
 
 

 
 

   
 

  

    
 

 
 

 
  

 

 
 

 

 
 

   

   
 

Renewing Your Liquor License for 2021 Online
Using Citizen Access
Renewing your liquor license online will save time and decrease the amount of information to enter, as you will be able 
to verify the information on file as part of your existing account in lieu of entering all new data.

1. Visit www.rochestermn.gov/citizenaccess to get to Rochester’s online system for licensing.

2. If you have not already created an online account in Citizen Access, you will need to do so in order to process 
your renewal.

[Instructions for Creating a New Account] (video)

When creating a new account, please make sure to use the email address associated with your account (the one 
entered for the applicant in your application last year.) This is required in order to connect your new access 
account with your existing license file(s).

Once you’ve created an account, enter your username and password and click Login.

http://www.rochestermn.gov/citizenaccess
https://lf.rochestermn.gov/Documents/ElectronicFile.aspx?dbid=0&docid=761310
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Reviewing your existing license information for renewal 
1. Click “My Records” under the Home Tab: 

  

 
 

 

2. Click the drop down carrot next to City Licensing to display a list of your license files:  

 
NOTE: If you do not see your license under City Licensing, call the City Clerk’s Office at 507-328-2900.  
If you have just set up your online Citizen Access account, your existing licenses may not automatically 
connect to your account. The Clerk’s Office can manually connect them if necessary. 
 

  



3. Click “Renew Application” next to the License record you are ready to renew:  

 
 

4. You will now be able to go through all parts of your account, to review the information on file for your license. 
This starts with Step 1 containing the information about your premise address and the owner of the property 
where your business operates:  

 
Verify the information in this step is still accurate, make any updates needed, and then click “Continue Application” 
near the bottom left on this screen. 

 
  



5. In Step 2, review the information on file for the Applicant (the person completing the application) and the 
mailing address for the business. 

 
Click “Edit” to verify or change information in either of these sections. Once you are finished with this page, click 
“Continue Application” near the bottom left on this screen. 

 

6. Next verify the information on file for the License Holder (the person responsible for this license) and the on-
site/responsible manager: 

 
Click “Edit” to verify or change all information in these sections. Once you are finished with this page, click 
“Continue Application” near the bottom left on this screen. 

 

  



7. Continue verifying the information on file for your license on each page, filling in any blank fields and making 
edits for any changes to existing information on file. The screens you will see in this process will vary depending 
upon which type of liquor license you are renewing. 

For most license types, this includes next verifying your detailed business information. For a full intoxicating on-
sale license, for example, your screen will look like: 

 
Most license types will have some questions that have to be answered as part of the renewal. That includes 
these questions about any changes to the business ownership that have not been previously reported, and 
whether the business or any owner has received a summons in the past year for any business involved in: 

 



8. Once you reach “Step 4>Required Documents,” all license types have documents that must be uploaded as part 
of your renewal. Refer to your application checklist for which files are required for your license type. 

 
Upload needed documents by clicking the “Add” button, and following the prompts in the “File Upload” pop up 
that will open on your screen. After you’ve finished selecting documents to add, click “Continue” 

  
For each document uploaded, select what type of file it is from the dropdown menu, and enter a brief description of 
the document, e.g. “Updated Addendum C for Liquor Inc.” Then click “Save” and once all documents have been 
uploaded, click “Continue Application.” 

 



9. Complete a final review of the application in Step 5 – Review. Each section of your renewal application is 
summarized on this screen. There is an “Edit” button by each section that will take you back to that section if 
you see any further updates that are needed.  

 
10. Once you have reviewed all application information, read the Notice of Collection of Private Data and 

Verification of Application Data Submitted, and check the box at the bottom of Step 5 to indicate you have 
reviewed this notice. 

 
 

 

  

 

 

Click “Continue Application” at the bottom left of this screen to submit your renewal application.

11. You have completed your renewal application submission! You will receive a confirmation email to the
  applicant’s email address indicated in your application. 
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