to proceed with the payment.
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9. Specify your payment method and related information. Click Continue.
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10. Read ACI Payments, Inc. Terms and Conditions, then click Accept Terms.

 



Online Business License Portal User Guide 

1947 Center Street, 1st Floor, Berkeley CA, 94704 | Tel: (510) 981-7205 TDD: (510) 981-6903 Fax: (510) 981-7280 
 

Page 55 of 65 
Rev. 3/12/26 

11. Add payer information, click Continue.
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12. Review the payment information and click Submit.

 



Online Business License Portal User Guide 

1947 Center Street, 1st Floor, Berkeley CA, 94704 | Tel: (510) 981-7205 TDD: (510) 981-6903 Fax: (510) 981-7280 
 

Page 57 of 65 
Rev. 3/12/26 

13. In the payment confirmation page, click Continue.
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14. A digital copy of your license and receipt will be emailed to you. The Business Licenses list will show 

BLR- record created for the latest renewal of your license.
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V.  VIEW/PRINT YOUR BUSINESS LICENSE 
You can always view and print your business license using the online portal. If you have your business 

license but have never used the online portal, please link your license as described in LINK A LICENSE 

section. 

1. Sign in as described in the SIGN IN TO THE PORTAL section, click Business Licenses tab.
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2. Click your business license link in the list to view details.
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3. Click Record Info.
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4. Click Attachments menu item.
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5. Click the document link that starts with “BusinessLicense_”.
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When your business license document opens, you can print it using a browser print feature.
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VI.  RESOURCES 
Business License Online Portal 

Online Business License Renewal Portal FAQs 

City of Berkeley Finance Department Web Page 

Address: 1947 Center Street, Berkeley, CA 94704 

Phone: (510) 981-7205 

Fax: (510) 981-7210 

Open Hours: Monday – Thursday, 8:30AM – 2:00PM 

Email: OnlineBusinessLicense@berkeleyca.gov 

https://aca-prod.accela.com/BERKELEY/Login.aspx
https://berkeleyca.gov/sites/default/files/documents/online-business-license-portal-faqs.pdf
https://berkeleyca.gov/your-government/about-us/departments/finance-department
mailto:onlinebusinesslicense@berkeleyca.gov
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