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1. In an internet browser, navigate to  https://cityofnewportricheyfl-
energovweb.tylerhost.net/apps/selfservice#/home. 
 

2. Select “Login or Register”.  Note: Login or Register with an email address 
associated with your business license. 

 
 

3. Refer to the “link to Citizen Access Portal Registration” video or document if you 
need to register your account. 
 

4. Type in the email address that you used to register for Community Access 
Services and select next or the partner network used to register your account. 

 
 

https://cityofnewportricheyfl-energovweb.tylerhost.net/apps/selfservice#/home
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5. Once you are signed in, select View from the top menu and select My Licenses. 

 
 
 

6. Select the License Number link to open the license record. You will need to 
review all the License Details, including:  Locations, Contacts, and 
Classifications. You will be prompted to confirm or note changes in the More Info 
Step of the renewal process.

 
 

7. Once you have reviewed the license details, return to the My Licenses page and 
select the Renew button. You will repeat this process for each license listed that 
is eligible for renewal. 

 
 
 

8. The License type will be automatically completed based on the original business 
application.  Select Next to continue.  
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9. On the More Info page, enter any changes that need to be made to the license 
that you noted in the License Detail review.  If no changes type in “No Changes” 
and select Next to continue. 

 
 

10.  On the Attachments Page, the required items to be uploaded are listed.  For 
each attachment, select Additional Documents in the drop-down menu and then 
select the + to add the attachment. You will then browse your local computer to 
find the attachment to upload.  This process will be repeated for each required 
document.  
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11. Each document added will appear on the page as Additional Documentation, 
select Next to continue. 

 
 

12. On the final page, review the information for accuracy, then select Submit.  Once 
Submitted the application status will be Submitted Online. Once received by the 
BTR Team, they will change the status to In Review.  
 

13. Repeat these steps for each business license that you need to renew.  

 

Please email BTR@cityofnewportrichey.org with any questions that you have about 
your Business License account or the renewal process.  

mailto:BTR@cityofnewportrichey.org

