Step-by-Step Guide

Humboldt County’s Department of Environmental Health (DEH)
Tobacco Retail Licensing Application

Step 1

e Navigate to Accela Citizen Access

(https://aca-
prod.accela.com/HUMBOLDT/Login.a

spx) on your web browser.

e Login to renew your existing
license.

e 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.

Welcome to Citizen Access for the County of Humboldt

Planning and Building: (707) 445-7541 / Environmental Health: (707) 445-6215

Register for an Account  Reports (1) ¥ Login

The Planning and Building Department has resumed front Global Search "
counter “walk in” service during normal business hours at our
Eureka Office Mon - Fri from 8:30 AM- to 5:00 PM. Customers
served in-person will be expected to observe the County’s
published safety guidelines while in the buildings. For those
who prefer remote support, telephone and email continues as
options for addressing customer needs.

m Planning Building Enforcement Environmental Health

Advanced Search w

Please Login )
Many online services offered by the Agency require login for security reasons. Sign In
If you are an existing user, please enter your user name and passwerd in the
box on the right.
USERNAME OR EMAIL: *
New Users
1f you are a new user you may r for a free Citizen Access account. Tt
only takes a few simple steps and you'll have the added benefits of seeing a
complete history of applications, access to invoices and receipts, checking on PASSWORD: %
the status of pending activities, and more.

Forgot Password?
e

Remember me on this device

Not Registered?

CREATE AN ACCOUNT

Step 2

e Click on the Environmental Health
header.

e Click “Create an Application or
Complaint.”

e Read the disclaimer.

e Once complete you will click
“Continue Application.”

[ soval search g

Home Planning Building Enforcement REaUGLTutiel et

Create an Application or Complaint Search Applications

Online Application or Complaint Submittal

Welcome to the Department of Health and Human Services, Division of
Environmental Health Online Permitting System. Using this system you
can submit and update information, track the status of your application,
and print your final recerd all from the convenience of your home or

office, 24 hours a day.

Please "Allow Pop-ups from This Site" before proceeding. You
must accept the General Disclaimer below before beginning your

application.

Continue Application to submit an Environmental Health Complaint.

Register for an Account or Login to submit an application.

General Disclaimer
While the County of Humboldt Department of Health and Human Services, .
Division of Environmental Health attempts to keep its Web information
accurate and timely, the agency neither warrants nor makes representations
as to the functionality or condition of this Web site, its suitability for use,
freedom from interruptions or from computer virus, or non-infringement of
proprietary rights. Web materials have been compiled from a variety of
sources and are subject to change without notice from the agency as a

[ I have read and accepted the terms above.

Continue Application »
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Step-by-Step Guide

Humboldt County’s Department of Environmental Health (DEH)
Tobacco Retail Licensing Application

Step 3

Click the “Hazmat” drop down.

Click “Tobacco Retail License
Application”

Once complete you will click
“Continue Application.”

| Global Search

Home Planning Building Enforcement QERUGHTHENIGIRGEE] ]

Create an Application or Complaint Search Applications

Select a Record Type

Choose one of the following available permit applications.
For assistance or to apply for a permit type not listed below please contact us.
You may also visit our website for information on Food Permit Category Definitions.

A - |

» Food Edible

» Meetings and Consultation

» Cottage Food

» Personal Services

¥ Recreational Health

» Retail Food

» EnvHealth Land Use

¥ Hazmat
() Hazmat Monitoring Well and Boring Permit Application
(@ Tobacco Retail License Application
(O Underground Storage Tank Construction Application

» Environmental Health Complaint
» Permits

» Housing

» Solid Waste LEA

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.”

Welcome to Citizen Access for the County of Humboldt

Planning and Building: (707) 445-7541 / Environmental Health: (707) 445-6215

Logged in as:Chelsea Busick  Collections (0) Reports (1) ¥  Account Management  Logout

‘ Global Search l‘

Home Planning Building Enforcement QREUIGITTHEIN RG]

Search Applications

Create an Application or Complaint

Tobacco Retail License Application

3 License Details 4 Documentation S Review & |7

4 Contact o Local
information information

Step 1:Contact Information > Contact Information

ndicates a required field

Environmental Health Applicant

To add new cantacts, click the Select from Account o Add New button. To ed a contact. click the Edit ink

Select from Account Add New

Accounts Receivable

o add ne contacts, cick the Select from Account or Add New bullon. To e  contact,cick the Eitnk
Select from Account

Business Contact

To add new contacts, eick the Select from Account or Add New button. To edita contact cli o

skt rom nccsune | addwew |

Facility Owner

To add new contacts, click the Select from Account or Add New bution. To edit a contact. click the Edit fink

Select from Account Add New

Save and resume later Continue Application »
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Humboldt County’s Department of Environmental Health (DEH)
Tobacco Retail Licensing Application

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.”

Logged in as:Chelsea Busick  Collections (0)

Welcome to Citizen Access for the County of Humboldt

Planning and Building: (707) 445-7541 / Environmental Health: (707) 445-6215

Reports (1) ¥  Account Management  Logout

Global Search '|

Home Planning Building Enforcement EagtiattithieiNitE]]

Create an Application or Complaint

Tobacco Retail License Application

Location

Information 2 Information

3 License Details

Search Applications

4 Documentation 5 Review & |7

Step 2:Location Information > Location Information

Address
*Street No.: Direction: * Street Name: Streat Type:
~-Salact-- v ~-Select-- -
Unit Type: Unit No.:
T ]
City State: * Zip:
‘ --Selecty
Save and resume later Continue Application »
e

Welcome to Citizen Access for the County of Humboldt

Planning and Building: (707) 445-7541 / Environmental Health: (707) 445-6215

Logged in as:Chelsea Busick  Collections (0) Reports (1) ¥  Account Management Logout

| Giobal Search B

Home Planning Building Enforcement REWTGITUTELIETRIEE] ]

Create an Application or Complaint

Tobacco Retail License Application

; Contact . Location
Information = Information

3 License Details

Search Applications

4 Documentation S Review 6 | 7

Step 3:License Details > License Details

Custom Fields

AGENCY SPECIFIC INFORMATION

Program Element:

BUSINESS INFORMATION

Application Type:

Save and resume later

Tobscco Retsil Licanse ¥

New Application -

Continue Application »
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Humboldt County’s Department of Environmental Health (DEH)
Tobacco Retail Licensing Application

Step 7

Welcome to Citizen Access for the County of Humboldt

Planning and Building: (707) 445-7541 / Environmental Health: (707) 445-6215

e Inthe “Documentation” Section
you will upload a scanned copy of Global Search B

the AffldaVIt Wlth your WEt Home Planning Building Enforcement

Logged in as:Chelsea Busick  Collections (0) Reports (1) ¥  Account Management  Logout

signature.
Create an Application or Complaint Search Applications
PY Once you've u ploaded the Tobacco Retail License Application
document. choose "signed v [mloptne. 3 License Details 4 Documentation 5 Review 6 Pay Fees 7
) ——

afﬁdavit" from the "Type" Step 4:Documentation > Documentation

ndicates a required field
dropdown. Give your affidavit a Attachment

quick description and hit "Save."

com;cpl;exe; hta; 71831 mht; ;msc;msp;mst; php; pif;scrsct;shb;s

° Once complete you W|” cllck Name Type size Latest Update  Action
. . . No records found
“Continue Application.”

Step 8

Welcome to Citizen Access for the County of Humboldt

Planning and Building: (707) 445-7541 / Environmental Health: (707) 445-6215

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

Home Planning Building Enforcement REUIGHTitieIRGER]]
records.

Create an Application or Complaint Search Applications

Logged in as:Chelsea Busick  Collections (0)  Reports (1) ¥  Account Management  Logout

Global Search H|

e DEH will review the application

Tobacco Retail License Application

and follow up with you. PR PR P PR U

Your application has been successfully submitted.
Please print your record and retain a copy for your records.

Thank you for using our online services.
Your Record Number is EH-TRLA-23-000004.

“ou will need this number to check the status of your application or to schedule/check results of inspections. Please print a
copy of your record and post it in the work area.

Your application requires assignment and review.

AU G T 0 1o TR (Vou must post the record in the work area.)
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