Applying for a License
Online Portal through Accela Citizen Access (ACA)
Visit: https://aca.rochestermn.gov/citizenaccess/

Become a Registered User (if not already)
To apply for a license you will need to become a Registered User; if you are already a Registered User
you can use your existing login information.

After you register and get logged in you will see your user dashboard. Click Home at the top of the page.

Start An Application
Click Create an Application under the City_Licensing module listed below.

Read the disclaimer and Accept to continue.

*If this is not the next screen you see please move to the next section.
If you are a contractor and have previously become a registered user, you do not need to select a
License. You should leave this as None Applicable.

Select the License you are Applying For. For this example we selected Sign Contractor Application.

Step 1: Enter Contact Information.

From here you will follow the directions for each contact type. The Applicant is the person who is
completing the application online. This is generally the registered user who is logged in, and you can use
the Select from Account button to autofill from your user account. If for some reason the person filling
out the application is not the registered user, click the Add button to enter new information. Once
information is entered, click the edit button to review and update any information.
Mailing Address is where you enter the mailing address for the account. If that is the registered user
address, you can use the Select from Account button. If not, click Add to enter new information.
Applicant Example:

Once the contact information is entered click the Continue Application button.

The next page is the License Holder information.

The License Holder information requires entering the primary contact information for the license. This
includes the name of the person who is the primary contact, as well as the email that should be used for
sending information about the license, and the primary contact phone numbers. This information may
often be the same as the information for the person filling out the application, but can be different,
depending upon how your business is set up.

On this screen you also need to provide your Federal and State tax ID numbers. This information is
required. If you are a business, the numbers should be the business’ federal and state tax ID numbers. If

the license is for an individual, or you are a sole proprietor and do not have business tax IDs, your social
security number is your federal tax ID. If you do not have a state tax ID, enter ‘0’ in that blank.

Under Detail Information, enter your legal Business Name and any trade name/doing business as (DBA)
information. You can use the helper Question Marks for information on these fields. If this license is for
an individual, but you will be using it working for a business, like a master installer license, enter the
information for the business you will be working for here.

Next you need to enter the address information for the business. If you are in Olmsted County you can
search for your address by entering part of it, or you can enter the complete address.

Step 2: Enter the License Details
The information required in this section will vary depending upon the type of license. The screen shot
below shows the information required on every business license type.
This part asks for additional business applicant information, and requires you to provide details about
how your business is owned and legally organized, as well as providing information about the role of the
person who is completing the information and provided their information in step 1 under the applicant
info, as well as the role of the primary contact identified in license holder section.

You will also select in this step what calendar year you are applying for. If this is a renewal, select 2019.
If you are applying for a license for the first time, you need to indicate if you are applying for the
remainder of this year or for the next calendar year.

Depending upon the license type, there may be additional questions to be completed in this step.

Step 3
Provide information about any workers compensation insurance in this step. First answer if you are
exempt from having to have Workers Compensation insurance. If so, select yes and then select the
reason. If not, you will need to enter your Workers Compensation policy information in this step, and
upload proof of insurance in the next step.

Step 4: Upload required documents.
Each license type has a different set of required documents. Please review the requirements for your
license type to ensure you know what is needed, as required documents must be uploaded before you
can submit your application. If necessary, you can save your application, and return to it to add
additional information or documents at a later time.

To upload documents click Add. A box will pop up for you to select your file. Click Add again and you
can search for your document. Once you have selected the document click Continue.

The screen will come back to the Attachment Step.

Select the Type of attachment it is and then give a brief Description and then click Save. You will need to
do this for each document type that is required to be uploaded. Once you have all the documents ready
you can Continue Application.

Step 5: Review your information that was entered.
Scroll down to check all information.

In the bottom window you will want to scroll down to see the whole verification. For some types there
is extra information in links at the bottom of this window.

Once you have read the verification information Check the box to agree to the above and Click Continue
Application to pay fees.

Step 6: Pay Fees
This is the list of the fees that will be paid to submit your application and the last step before you start
payment for your application.

Step 1 of your application fee payment.
In the Shopping Cart screens

At this time you can Click Checkout to pay for fee for submitting this license application.
Note: (Edit Cart Button) you can edit your Cart if you have more than 1 fee listed you are paying and
don’t want to pay a certain fee at this point. (An Example might be Building Safety or Rental Fees since
this is the same website they use.) You can remove the fee for the application, but the application will
not be accepted without the fee paid and your application will not be submitted.
(Continue Shopping Button) you can Click Continue Shopping if you have another license
application you would like to submit. Then pay for both when you are done applying for licenses. The
current application will stay in your cart while you start everything over and create another application.

Step 2 of Payment Screen.

Enter your credit card information. You can check the Auto-fill with your registered user information
below to use that address, phone number, and email.

Step 3 of Payment Screen

Once you have reach this page, your Application is successfully submitted and you will receive 2 emails
with your application information and your receipt for your payment. The number below like the
example “00029A” is the application number. This is a link to look at the application information and
that number is what will be used to reference your application for your license.
If additional information is needed staff will reach out to you to help get that information for your
license.
Once your license has been Issued you will receive another email with your license and information.

If you have additional questions please email licenses@rochestermn.gov anytime or call (507) 328-2900,
Monday – Friday from 8 a.m. until 5 p.m.

