
 

Mendocino County Cannabis Department 
How to Upload Files to your Cannabis Cul�va�on Business Licenses 

1. Navigate to htps://aca-prod.accela.com/MENDOCINO/Default.aspx. 
2. Enter the User Name or  

E-Mail and your Password 
that you used when you 
created your account, and 

then click . 
 

 
 

3. You will be taken to your 
“Dashboard.” From this 
page you can locate any 
Cannabis Cul�va�on 
Business Licenses (CCBL) 
related to your Accela 
Ci�zens Account (ACA).  
 

4. Use your mouse to click 

. 
 

 
5. On the Records screen, you 

will be presented with a 
table of all CCBL(s) and 
Applica�ons associated 
with your ACA. 
  

6. You can select the record 
number of any CCBL to 
upload new, revised, or 
addi�onal files.  

 
 
              

 

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


7. Click  and a 
drop-down menu will 
appear, click on the op�on 
�tled “Atachments.”  

 

 
 

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

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

 buton in the lower 
le� sec�on of the screen.  

 

 



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

11. Click on the  buton.  
 

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 �me repea�ng 
Steps 11 and 12 for each 
new file you wish to upload.  

 

 
14. Once you are done 

selec�ng the files you wish 
to upload. Click on the 

buton.  

 

 



15. You will be taken back to 
the Atachments page, 
however, this �me you will 
see addi�onal op�ons at 
the botom of the page for 
each file upload you 
provided in the previous 
steps.  

 

 



16. Click on the  
dropdown and select the 
op�on that most closely 
matches the file you are 
uploading. Do this for each 
individual file you are 
uploading.  

 

 



17. Provide a brief descrip�on 
of what each file is, or why 
you are uploading a revised 
file if that is the case. Do 
this for each individual file 
you are uploading. 
 

18. Click  to finish 
uploading each file.  

 

 



19. You will be taken back to 
the Atachments page, this 
�me with a message 
indica�ng you have 
successfully uploaded your 
file(s). You can jump to the 
last page op�on (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 atachments list.  

 

 

 

Congratula�ons, you have now successfully uploaded your new, revised, or addi�onal file(s) for review 
with your CCBL! 
 


