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How to RENEW Local Business Tax Receipt (BTR) 

Please note: It is the responsibility of the BTR holder to ensure that all State licenses and 
Sunbiz/Fictitious Name registrations are current prior to renewing the local BTR. 

1. Enter email registered on BTR main contact – DO NOT SELECT ANY OF THE OR 
OPTIONS UNLESS YOU HAVE ACCESS 
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2. Verify security via one of two methods: Select one Email or Password 

Option 1 Option 2 
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Example of email from 
Community Access Identity <noreply@identity.tylerportico.com> 

3. Go to your email and retrieve the 6-digit verification code as seen below. 

4. Scroll down to My Licenses and click on [Renew] 

5. Click [NEXT] under 1. Type 
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6. State License Documentation If your business or profession requires a State 
license, please upload a copy of your current license. This step is mandatory if your 
license is set to expire within the next month. If you have not yet received your 
renewed license, you may proceed with the renewal process. However, you must 
email the updated license to businesstaxreceipts@capecoral.gov upon receipt to 
avoid your Business Tax Receipt (BTR) being placed on hold and potential 
enforcement actions. 

Please note: It is the responsibility of the BTR holder to ensure that all State licenses 
and Sunbiz/Fictitious Name registrations are current prior to renewing the local BTR. 

If there are no attachments, then click [NEXT] 

If you need to go back to any section, Click on [BACK] 
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7. It is time to Review and Submit your renewal request. 

8. Click on the Fees tab 

9. Review Fee amount and click [Add to Cart] 

You can view the invoice and print by clicking on the invoice number 

C:\Users\scraig\AppData\Local\Microsoft\Windows\INetCache\Content.Outlook\0NDILHZ5\How to RENEW 
local BTR via CSS Portal for public distribution (002).docx 



Page 6 of 8 

How to RENEW Local Business Tax Receipt (BTR) 

10. Click on [Go to Cart] 

11. Click on [Check out] and follow next screens to input payment information 
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12. You can 
choose to use 
the credit card 
on file by 
entering the 
Security Code 
of the card 
<OR> Click on 
Enter new 
credit card 
<OR> Enter 
new eCheck 
and follow the 
next screens 
to complete 
the payment. 

13. You can save the payment method for future renewals by clicking on [SAVE] 
<OR> click on the top [X] to bypass this option. 
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14. Complete your payment by clicking [Submit Payment] 

15. Thank you for your payment! 

Examples of the emails received when renewing a local BTR. 
1. One-time verification code - from Community Access Id. 
2. EnerGov Open Invoice 
3. Online Payment Confirmation 
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