
 

 Version 04.01.2017                                                                                                                                                                            Page 1 of 14 

On-line Applications for Temporary Vendor Licenses 

City of Sturgis 

Citizenserve Public Web Portal User Instructions 
 

Thank you for your interest in applying on-line for your Temporary Vendor License for the upcoming 

Sturgis® Motorcycle Rally™.  The City of Sturgis uses the Citizenserve Portal for all our licensing and 

permitting applications.  Please log into the portal to apply for a Temporary Vendor License.   

 

For problems or assistance while applying on-line, please contact the Rally & Events Department at (605) 

720-0800.   
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Accessing the Portal 
The portal can be accessed from the official website, www.sturgismotorcyclerally.com.  Select the 

“Vendor” tab.  Select “Get Your Vending License”.   
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Select the link “City of Sturgis On-Line Vendor License Application (Available April 1)”.  This will take you 

away from the Sturgis® Motorcycle Rally™ website.   

 

 

Logging into the Citizenserve Portal 
The Citizenserve web portal log-in page will then load.  If you have already registered, you will need to 

enter your User Name and Password.  If you have not previously registered, click on the “Register Now” 

link on the right hand side.  Registrations will be good year after year.   You will also be able to see prior 

year’s vendor licenses.   

 

 
 

If you have forgotten your password, select the link, “Forgot Your Username or Password”.  An email will 

be sent to the email address on file.  If you cannot remember or access the email address on file, we can 

reset it.  Please contact the Rally & Events Department at (605) 720-0800.   

 

For a new registrant, the “Register Now” link will load a page that requires you to select your 

REGISTRATION TYPE.  In this case, select “Vendor”. 
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Once the appropriate REGISTRATION TYPE is selected, you will be asked to input your current contact 

information. 

 

You must input a valid 

email address that you 

have access to.  This email 

address is how City staff 

will communicate directly 

with you regarding your 

application status, etc.   

 

We do not sell or share 

this information. 

 

You do not need to input 

HOME ADDRESS 

information.   

 

Preferably, the BUSINESS 

NAME is the name of the 

parent company.   You can 

list the name of the company that is “Doing Business As” when you actually apply for the temporary 

vendor permit, specifically.  However, if you put in the “DBA” company as the main Business contact, there 

is the potential that the company name will change.  Additionally, if you have several DBA companies, you 

can collect all Temporary Vendor Licenses under one account.  That said, you can change the contact 

information from the web portal.   

 

With regards to PHONE NUMBERS, you only needs to input one.  You do not need to input all of them 

unless you wish to.   

 

You then need to select a USER NAME and PASSWORD.  This is how you will access the portal to apply for 

the Temporary Vendor License(s). 
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Applying for a Temporary Vendor License  
Once you have registered, the system will load the “Apply for a License” screen.  Select “Temporary 

Vendor License”, which will load the location information. 

 

 
 

The BUSINESS NAME is the company (or subsidiary company or the DBA company).  The “ADDRESS OR 

PARCEL #” field is the vending location in Sturgis.  It is NOT the business’s mailing or contact address.   

 

 
 

If you enter an incorrect address, the system will prompt you to correct the address.  If you select “Use 

this Address”, the system will allow it.  However, the system will not be able to load the Parcel # and 

Property Owner.  You will be contacted by City staff prior to the issuance of your license to get the correct 

local vending address. 
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If you select “Enter a Different Address”, the system will return them to the data entry screen.  

 

Note that entering “Avenue” instead “Street” or “St” instead of “Street” or leaving it off completely will 

not affect the system’s ability to load the correct City address. 

 

 
 

 

Once a local vending address has been selected, you will then need to provide information specific to your 

vendor location.   

 

The SD TEMPORARY TAX NUMBER is not a required field.  The City’s Temporary Vendor License can be 

issued prior to the State’s issuance of the Temporary Sales Tax Number.    However, failure to obtain a 

South Dakota Temporary Sales Tax number from the State of South Dakota will result in revocation of 

your Temporary Vendor License and fines being issued by the City of Sturgis.  You will also be subject to 

penalty from the State of South Dakota. 

 

 
 

The LICENSE EFFECTIVE DATE is inputted by you.  Please put the first date that you will be selling or 

vending.   

 

The LICENSE EXPIRATION DATE will automatically calculate based on the License Effective Date that you 

inputted.  Please note that it is only visible once the permit is approved. 
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The field VENDOR TYPE provides several options from the drop-down menu.  The options include “Food 

Vendor”, “Non-Profit Vendor”, “Raffle”, “Sponsor”, and “Vendor”.   

 
 

MERCHANDISE TYPE is a general categorization of the merchandise you will sell.  You must select a 

category from the drop-down.   

 

 
 

You can then provide more specific information regarding your product(s) in the MERCHANDISE DETAILS 

text box.  (This is not a mandatory field.) 
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In the STRUCTURE TYPE field, you must indicate what kind of structure you are in. 

 
 

The City Temporary Vendor License fees are calculated based on vending square footage. You must also 

report the square footage of the space that you will be vending.  You must provide the VENDING SPACE 

DIMENSIONS (LENGTH) 

FT and VENDING SPACE 

DIMENSIONS (WIDTH) 

FT of the vending space.   

 

The system will then 

automatically calculate 

the VENDING SPACE TOTAL SQUARE FOOTAGE.  

 

You must also check the box acknowledging that “Failure to accurately state vending space dimensions 

will result in a significant financial penalty.” 

 

 

You also have the opportunity to download the General Vendor Manual.  You can also click on the link to 

the other vendor manuals on the Sturgis® Motorcycle Rally™.  (i.e. Food Vendors, Tattoo Artists, etc.) 

 

You must also read and acknowledge several statements governing you use of the Temporary Vendor 

License.  Note, that once a license is purchased, no refunds will be issued.   
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Submitting an Application 
Once the information required by the Temporary Vendor Application, you must submit the application.  

Do not close this window before you submit or save for later.   

 
If you have forgotten to enter mandatory information, the system will prompt you with the missing 

information. 

 

 
 

While the system is submitting the application, the system will indicate that application is being uploaded.   

 

 
 

Once uploaded, you will get a confirmation message. 

 

 
 

You can then access the application by going to the “My Account” tab and selecting the link “View my 

requests.” 
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Saving an Application for Later 
If you select “Save for Later” while working on your application, you will receive a message.  You can later 

access later access the application from the shopping cart.  The “Shopping Cart” can be accessed from the 

link in the top right hand corner of the web page.   

 

 
 

 
 

The Shopping Cart can also be found by accessing “My Account” and clicking on the “My Pending 

Application” link on the left side of the portal. 

 

 
Once you re-accesses the application, the saved information will be loaded.  You will have the option to 

“Submit”, “Save for Later”, and “Delete”.  If you do not have all the information entered, the system will 

prompt you for the missing information when you attempt to submit.   

 

 

Submitted, Pending Review 
Once you have submitted the application, you will receive a confirmation email indicating that the system 

has received and uploaded the permit for staff review.  
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License Approved, Pending Payment 
Staff will be notified that an application has been received.  Staff will review the application, checking 

location address, etc.  Once the application is approved pending payment, you will receive an email from 

the City indicating that the application status is now “Approved Pending Payment”.   

 

 
 

Paying for the Temporary Vendor License 
To pay for the application, you will go back into the portal.  You can use the link in the email to load the 

permit.  If you are already logged in on that computer/device, the permit will load with a link on the left 

to “Make a payment”.   
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If you are not already logged in, the link in the email will only take them to a static page.  You will then 

need to log-in to the portal.  You can do this by clicking on the “Log-in” link on the upper right hand corner.   

 

Once you click on the “Make a payment” link, the system will load the “Payment” page.  You will view the 

license and the amount that you are paying.  Click “Submit”. 

 

 
While the secure payment portal is loading, you will see this icon.   

 
The secure payment portal is provided through PayPal.  You can either (i) pay with an existing PayPal 

account or (ii) pay with a debit or credit card. 
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If you elect “Pay with Debit or Credit Card”, the secure payment portal will load with the “PayPal Guest 

Checkout”.  The portal accepts MasterCard, Visa, Discover and American Express.  Once you have entered 

all the information and selected “Pay Now”, you will get an email showing that the payment has been 

received.   

 

 
 

Receiving the Temporary Vendor License  
Once staff has received the payment, the status of the License will be changed to “Issued”.  You will be 

emailed a copy of the license as well as a receipt to download.   A paper version is not mailed to you.  YOU 

DO NOT NEED TO PICK UP A COPY FROM STURGIS CITY HALL. 
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The Receipt attachment will show amount that was paid and who paid (based on the applicant’s 

information).   

 
 

The Temporary Vendor License attachment will be the actual license issued by the City of Sturgis.  You will 

need to print the Temporary Vendor License attachment.  If you lose your print-out, the file can be 

accessed through your portal log-in and reprinted.  Just access the “Documents” tab.   

 

The Temporary Vendor License must be displayed in a conspicuous location near the cash register.   

 

Remember, you must also display the South Dakota Temporary Sales Tax license issued by the State’s 

Department of Revenue.  You can contact the Department of Revenue at (605) 394-2332. 

 

 

 
 

 

To access the Temporary Vendor License from the portal.  Select the MY ACCOUNT tab.  Select VIEW MY 

REQUESTS on the left hand side.  Select the link for the Temporary Vendor License that you wish to review.    

Once the license loads, select the DOCUMENTS tab.  
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