Login & Renew a Housing License on CitizenServe
1. Go to https://www.citizenserve.com/shaker
2. Click LOGIN in the top right corner of the screen.

3. Enter the login credentials. Your unique username and password are in the body of the letter
that accompanied this document. DO NOT register for a new login. If you are having difficulty
logging in, please use the chat function by clicking on the blue bubble in the bottom right corner
of the login page and someone from the website support team will help. The chat function is
available Monday through Friday, 9am to 8pm.

4. If prompted, create a new password then click SAVE

1

5. Once you have successfully logged in, you are ready to renew your Housing Rental License. Select
My Account from the menu at the top of the page if you are not already on that screen.

6. Under Housing Rental License on the My Account page, click RENEW YOUR EXISTING LICENSE.

2

7. NOTE: If you have multiple licenses to renew you will see a list to choose the license number you
wish to renew.

8. Complete all of the fields. Required fields are indicated with a vertical red line.

9. For apartment buildings, you will be required to download, complete, and upload a Rental
Occupancy form. For all others, you will be able to enter tenant information directly in the portal.
If you are designating an agent, you will be required to download, complete, and upload the
designation of agent form.
10. Press SUBMIT at the end of the form to submit the application. You will receive an email
confirmation that your renewal application was received by the City of Shaker Heights.
3

11. If Paying by Check, skip to step 13. If paying by credit card, click “Make Payment”.

12. Enter credit card information and click “Pay with your Credit Card”.

13. If opting to send a check , you can exit the application at this point. Please make your check out to:
City of Shaker Heights. Be sure to include the property address(es) in the memo line. Please mail to
Shaker Heights Building and Housing Department, 3400 Lee Rd., Shaker Heights, OH 44120
14. Your application is considered incomplete until payment is received and processed. Once your
renewal/exemption application has been processed, you will receive an email confirmation within
15 business days.
Questions? Please call Joanne or Laura in the Building and Housing Department at 216-491-1471.
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