
Applying for a Temporary Permit in Accela 
 

• Log into your Accela account 
• Click Licenses up top and then Apply for a License underneath it 

•  
• Check the box and click Continue Application 
• Click on Temporary to expand the list then choose the application type you are applying 

for 

•  



• Enter your business name 
• Enter your address then click Continue Application 

•  
 

• Click the blue button – Select from Account 

•  
 
 
 



• If you get a pop-up, select the address and then click Continue  

•  
 

• After your information fills in on the screen click Continue Application 
 

• Fill in all applicable information and click Continue Application. There may be a few 
screens with information to fill in.  
 

•  Upload any required documents by clicking:  
o Add  
o Find the document on your computer 
o Click Continue 
o Specify the type of the document you are uploading 
o Type the name of it in the Description area 
o Click Save 

 
• When finished uploading documents click Continue Application 

 
• On the last page you can review all of the information you entered. Make any edits as 

needed.  
 

• Read the certification at the bottom of the page and check the box 
 

• Clicking Continue Application this time will submit your application 
 

• Your application will then be passed on to other departments for approvals. Once all 
approvals are received you will receive an email that your invoice is ready to be paid. 
You can pay directly through your account with a card (note cards incur a 2.5% 
convenience fee) or by mailing in a check to City Hall. Once payment is received your 
permit will be issued.  


