
Revenue Division

Online Application Guide



Registration
Step one towards applyinggfor a Business OperatinggPermit is registration.  
The e-mail address for our citizen Portal is 
https://aca.accela.com/sacramento/Default.aspx

Select New users: Register for an Account link at the bottom of the login box.  

http://portal.cityofsacramento.org/Community-Development/Building/Plan-Review/Electronic-Plan-Check


Review the terms associated with using the Citizen Portal and 
accept the terms to proceed.



Fill out the login information and select the Add New button located 
under the Contact Information heading. 



Select “applicant”as the contact Ttype from the drop down menu and select 
Continue. 

This selection will take you to the following window. Boxes with a red 
asterisk next to their label are required fields. They must be populated with 
the appropriate information.  



If you encounter this dialog box, select Continue. 

Next, provide the security code by either typing or speaking (only if your 
computer is configured to accept speaking) the numbers, letters or characters 
into the box provided. 



You should now see the following window, and a note which indicates that 
your account has been created, but that it is not yet active. The most 
important portion of this note is that you will receive further instructions via 
e-mail.



Verification e-mail 
The following email is part of the verification process to activate your Basic 
Citizen Portal Account.   Please click on the Verification Link. 

This link will redirect you to the Citizen Portal login box. Once you enter your 
password select the login button. 



Activated Accounts 
Following your successful login, you will be redirected to a page confirming that 
your account is active. Your account is activated if your user name is visible on the 
screen as shown below. 



Submitting an Application
Navigate to OperatinggPermit and select Create an Application.

http://portal.cityofsacramento.org/Community-Development/Building/Plan-Review/Electronic-Plan-Check
http://portal.cityofsacramento.org/Community-Development/Building/Plan-Review/Electronic-Plan-Check


Review and accept the terms in order to continue your application. 



Enter the required information for your proposed cultivation site.



When you enter a valid address,, the system will automatically populate 
the parcel and owner information for that address.



Select Continue Application to continue, or Save and resume later if you 
wish to save your application and return to it at a later time.

Next, create your contact list by entering the information of the 
individual(s)) associated with the application.  You can enter multiple 
contacts under one application.



Provide the required details about the Applicant and information on the 
proposed cultivation site, such as the canopy size and the status of the 
Conditional Use Permit.  Please note that you cannot proceed with the 
application process unless you have entered a valid CUP File Number.  
The file number is issued by the Planning Division upon the submission 
of a complete CUP application. 



Upload all the required documents one document at a time.  Make sure 
that the documents are in PDF format and are labeled accordingly. 
Click add after each document and until required submissions have 
been uploaded.



File Upload X 

The maximum file size allowed is 1536 MB. 

html;htm;mht;mhtml;exe;midi;lnk;zip;mp3;mp4;avi;mpg;mov;m4v;gif;rar;doc;doa;xtsx;xls;csv;wmv; 

are disallowed file types to upload. 
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After all the required submissions have been uploaded. Review your 
application then proceed by checking the box signifying your agreement 
for the City of Sacramento to verify the information you provided on 
your application. 



You're all done!  Print a record of your application and make sure to make 
your appointment to pay your fees.  Until your fees have been paid, your 
status will remain in Pending status.   
Also note that all applications require a background check and LiveScan 
fingerprinting for all management and staff.

http://portal.cityofsacramento.org/%7E/media/Corporate/Files/CDD/Building/Forms/CDD-0196_Agent-for-Contractor_10-23-13_F.pdf
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