
How to apply for your 
Cannabis Permit through the 
City’s Online Permit Center



After you have registered 
your user account, it’s time 
to log in and begin an 
application.

Use this link to be taken to 
the Online Permit Center 
homepage and click on 
“APPLY FOR PERMIT”.

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


You will then click on the 
“Login” button on the 
“Existing User” tile.



On the login page, enter your 
username or email and 
password, then click “Sign In”.



Click on the “Special 
Activity” tab to navigate 
to the Special Activity 
Records page. Here you 
will find a list of any 
exiting Special Activity 
Records that have been 
created on this profile 
along with their details. 

To Start a New 
Application, click on the 
“Create an Application” 
button. 



Read and accept the 
terms, and then click 
“Continue Application”.



Here is where you will 
select the type of Special 
Activity Permit you would 
like to apply for. 

Click the drop-down menu 
for “Cannabis”, then click 
“Cannabis Initial 
Application”. Once 
selected, click “Continue 
Application” to start the 
application.



Answer the questions 
about your proposed 
location. If you have 
not yet secured a 
location, your 
application will be 
prevented from 
moving forward.

Click “Continue 
Application” once 
completed to move 
your application 
forward.



Please enter the Street Number (1234) 
and Street Name (Broadway) into the 
required fields (*) and then click the 
"Search" button.

**If you're unable to find your address, 
please confirm your address is located 
within the City Limits and matches the 
address shown on your tax bill. You can 
also call us at (510)238-3891 or receive 
assistance through our Permit Questions 
Portal for additional assistance.

It should then populate the parcel 
number along with the property owner’s 
information. Please double check to 
make sure these are both correct.

To continue – click continue application.

https://www.oaklandca.gov/services/permit-questions
https://www.oaklandca.gov/services/permit-questions


On this next page, make sure to answer ALL 
the questions. 

Depending on your answer to certain 
questions, you may be required to upload 
additional documentation in the 
“Documents” section of the application.

Once all questions have been answered, 
press the “Continue Application” button. 



Please complete all fields on this page. If 
a particular field does not apply to your 
application, then put “N/A” in the text 
box.  

If you indicate you will be applying as an 
Equity Applicant, the application will ask 
you additional questions, and you will be 
required to provide your Equity 
Verification documents in the 
“Documents” section of the application.

Once all questions have been answered 
and you are ready to move on, click 
“Continue Application”.



This section asks for 
Corporate Structure 
Information. Depending 
on your answer, you will 
be required to provide 
State Registration 
documentation in the 
“Documents” section of 
the application.

Click “Continue 
Application” to move 
forward.



In this section, you will be required to 
provide contact information for the 
Application.

At minimum, 4 contacts are required for 
every application- Business Owner, Billing 
Contact, On-site Contact, and Primary 
Contact. These four contacts could 
potentially all the be same person.

If there are multiple owners of your 
business, please make sure to input the 
information for ALL owners.  

To begin, click “Select from Account”. There should already be information for two contacts- the Applicant (inputted when 
you created your Accela account), and the Property Owner (pulled when the property information was submitted). 



Select the “Applicant” contact, and click “Continue”. 

You will then select the correct Contact Type for the Applicant, 
and then click “Continue” to go to the page where you will fill in 
the contact information.

Here, you will fill out the contact information for the contact 
type you selected. The “Name of Business” field refers to the 
Legal Entity Name of the business that is applying for a permit. 

Please note that the address information is for the INDIVIDUAL 
CONTACT, and NOT THE BUSINESS.

Once complete, click “Continue” to save the contact information, 
and add it to the Application.



Follow the previous instructions to add 
contact information for the 4 Contact 
Types (Billing Contact, Business Owner, 
On-site Contact, and Primary Contact). 

If any of the mandatory Contact Types 
are not the original applicant, select 
“Add New” on this screen to input the 
information for the new individual.  

ALL OWNERS/PARTNERS/MANAGERS 
OF THE BUSINESS MUST BE LISTED.

Once all the Contacts have been added 
in this section, answer the last 
question, then click “Continue 
Application”.



Answer the demographic information 
questions then click “Continue 
Application”.



Don’t Panic – an error has not occurred!

This numbered list of documents in the red box are documents you 
will need to upload to your application before moving on. This list 
will look different depending on multiple factors such as Equity 
status, type of activity(s) being applied for, and right to occupy 
information.

To begin adding documents, click the “Add” button at the bottom. A 
window will pop-up, and from there you will be able to select the 
documents you wish to upload from the device you are using.

Once you have selected your documents, click the “Continue” 
button to upload them to the application.



Once your documents have been uploaded, you will need to 
identify which documents are which using the drop-down 
menu. Continue uploading and identifying documents until 
all the required documents have been uploaded. 

Once all the documents have been 
uploaded, make sure to save them to 
the Application by clicking the “Save” 
button on the bottom. 



Once all the required documents have 
been saved to the Application, click the 
“Continue Application” button on the 
bottom of the page. 

If all the required documents have not 
been saved, an error message will 
appear, notifying you of the missing 
documents. You will not be able to 
move forward until all the required 
documents have been saved to the 
Application.



Now is the time to review your application 
for completeness and accuracy.

You can edit any information needed by 
clicking the “Edit” button on the right side.

Once all information has been verified, scroll 
to the bottom of the page and click “By 
checking this box, I agree to the above 
certification.”   

Then click Continue Application.



Congratulations! You have 
just submitted your City of 
Oakland Cannabis 
Application!

You should receive an 
email to the provided 
email address with 
payment instructions and 
next steps. 

Please note that before 
any work can begin on 
your Application, the 
application fees must be 
paid. 



Adding additional documentation / 
checking the status of records



To check on the status of 
your application or to 
add additional 
documents that may 
have been requested, 
you can also use the 
Accela Portal. 

Once you are logged in 
(Slides 2-4), click on the 
“Special Activity” tab to 
be taken to the list of 
your Special Activity 
Records.



If you would like to 
update a Record, select 
the Record you would 
like to check on/update

Here, you can see the 
Status of your Record, 
as well as any other 
Special Activity Records 
you may have applied 
for.



Using the drop-down menu, you will be able to select multiple options for your Record including 
“Record Details”, “Processing Status”, “Related Records”, and “Attachments”.

To add additional documentation to your application, click on “Attachments”.



You will then be 
brought to a page 
where you can add 
any additional 
attachments to your 
Application using the 
same attachment 
process as before (see 
slides 17-19 for more 
detailed instructions). 
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