Mendocino County Cannabis Department

How to Upload Files to your Cannabis Cultivation Business Licenses

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

2. Enter the Username or
E-Mail and your Password | |[EEag cennabis

-

that you used when you Advanced Search

created your account, and

X Please Login

then CI'Ck . Many online services offered by the Agency require login for security
reasons, If you are an existing user, please enter your user name and
password in the box on the right.

Sign In

USERNAME DR EMAIL:*
New Users - YourEmailHere

If you are a new wser you may register for 2 free Citizen Access account.

It only takes 2 few simple steps and you'll have the added benefits of

seeing a complete history of applications, access to invoices and receipts,
checking on the status of pending activities, and more. -

PASSWORD-:*

Forgot Password?
Register Now »

Remember me on this device

Not Registered?

CREATE AN ACCOUNT

3. You will be taken to your

“Dashboard.” From this = connavis
page you can locate any }
Cannabis Cultivation
Business Licenses (CCBL)
related to your Accela

Citizens Account (ACA). Savet i ot (0) 1ty Colection (0)

4. Use your mouse to click

Dashboard My Records My Account Advanced Search -

Hello, Example Example

View All Rec

There are no items in your You do not have any collections
shopping cart right now. right now.

n— — [T

Record Name Record ID Module Creation Date Action

No records found



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

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

You can select the record
number of any CCBL to
upload new, revised, or
additional files.

m Cannabis

Dashboard My Records My Account Advanced Search =
-« Cannabis
Showing 1-4 of 4 | Download results | Add to collection
[ ] pate Recard Number Record Type Deseription Project Name Action
O oo/12/200a  pptt-e-2024-0025- Cannabis Withdrawal Detel ii‘f_iw_ BlueBudsExample

[ ossosyzozs  CAN-C-2024-0024- an elean halistic
! ASGN-001

and naturally

sourced cultivation

technigues.

Cannabis Assignment GreenBudsExample

bis

Cannabis Cultivation
Application

GreenBudsExample  Make Changes

O owc- CAN-C-2024-0024-APP

on clean halistic
and naturally
sourced culltivation

technigues.
[ 09/09/2024 CAN-C-2024-D025-APP i::';::i’__\:_:”"i“"i”“ g::i_ii‘f_iw_ BlueBudsExample  Make Changes
Click Record Info =+ and a
drop-down menu will Home m
a‘ppear' CIICk on the Opt'lon Create an Application Search Applications Request an Inspection
titled “Attachments.”
Record CAN-C-2024-0024-APP: Add to cart

Cannabis Cultivation Application Add to collection

Record Status: Submitted

-Record Info *

Record Details

Conditions .

Payments *

added to this record on 0%/09/2024,
later Availability Analysis Severity: Notice
ans: 14 (Netice: 12, Required: 2)

Processing Status

View Condition

Related Records

-Aﬂachments

Inspections

501 LOW GAP




8. You will be greeted with a
list of attachments that you
have already submitted for
the corresponding CCBL.

9. To add new or revised files
to your CCBL, click on the

m button in the lower

left section of the screen.

Home m

Create an Application Search Applications Request an Inspection

Record CAN-C-2024-0024-APP:
Cannabis Cultivation Application
Record Status: Submitted

Record Info = Payments *

Conditions .

A natice was added to this record on 09,/09/2024,
Condition: Water Availability Analysis Sewerity: Notice
Total Conditions: 14 (Metice: 12, Required: 2)

Add to cart
Add to collection

View Condition

is 1

ypes to uplo

Hame Record ID Record Type Entity Type Type Size
Agent Consent  CAN-C-2024-  Cannabis Cultivation [ AT
Form_docx 00Z4-APP Application e =
Business CAN-C-2024-  Cannabis Cultivation ,
Formation.docx  0024-APP Application s 18.11 k8
Business Cannabis Cultivation -
Formation docx Application RS L2 SLKE
Envirastor Cannabis Cultivation ,
Cortese List.docx Application Fecord 18.18 Ka
Lake and
Streambed CAN-C-2024-  Cannabis Cultivation
Alteration 0024-APP Application =] ILERLE
Agreement.docx

“Prev 1 2 3 4 5 6 MNext>

1 =

owed is B
mﬂ::umr:uﬂ:exe:hkd:h tm;htmlins;isp;jar;jejse;lib nk;mde; mht;mb tml;mse;m

»
Latest Update Action

09,09/2024 Actia

08,/09/2024 Actio

09,/09/2024 Actia

09,09/2024 Actia

08,/09/2024 Actio
3

10. A pop up will appear just
like the image to the right.

11. Click on the m button.

12. Another window will pop
up, allowing you to select
the files you wish to upload.

13. Each file must be selected
one at a time repeating
Steps 11 and 12 for each
new file you wish to upload.

File Upload x

The maximum file size allowed is 100 MB.

ade;adp;bat;chm;cmd;com;cpliexe;hta;htm:html;ins;isp:jar;js:jse

are disallowed file types to upload

Can




14. Once you are done
selecting the files you wish
to upload. Click on the

button.

m Remove All Can
3

File Upload x
The maximum file size allowed is 100 MB.
ade;adp;bat;chm;cmd;com;cpl;exe;hta;htm;html;ins:isp;jar;:js;jse
are dizallowed file types to upload

Agent Consent Form.docx 100%

Business Formation.docx 100%

15. You will be taken back to
the Attachments page,
however, this time you will
see additional options at
the bottom of the page for
each file upload you
provided in the previous
steps.

The maximum file size allowed s 100 MB.
adejadm batchm;cmd;com;cpizexe; htazhtm; htmizinsisp:jarisdseiib inkmde; mhmhtmiymscmspymstiphp pif:scry sctshbrs
are disaliawed file types ta upload

»
Name Record ID Record Type Entity Type  Type Size Latest Update  Actior
Agent Comssnt  CAN-C-2024-  Cannabis Cuttivation .
9 44 KE /05,202
Farm.cacx a024-ARP Apglication R IR SN KE Rl Actic
CAN-C-2024-  Cannabis Cultvation . i e -
a022-8FF apglicaticn e 18.11 w8 09/ 09/ 2024 Actic
Business CAN-C-2024-  Camnabis Cultwation . - .
Recars 13.11x8 va/0s,2024
Farmatian.docx  OD24-APF Apglication Actio
Envirastar CAN-C-2024-  Cannabis Cultvation o 1 s T -
Cartese Ust.dock  OD24-AFF application Aecarc 18.18 w8 09/ 05/2024 Actic
CAN-C-2024-  Camnabis Cultwation S T .
BT e Recars 11.56 k8 va/0s,2024 Actic
Agresment.docx
<Prov 1 2 3 4 5 & M3
3
* Type: Remove
—Selet— -
Flle:
Agent Cansent Form.dacx
100%
* Description:
g
spell check
* Type: Remaue
—Selact— -
Flle:
Business Formation.docx
100%
+ Description:
&

spell check

3 £ =0




16. Click on the *Typ=:
dropdown and select the
option that most closely
matches the file you are
uploading. Do this for each
individual file you are
uploading.

The maximum file
adejadmbatich

are d

allowed i 100 MB

awed file types to uplo:

4

Nama Racord ID Record Type Entity Type  Type

Agent Consent CAN-C-2024- Cannabis Cultivation

Farm.cacx UD24-APF Alication e
_ =

Afficavit

Agenk Consent Form

Appropristres Water ight

Artificial Light Managemeant Pian

Biological Survey Reculred

Business Farmatian

Bucness Formaban - DOC State License

Business Formabian - Praperty Owner

a
Business Formatian - Sellers Permit
Business Farmaban - Seiler's Permit
Cannabis Inspacticn Repart
Cannabis Frogram Participants - Tax Impased
B Afficavit
Commercial Cannabis Cultivation Business Tax Reglstration Form
Contiguaus Expanskan affidavit with Supparting Matenisls
o
Deed
-
Denisl Fending Lester Ph 1
]
| Encroachment Permit
-
-] 4
* Description:
-
-
g

spell check

3 1 =0

70.44 KB

18.11 KB

18.11 KB

13.13 KB

11.56 KB

& Mani >

o L
cmd;com:cpl;exe;hita;hom:htmizinsksp:jar s dserlibink;mde: mhtmhtmi;mscimsp mst:phpopif; sorsctishbrs

4

Latest Updats  Actior

0908/ 2024

Actic

Actic

Actic

Actic

Actic

Remowe

Remowve




17. Provide a brief description
you are uploadlng a re\“Sed -:1‘ adpbat rn e s rﬁ e htmiins;l Jsrjselib;ink;mde;mhtimbtmi, sty phppif, tishb,
S . ade;adpbatyc exe;hita; htm; htmi; ins;lspyjaryjsjse;lib;ink;mde;mht;mhtmimsc;mspymst;phppifiscryschshbys
file if that is the case. Do
this for each individual file ‘ 4
. Name Record ID Record Type Entity Typa Type Slze Latest Update  Actior
you are uploading.
Agent Consent  CAM-C- Cannabic Cultivat . .
-“:rcn-‘.c':cl;. - aD24-APP m::;:annL " mecors ThAL kB Actic
18. Click m to finish
uploading eaCh ﬁle' -f:rr;l-l;a::r.c.-.c- -:J-D!'—-.ﬁ-.’I:" ) E::;:;:J:ELNMH Aesare 18.11 w2 3/ Actic
Business CAN-C- Cannabés Cultivation T -
Farmatian.docx  OD34-ARF Applicaticn = 18.11 w8 Actic
viraStar Cannabis Cultivation a a - -
tese List.docx Applicaticn Recars .18 e Acttic
Lake and
Strea Cannabés Cultvas . o ,
n.e:m::::c _‘:;;:mﬂ" YA mecard 11.56 KB 09/08, Actio
Agresment.docx
“<PFrev 1 2 3 4 5 6 Hexis
4 ]
* Type: R i e
Agens Consent Fanm -
File:
Agent Cansent Form.docx
L00%
* Description:
Agent Consent form Submission for revies and approval. -~ -
-
e
spell check
*Type: Remove
Buzminess Farmabion -
File:
* Description:
Business Farmabion fonm Submission for review and approval. - '
-
s
spell check
~Ea3Ea




19. You will be taken back to
the Attachments page, this
time with a message
indicating you have
successfully uploaded your
file(s). You can jump to the
last page option (Page 3 in
this example) to see the
newly updated file(s).

*Note: It may take a few
minutes before the file(s)
you uploaded are displayed
in the attachments list.

Create an Application Search Applications Request an Inspection

l The attachment(s) has/have been successfully uploaded.

It may take a few minutes before changes are reflected.

Record CAN-C-2024-0024-APP:
Cannabis Cultivation Application
Record Status: Submitted

Add to cart
Add to collection

Record Info v Payments *

Conditions )

A notice was added to this record on 05/09/2024.
Condition: Water Availability Analysis Sewerity: Motice
Total Conditions: 14 (Motice: 13, Reguired: 2)

View Condition

The maximum file size allowed is 100 MB.
adeadpbatichim cmd; comyepl; exe) htashtm  htmizins: isp:jarsdselibinkmdembtm htmizmsc mspmst phppifsorsctishb s
are disallawed fils types to upload

k
Hamae Record ID Record Type Entity Type Type Size Latest Update Actior
Agent Congent  CAN-C-20234-  Cannabés Cultrvaticn - iy =
Farm.cacx 0024-8RF apglication R FossEs insanzg Actic
Cannabis Cultrvation . . P :
application Recars 181188 09/ 0%/2024 Actic
Business CAN-C-2024-  Cannabis Cultivation . T =
A 15.11 KB 09/ 09/2024
Farmatian.docx  QD34-APF apglication e ° LT
EnwviraStar CAW-C-2024-  Cannabés Cultvation B 18 KE :
Cartese Lst.dock  0024-APP Applicaticn Fecnrd 181808 Actic
and
mied CAN-C-2024-  Cannabis Cultrvation =2 xx P -
tion 0024-APP application Fecnr] 1156 KE rRnsan Actic
smEnt. dock
<=Prew 41 2 3 4 5 B 7  Mexiz
b

Congratulations, you have now successfully uploaded your new, revised, or additional file(s) for review

with your CCBL!




