
Printing Receipts 
1. To print a receipt, log in to the Business License portal and click the Licenses 

menu. 
2. The list of your Application, License and Renewal records (if applicable) will 

display.  Fees are paid on Applications and Renewal records.  Click the 
appropriate record. 

  

 
3. Expand the Payment menu and select “Fees”. 

 

 
4. A list of payments displays.  Click the “View Details” link next to the payment you 

would like the receipt for. The receipt will display in a new window. 



 

 
 

  




