
 

Mendocino County Cannabis Department 
How to Modify Your Cannabis Applica�on  

1. Navigate to: htps://aca-prod.accela.com/MENDOCINO/Default.aspx. 

2. Enter the Username or  
E-Mail and your Password 
that you used when you 
created your account, and 

then click . 
 

  
 

3. You will be taken to your 
“Dashboard.” From this 
page you can locate 
Cannabis Cul�va�on 
Business License(s) (CCBL) 
and Applica�ons related to 
your Accela Ci�zens 
Account (ACA).  
 

4. Use your mouse to click 

. 
 

 

 
 

5. On the Records screen, you 
will be presented with a 
table of all CCBL(s) and 
Applica�on(s) associated 
with your ACA. 
  

6. Click  for any 
“Ac�ve” CCBL for which you 
would like to Modify.  

 
 
              

 

 
 

https://aca-prod.accela.com/MENDOCINO/Default.aspx


7. Select the “Cannabis 
Modifica�on” op�on and 

click .  

 

 
 

8. Review the Business Legal 
Name and descrip�on 
associated with your CCMB 
and detailed descrip�on 
and ensure it is the correct 
license you wish to modify.  
 
If necessary, the Business 
Legal Name and/or 
descrip�on of your business 
can be modified here.  
 
Once reviewed and 
updates, if needed, are 
completed, click 

. 

 

 
9. Review the Address and 

Parcel informa�on and 
ensure it is the correct 
loca�on for which you wish 
modify your applica�on. If 
it is, click 

. 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



10. Review the Loca�on and 
Contacts List. Here you can 
add addi�onal Contacts by 
clicking on “ADD NEW.”  
 
If you would like to add new 
contacts, such as an Agent 
and/or Business Contact, 
proceed to Step 12, below.  
 

11. If you do not want to add 
addi�onal contacts, click 

 and 
proceed to Step 17, below.  

 

 

12. Select the Contact Type you 
would like to add, then click 

. 
 

 

 



13. Enter the First and Last 
name of the new contact as 
well as their E-Mail address. 
 
Fields with * are required. 
The other fields are 
op�onal. 
 

14. Click . 
 

 
 

15. For Address Type, select 
either “Business” or 
“Mailing” from the drop 
down list. Provide the 
address for the new contact 
you are adding to your 
CCBL. 
 

16. Click . 
 

 



17. You will receive 
confirma�on the contact 
has been successfully 
added. If no other contacts 
need to be added, click 

. 
 
*If addi�onal contacts need 
to be added, repeat Steps 
10 – 16.  

 
 
 
 
 
 
 
 
 
 
 
  

 

 



18. Review the General 
Informa�on, No�ce of 
Viola�ons, and Permit Type 
informa�on and modify 
your previous answers as 
necessary.  
 

19. You will need to answer the 
following new ques�ons: 
 “Has any Permit Type 
Informa�on Changed?” and 
“Is this modifica�on for a 
conversion of record type?” 

 
20. If you select “Yes” to “Has 

any Permit Type 
Informa�on Changed?” a 
new ques�on will appear: 
“What modifica�on(s) will 
occur?” Please fill out the 
response box describing 
your permit modifica�ons 
as detailed as possible.  
  
 

21. Click . 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
22. Review the DCC License 

Informa�on. Here you can 
add new or updated 
licenses by clicking on 

.  
 

23. If you would like to add DCC 
Licenses, proceed to Step 
25, below.  
 

24. If you do not want to add 
addi�onal contacts, click 

 and 
proceed to Step 29, below. 

 
 



25. Select the correct License 
Type, License Status, and 
enter the corresponding 
license number, the first 
and last name as it appears 
on your state license and 
the license expira�on date.  
 

26. Click . 

 
27. You will be returned to the 

DCC License Informa�on 
page where you should see 
a green no�fica�on 
indica�ng the DCC State 
License was added 
successfully.  
 

28. Click . 

 

 
 



29. Review the Grading Details 
and Equipment sec�ons. 
Here you can update your 
applica�on to remove or 
include new equipment to 
be u�lized on-site.  
 

30. Scroll down to Irriga�on 
System.  

 
 

31. Update your Irriga�on 
System(s) selec�ons to 
accurately reflect any 
changes made to your 
irriga�on system onsite.  
 

32. Click . 

 
 



33. Review the Water & 
Irriga�on sec�on. Here you 
can update water and 
irriga�on informa�on.  
 

34. Click  to add 
new water sources or click 
on the box next to the 
water source you would like 
to edit or delete then click 

 or 
 as applicable.  

 
35. Once all updates or 

modifica�ons have been 
made, click 

. 
 

 
 
 

36. Review and determine if 
power source informa�on 
needs to be updated for 
your cul�va�on opera�on.  
 

37. Click . 

 



38. If you selected “No” power 
source, or if you have not 
changed your power 
source, con�nue to Step 44, 
below.  
 

39. If you selected “Yes” to 
having a power source and 
you have made changes to 
your power source, you will 
now be able to modify your 
list of power sources 
u�lized for your cul�va�on 
opera�on.  
  

40. To add a power source, click 
 or click on 

the box next to the power 
source you would like to 
edit or delete then click 

 or 
 as applicable 

 
 

41. Provide the Type of Power 
and provide the permit 
number, amps, and any 
other iden�fying 
informa�on. If this is the 
primary power type, check 
“Primary Power Type.” 
 
Fields with * are required. 
The other fields are 
op�onal. 
 

42. Click . 

 
43. If addi�onal power source 

informa�on needs to be 
added, repeat Steps 40- 42. 
 

44. Click . 

 



45. Update power informa�on. 
In this example, a generator 
is used so addi�onal details 
are requested about the 
generator. You can update 
these details at this �me.  

 
Please note fields with * are 
required.  
 

46. Click . 

 
 
 

47. Modify any security 
informa�on that may have 
changed on-site since your 
original CCBL submital.  
 
Fields with * are required. 
The other fields are 
op�onal. 
 

48. Click . 

 
  



49. Modify any environmental 
details related to your 
cul�va�on opera�on and 
site.  
 
Fields with * are required. 
The other fields are 
op�onal. 
 

50. Click .  

 
 

51. Modify your applica�on to 
include new structures or to 
indicate that there are no 
structures on-site related to 
your cul�va�on opera�on. 
 
Fields with * are required. 
The other fields are 
op�onal. 
  

52. Click . 

 
 



53. Modify your structure/site 
plan ID list here.  Click 

 to add new 
structures or click on the 
box next to the site plan 
iden�fier name you would 
like to edit or delete then 
click  or 

 as applicable.  
 

54. Modify environmental 
details if you have obtained 
a LSAA, Timberland Permit, 
or SW Construc�on Type.  
 
Fields with * are required. 
The other fields are 
op�onal. 
 

55. Click . 

 
 

56. Review and modify as 
necessary the material 
inputs (soil, pes�cides, 
herbicides, fungicides, and 
biocides) used for 
propaga�on and/or 
cul�va�on purposes.  
 
Fields with * are required. 
The other fields are 
op�onal. 
 

57. Click  to add 
new inputs or click on the 
box next to the name and 
forma�on you would like to 
edit or delete then click 

 or 
 as applicable. 

 

58. Click .   

 



59. If your LEEP eligibility has 
changed, please modify 
that here.  
 

60. Click .   
 

 
61. Modify or update any of the 

required documents listed 
on this page. It is important 
to ensure submited Site 
Plans, Agent Consent 
Forms, and Lake and 
Streambed Altera�on 
Agreements are up to date. 
  

62. Click  to open the file 
explorer and locate where 
your document is saved and 
select it then click open.   
 

63. Once all documents have 
been submited, click 

.   

 

  
 



64. Review your modified CCBL 
applica�on.  
 

65. Scroll down and review the 
Cer�fica�on then click on 
the checkbox confirming 
you agree to the 
cer�fica�on.  
 

66. Click .   

 

 
 

67. You will now be shown a list 
of fees associated with your 
applica�on (Modifica�on 
Applica�on Fee).  
 

68. Click .  

 
69. Review the payment 

processing informa�on on 
the screen and confirm the 
Cannabis Cul�va�on 
Applica�on you selected in 
the previous step is listed 
under . 
 

70. Click . 
 

 

 
 



71. Select one of the three 
payment op�ons listed 
here: “Pay with credit/debit 
or PayPal”, “Pay with Credit 
Card” or “Pay with Bank 
Account.” Once you have 
selected your preferred 
payment method, click 

.  
 
 
 
 
 

 

 
72. You will be taken to a 

payment processing screen 
that should look like the 
one to the right.  
 

73. Ensure that the Cannabis 
Permit Applica�on is listed 
under “My Bills.” 

 
74. Enter your billing address 

registered with your Credit 
or Debit Card under 
“Cardholder Informa�on.”  

 
75. Select the Payment Op�on 

and enter the informa�on 
on your Credit or Debit 
Card including Card 
Number, Expira�on Date, 
and the CVV (o�en a three-
digit number found on the 
back of your card). 

 
76. Click . 

 



77. Please review the 
informa�on you have 
provided then click on “I 
Agree to Terms and 
Condi�ons” then click on

. 
 

 
78. You have now paid the fees 

associated with your 
Cannabis Cul�va�on 
Applica�on Modifica�on! 

 

79. A receipt of this transac�on will appear in your email (the email address associated with your ACA 
portal account and Cannabis Applica�on). 
 

80. Your modified applica�on has now been submited for review by the Mendocino County Planning 
Department.  

 


