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How to Apply for a Permit  

1. Access the online permitting portal by clicking http://aca-prod.accela.com/SNHD/ and login 
using your credentials. If you don’t have an account, select ‘create an account’ and follow the 
prompts. 

 

 

 

 

 

 

 

 

 

 

2. Once logged into your account, click ‘create’ then select ‘create new’.  

 

 

 

 

 

3. Read the legal disclaimer and select ‘I have read and accepted the above terms’. Then select 
‘Continue Application’.   

 

 

 

 

 

 

 

http://aca-prod.accela.com/SNHD/
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4. Click on the ‘Apply for a Permit’ drop down menu and select the type of permit you wish to apply 
for. 
 

 

 

 

 

 

 

 

 

 

 

 

 

  

5. Enter the street number and street name for the facility then click ‘Search’. Select the address 
from the popup list to fill in the remainder of the information. If the address cannot be located with 
the ‘search’ function, type it in manually. The parcel number may be left blank. Select ‘continue 
application’.  
 

 

 

 

 

 

 

 

 

  

*This guide will demonstrate the application 
process for a food service permit. Fields may 
appear different if you are applying for a 
different permit type, but the process will be 
the same.  
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6. Fill in the owner and accounts receivable information. You can click ‘select from account’ to copy 
over the contact information from your account or select ‘add new’ to add different contact 
information. Once finished, select ‘continue application’. 

• You must designate a billing and mailing address for each permit. 
• The ownership information must match what is listed on the local business license. 

 
7. Fill in the facility name and additional information.  

 

 

 

 

 

 

 

 

8. Enter hours of operation by selecting ‘add a row’. Multiple rows can be added at one time. For 
example, if your business has different hours on weekends and weekdays, add two rows and fill in 
the opening and closing times for each. Select ‘continue application’. 
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9. Enter in the required supporting documentation by selecting ‘add’ and locating the documents on 
your computer. Information on what documentation must be submitted for each permit type will 
be displayed on the screen. 

• The maximum file size is 1000 MB. 

 
10. Once all the files have been uploaded from your computer, select ‘continue’. 
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11. From the ‘document type’ drop down, select the file type for each document you uploaded and 
type in a brief ‘description’. Select ‘save’ then ‘continue application’. 

 
12. Next will be a review of all the information you’ve entered so far. Select ‘edit’ next to any field you 

wish to make changes to. If all the information is correct, read the general disclosure at the 
bottom of the page and check the box to agree to the terms. Finally, select ‘continue application’.  
 

13. You will receive a message confirming your application was successfully submitted.  

 

 

 

 

 

 

  

14. A member of our team will review your application. You will receive an alert notifying you of any 
fees that are due which can be paid directly through your account.  


