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OVERVIEW 

The purpose of this guide is to assist constituents in the City of Palm Springs that desire to apply for a Cannabis 

Related Business and Activities license. This guide will illustrate how to sign up to use the City of Palm Springs Self 

Service (CSS) system and give overview on how to apply for the license.  

CREATING AN ACCOUNT  

When you first visit Palm Springs Self Service portal, you will need to register by selecting “Register” in the top 

right corner of the screen. 

 

The next screen will direct you to “sign-up”. From here you simply need to follow all the steps required by the 

system to sign up. Please make note that any item with an asterisk (*) is required and will need to be completed.  

 

 

 

 



APPLYING FOR A CANNABIS LICENSE  

Once you have signed up, or signed in, you will be directed to the welcome page. Here you can apply for city 

permits, licenses etc. For purposes of this document, we will look a applying for a Cannabis License. 

STEP 1 - APPLY 

Select the “apply” tab and select “license”.  The cannabis application is in this section. Select apply as shown 

below. 

 

STEP 2 - APPLICATION 

You will see an option to “create new business during application”. You first will need to select the “company 

type”. The types available are Corporation, General Partnership, LLC, LLP, Professional limited liability company or 

sole proprietorship. Next, select the + sign. 

STEP 3 - LOCATION 

The next screen will continue the application process. The first part is adding a location. Under the location drop 

box, please make sure to select “business”. Then select “add location”. 

 

You will be able to search for an address or enter one manually. 



 

 

STEP 4 – TYPE 

Under the “type” section, you will need to complete Business Details and License Details. After you complete, press 

next.  



 

 

STEP 5 – CONTACTS 

Under the contacts section, you will need to provide contact information for the applicant, the business owner, 

and the emergency off-site contact.  



 

 

For each contact, you can search for an existing contact, or manually add. Additionally, you can set favorites.  

 

STEP 6 – MORE INFO 

In this section, you will need to complete information labeled with an asterisk(*) as well as any additional relative 

information. Once completed, press next. 



 

STEP 7 – ATTACHEMENTS 

In the attachments section, you will need to complete and provide the Cannabis Related Business and Activities 

application, which can be found on our Cannabis Webpage. Additionally, you can submit additional documents. 

Select next when completed. 

 

STEP 8 – SIGNATURE 

This section is simply asking for your signature. Select next when completed. 

STEP 9 – REVIEW AND SUBMIT 

https://www.palmspringsca.gov/government/departments/special-program-compliance/cannabis-related-business-and-activities/forms


This section you will need to review the information and submit. If you need to make correction, you can select the 

back button to return to the respective screen. Once submitted, you will receive confirmation. 

 

STEP 9 – DASHBOARD 

Once the application is submitted, you will be directed to the dashboard. Here you can see any permits, plans, 

inspections, invoices or licenses related to you. 

 



 

STEP 10 – MY LICENSES 

When you select the respective license, you will be directed to the license details. Here you can review the 

summary of the license.  

 

Staff will be in touch with you for any additional information needed. Once the license has been received, you will 

notice the “fees” section on the dashboard update. Before the license can be reviewed and processed, you will 

need to pay. Please see example below. 



 

To pay the fees, simply follow the instructions that appear. 

STEP 11 – CONTACT WITH STAFF 

CONGRATULATIONS ON SUBMITTING A LICENSE. PLEASE STAY IN CONTACT WITH STA FF ON ANY 
ADDITIONAL NEEDS. IF YOU HAVE ANY QUESTIONS, PLEASE CONTACT THE DEPARTMENT OF 
SPECIAL PROGRAM COMPLIANCE AT 760-322-8317 OR EMAIL 
CANNABIS.ADMIN@PALMSPRINGSCA.GOV  

 

 

mailto:cannabis.admin@palmspringsca.gov

