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This guide provides step-by-step instructions on how to apply for and renew a business licence 
online using the PSD CityWide portal.  It covers the process of logging in or registering for a new 
account, submitting an application, and checking on the status of your submitted application.

Need additional assistance with PSD CityWide?   
Contact Planning & Development at 780-349-4444 or planning@westlock.ca.

Logging In and/or Registering for a New Account

1	 Go to PSD CityWide at https://citywideportal.com/login.

2	 �If you don’t have an account, click “Click to Signup”.  If you have an account, enter your 
email and password, and click “Login”, then skip to step 5.
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3	 Enter your email address and create a password.  Click “Signup”.

4	� Once your account is created, enter your email and password, then click “Login” to  
log onto the system.

NOTE: If you already have a business licence with the Town of Westlock, do not submit an new 
application.  If you are not seeing your current licence(s) when you log-in, contact Planning & 

Development to troubleshoot.
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Submitting an Application

5	 �Select “Business Licences”.  

6	 �Click “Start Application.”  If you haven’t completed your profile, you will be directed to do 
so before you submit your application.
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7	 �PSD Citywide is available in a number of different communities. Please confirm that you 
are submitting the application to the “Town of Westlock”.  Click “Canada” for Country, 
“Alberta” for Province, and “Town of Westlock” for Municipality.  Finally, to proceed,  
click “Apply”.

8	 Fill out the required fields, including the name of your project. Then, click “Next”.
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9	 �Click into the “Address” field, then type in the address of your business if it is operated 
from within Town limits.  Click on the address in the dropdown that matches your 
address.  You can also select the property by clicking on the map.  If your business does 
not have a physical address in Town, select “No Address”.
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10	 Once you’ve selected your property or selected “No Address”, click “Next”.

11	 �Your name will automatically be added to the contact list.  You can edit this field by  
clicking on the pen icon to assign different roles (e.g. owner, applicant, payer, builder/
designer, etc.).  You can also add additional contacts to the file and assign roles for  
each person. 

Your name and contact information
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12	 �Click “New Roles” to assign your role to your contact information.  You can select more 
than one role (e.g. if you are the owner and the applicant). Once you’ve selected your  
roles, click “Edit” to save.

13	 �You can also add any other contacts to your application - click “Add Contact”.  You can 
add as many contacts as needed and assign their various roles.  These roles and contact 
information will be used to send updates and notifications about your application.

Your name and contact information
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14	� Once you’ve added all the required contacts and their information, click “Next” to  
proceed.

15	 �Click “Select Application Type” - a dropdown will appear.  You can either scroll through 
the list to select the type of licence you want to apply for or you can search for the  
licence type in the search bar. Click on the licence type most appropriate for your 
business.

Your name and contact information
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16	 �Once you’ve selected an licence type, work fields will populate.  Complete the fields as 
they pertain to your business.  Required fields are indicated by a red asterisk (*).  For all 
other fields, only complete them if they are applicable to your business.

17	 �Once you’ve completed the applicable fields, scroll to the bottom and click “Next”.
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18	 �Upload the any applicable licences or certificates for your business.  If you don’t have 
them available, you can save your application and navigate back to this page and upload 
them at a later date.  You can also upload your business logo for use in the Town’s online 
business directory. 
 
Once you’ve uploaded your documents, click “Next”.

19	 �You’ll be prompted to review your application.  Ensure your details are correct - should 
you want to edit anything, you can click “Back” to navigate back between tabs. 
 
You can also save your application and come back once you are ready to submit.
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20	 �Once you are ready to submit your application, read through the Declaration at the 
bottom of the tab, then type or draw your signature.  Type in your current location (ie. 
Westlock) into the “Place” field.  Lastly, click “Submit” to send your application.

21	 �Once your application is submitted, you will receive an email indicated that it has been 
received, as well as a link to take you directly back to the application page.

22	 �The Town’s Planning & Development department will be notified that your application 
has been submitted and will start their review process.  Staff will follow up with you 
regarding any fees owing, your payment options, and if any additional information is 
required.
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Renewing your Business Licence

1	� Once you’ve logged into your portal account using the email address associated with 
your license account, select “Business Licences” to view all licences associated with 
your account.  If your licence(s) do not appear, contact Planning & Development to 
troubleshoot why the sync may not be occuring.

2	 �Click on “Open” under the licence you’d like to renew.
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 3	 �Once in the licence, you’ll be able to see the licence status, expiry date, as well as any 
related documents, such as licence certificates or renewal notices.  To request a renewal 
of your licence, select “Request Renewal”.

 4	 �In the pop-up that appears, you’ll be asked to verify the information we have on file for 
your licence.  Make any required changes, then click the green checkmark beside each 
field.  Once complete, click “Send Request”.
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 5	 �Once you’ve clicked “Submit Request” you’ll receive the following confirmation at the 
bottom right hand corner of your screen.  Planning & Development staff will review your 
renewal request and if no additional information is required, will provide you with details 
on how to pay your licence fee for the renewal.

 6	� You’ll receive an email once your request has been reviewed by Planning & 
Development staff with a link to pay your license fees online through the portal. 
Click “Click Here” to access the payment link, then complete the payment form 
with your payment details.
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 7	 �Once your payment has been received, Planning & Development staff will re-issue your 
licence and upload a copy of your new licence certificate to your licence account.  You 
can check the status of your renewal by logging into your portal account.  The new expiry 
date and status will be displayed on the information card for your licence.

 8	� To view and download your new licence certificate, Open the licence, and scroll 
down to the “Report Letters” tab under the Required Information.
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 9	 �Click on the eye icon beside the letter you wish to view and/or print.


