
Step-by-Step Guide 
Humboldt County’s Department of Environmental Health (DEH)  

Tobacco Retail Licensing Application  
 

Step 1 
 

• Navigate to Accela Citizen Access 
(https://aca-
prod.accela.com/HUMBOLDT/Login.a
spx) on your web browser. 
 

• Login to renew your existing 
license. 

• Create an account if you are 
applying for a license for the first 
time.  
 

 
Note: You can submit a complaint without 
an account, but you must create an 
account to apply for a license.  

 
  
Step 2 
 

• Click on the Environmental Health 
header. 

 
• Click “Create an Application or 

Complaint.” 
 

• Read the disclaimer. 
 

• Once complete you will click 
“Continue Application.” 
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Step 3 
 

• Click the “Hazmat” drop down.  
 

• Click “Tobacco Retail License 
Application” 
 

• Once complete you will click 
“Continue Application.” 

 
Step 4 
 

• Note: Be sure to choose 
“Individual” for each contact 
instead of “Organization.” 
 

• Provide your contact information 
under “Environmental Health 
Applicant.”  

 
• Provide your billing contact 

information under “Accounts 
Receivable.”  

 
• Provide your business contact 

under “Business Contact.”  

 
• Provide the facility owner under 

“Facility Owner.”  

 
• Once complete you will click 

“Continue Application.” 
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Step 5 
 

• Provide the site’s location 
information.  
 

• Once complete you will click 
“Continue Application.” 

 

 
 

Step 6 
 

• Under “License Details” you will 
select “Tobacco Retail License” as 
the program element.  

 
• When you first apply, you will 

select “New Application” as the 
program type. When you renew 
you will select “Renew 
Application.”  
 

• Once complete you will click 
“Continue Application.” 
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Step 7 
 

• In the “Documentation” Section 
you will upload a scanned copy of 
the Affidavit with your wet 
signature. 

 
• Once you’ve uploaded the 

document, choose "signed 
affidavit" from the "Type" 
dropdown. Give your affidavit a 
quick description and hit "Save." 

 
• Once complete you will click 

“Continue Application.” 

 
Step 8 
 

• The application has been 
submitted when you reach this 
page. Save a copy for your 
records.  

 
• DEH will review the application 

and follow up with you.  
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