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REGISTERING ON THE CIVIC ACCESS PORTAL (CAP)  

To register on the Portal, click on the Guest icon in the top right corner, then click on Register 

from the dropdown.  

 

 

 

 

 

 

IMPORTANT: If you were previously registered with our Portal or a new user, you will need to 

Sign Up through our new secure way of logging into the Portal.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



CIVIC ACCESS PORTAL USER GUIDE 

 

3 
 

Enter your email address, first name, last name and create a password, then click Sign Up. 
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At this time, please check the email address you entered on the previous screen and enter the 

6-digit verification code you will receive in an email from “Community Access”, then click 

Verify. 
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LOGIN FOR NEW USERS 

Please click Continue to create your profile.  

 

 

 

 

 

 

 

 

 

Please choose your Contact Preference, then click Next.  
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Please enter your address information, then click Submit.  
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RENEWING YOUR OCCUPATIONAL LICENSE  

Once logged in, click on My Work to view all your licenses, and permits. Then, click on My 

Licenses to view all your licenses and permits. Find the license you want to renew and click 

Renew.  

 

 

 

 

 

 

 

 

 

 

 

 

 

Please note: If you do not see your license, your user profile will need to be linked to your 

license.  

If the Renew option isn’t available to you it may be that the license isn’t renewable just yet, 

or the license was not renewed for the previous year and is delinquent.  

In either instance, please contact our office at occupationallicense@calcasieu.gov or by 

phone at 337-721-3640 to have your license(s) updated.  
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On the License Details screen, please confirm the License Type and Description of your business 

you are trying to renew. Once confirmed, click Next to continue. 
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On the More Info screen, please enter your business’ previous year’s gross dollar amount in the 

respective tax table space. Once entered, scroll to the bottom, and click Next to continue. 
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On the Attachments screen of the renewal, please attach any supplemental documents for the 

renewal which may include reports of your gross dollars for the previous year. Once added, 

click Next to continue.  Please note: Adding an attachment is not required.  
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The Review and Submit screen will show you all the information you’ve entered, attachments 

uploaded, and estimated fees. Click Submit.   
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PAYING THE OCCUPATIONAL LICENSE FEES 

To expedite your renewal, please proceed with the payment of your renewal by clicking Fees. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click Add to Cart.  
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The next screen is your Shopping Cart. Click Check Out to continue to the payment options.  

To complete your payment, please enter your credit card information on the payment screen, 

then click Pay Now.  
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What Happens Next? 

 

If you pay online through the Portal, you will be issued your current year's occupational license 

within 2 business days, and your license will be mailed to you as soon as possible.  

 

If you would like to pay your fees via check, please remit payment to us at:     

Calcasieu Parish Police Jury 
License Office 
PO Box 1583 
Lake Charles, LA 70602 
 
**Please note your invoice number or license number in the memo line of your payment. ** 

 

Once we receive your renewal application and payment, we will mail your license as soon as 

possible.   

 

If you need an electronic copy of your license, please email us at 

occupationallicense@calcasieu.gov.   
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