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Part I: How to register for a new City of Sacramento 311 
account 

Step 1: Visit the Business 311 Business Portal 
Visit https://311.cityofsacramento.org/s/business-home and click on the “Register an account” 
tile 
 

 
 

 

https://311.cityofsacramento.org/s/business-home
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Step 2: Click on the “Register & Log In” button 
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Step 3: Click on the “Sign up now” link  
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Step 4: Complete the “First Name,” “Last Name,” and “Email Address” 
fields and click the “Send verification code” button  
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Step 5: Retrieve the verification code from the email address provided,  
enter the verification code, and click the “Verify code” button  
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Step 6: Once the email address is verified, click the “Next” button  
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Step 7: Create a new password, confirm the new password, and click the 
“Create” button  
 
The password must meet the following specifications:  
 

1. Must be 8-16 characters  
2. Must contain at least one lowercase character 
3. Must contain at least one uppercase character 
4. Must contain at least one digit (0-9) 
5. Must contain at least one of the following symbols: @ # $ % ^ & * - _ + = [ ] { } | \ : ' , ? / ` ~ " ( ) 

; . 
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Part II: How to add a business to your existing City of 
Sacramento 311 profile 

Step 1: Visit the Business 311 Business Portal 
Visit https://311.cityofsacramento.org/s/business-home and click on the “Add your business to 
your profile” tile 
 

 
 
 
 
  

https://311.cityofsacramento.org/s/business-home
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Step 2: Click on the “Register & Log In” button 
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Step 3: Complete the “Email Address” and “Password” fields based on 
your existing resident City of Sacramento 311 account and click the 
“Sign in” button 
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Step 4: Once logged in, click on the three-line icon in the top left corner 
 

 

 
Step 5: Select the “My Profile” option 
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Step 6: Scroll down and click the “Add Business” button  
 

 
 

Step 7: Complete as many of the fields as practicable before clicking on 
the “Next” button 
 
Please note, the registration consists of six pages. While the City would prefer that businesses 
complete as many fields as practicable, most fields are optional and the City understands that the 
form is long and completing all of the fields may not be possible.   
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Step 8: Review the submitted information and click the “Submit” button  
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Part III: How to submit a business assistance request for 
service 

Step 1: Visit the Business 311 Business Portal 
Visit https://311.cityofsacramento.org/s/business-home and click on the “Create a request” tile 
 
 

 
 
 
  

https://311.cityofsacramento.org/s/business-home
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Step 2: Click on the “Register & Log In” button 
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Step 3: Complete the “Email Address” and “Password” fields based on 
your existing resident City of Sacramento 311 account and click the 
“Sign in” button 
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Step 4: Once logged in, click on the three-line icon in the top left corner 
 

 

 
Step 5: Select the “Request Service” option 
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Step 6: Verify your contact information by selecting “Yes” for the 
“Business Cases?” question and click on the “Correct” button 
 
Selecting “Yes” associates the service request with your business, as opposed to your home 
residence. Associating requests with your business, when applicable, allows the City to better 
understand business needs and improve customer service. 
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Step 7: Select the “Business Resources” dropdown menu 
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Step 8: Select the appropriate sub-category based on your business 
assistance need 
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Step 8: Depending on the sub-category selected, answer the required 
prompts and click on the green buttons  
For this example, the “General: Business Resources” option was selected 
 
Click the “Request This Service” button 
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For location, click “Select Business” for whatever business that you want associated with the 
request for service. Please note, most businesses will have only one entry, but users can add 
multiple entries if they own and operate multiple businesses.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  City of Sacramento Business 311 Portal Instruction Guide │ Page 36 of 37 

 
 
Complete the required field and click the “Next” button  
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Verify the information entered is correct and click the “Submit” button 
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