The following are step-by-step instructions to guide you through the online Mesa
Business (General) License application process using the DIMES portal.

Before Getting Started...

You will need
v' Computer or smart phone with Google Chrome or Microsoft Edge and scanning ability

Be ready to upload

v" Government ID
v’ Licensing Eligibility Form (sole proprietor, partnerships only)
v Organizational Chart (businesses with 3+ owners)

Accessing the Online Application

1) Go to: https://aca-prod.accela.com/MESA/Default.aspx

2) Click “Apply for License” icon

Apply fora

License

3) Register or Login

-—.i\ Register || Login
mesa-az

Main Menu Permits Planning Code Compliance Licenses Transportation Engineering

[ Accessibility Support  Register for an Account Reports (1) ¥ Login

Notice:
@ This feature requires registration and/or login, please login to continue.

i Login
Please Login =2
Many online services offered by the Agency require login for security reasons. If you are an existing user, please enter your user name and password in the User Name or E-mail:
box on the right.

New Users

If you are a new user you may register for a free Citizen Access account. It only takes a few simple steps and you'll have the added benefits of seeing a
complete history of applications, access to invoices and receipts, checking on the status of pending activities, and more.

Password:

Register Now »

D Remember me on this computer

I've forgotten
New Users: R



https://aca-prod.accela.com/MESA/Default.aspx
https://www.mesaaz.gov/home/showpublisheddocument/35937/637763569994470000

4) Check the box accepting the general disclaimer terms, then click Continue Application

Online Licensing Application Submittal

Welcome to the City of Mesa's Online Licensing System. Using this system you can submit infor
day.

General Disclaimer

While the City of Mesa attempts to keep its Web information
accurate and timely, the City neither warrants nor makes
representations as to the functionality or condition of this
Website, its suitability for use, freedom from interruptions or

from computer virus, or non-infringement of proprietary .

| have read and accepted the above terms.

Continue Application »

5) Select the radio button next to Business License Application, then click Continue Application
| 7
« Mesa Business License (General)

@® Business License Applicatior

+ License - Specialty

O Antique Dealer License Application

) Auction House License Application

uctioneer License Application

ingo License Application

odywaork Establishment Application

odywark Establishment License Location Change
ortuneTeller License Application

lassage Establishment License Application
lassage Establishment License Location Change
flobile Food Vendor Application

ff Track Betting License Application

) Park and Swap License Application

awnBroker License Application

eddler License Application

crap Metal License Application

(O Second Hand License Application

« License - Liquor

O Liquor License Special Event Application
ermanent Extension of Premise Application
O Temporary Extension of Premise Application

« License - Special Event

O Fireworks License Application
iquor License Special Event Application
O Special Event Application

=




Step 1: Required Items

6) Read all Business License Requirements, check the box to acknowledge, then click Continue
Application

*Check box to acknowledge requirements: ‘

7) Answer all Operation Information questions. Click Continue Application

Step 1:Business License >Operation
There will be an opportunity to edit any information entered at the end of the application, prior to hitting the final submit button.

Enter Infermation

OPERATION INFORMATION

=Days of Operation (Mon, Tues, Fri, etc.) *Will any food or merchandise be sold?:

‘ MON-FRI ‘ ) Yes @ No

*Hours of Operation: *Describe the types of services offered and items sold
‘ 9AM-5PM ‘ HOUSEKEEPING

*Business Start Date in Mesa: NAICS:

‘ 07/16/2022 ‘

e 4

8) Answer all Business Information questions. Click Continue Application

BUSINESS INFORMATION

*Doing Business As: *Business Local Primary Contact Name:
C] HOUSEKEEPING CJ SMITH

*Business Phone Number: *Business Local Primary Contact Title;

4802223333 OWNER

*Business Mailing Address: *Business Local Primary Contact Phone:

55 N CENTER 4802223333

.

*Is the business location an address of a private residence owned by either the applicant or business owner?: *Business Local Primary Contact Email A
OYes @ No CIHOUSEKEEPING@GMALY

-

|




Step 2: Owner Information

9) Answer all required questions and advance by clicking Continue Application

Step 2: Owner=Information
There will be an opportunity to edit any information entered at the end of the application, prior to hitting the final sub

Enter Information

OWNERSHIP INFORMATION

*Type of Ownership: State TPT License Number:

Individual/Sole Proprietom™ | |

*Does your business have 100 or less employees? * Estimated Number of Employees

) Yes @ No 1 |

= Estimated Number of Full Time Employees: *How many individuals hold 10% or greg]
1 1 -]

OPTIONAL BUSINESS INFORMATION

Is this a minority owned business?: Is this a female owned business?:
@ Yes () No 1 Yes () No

e 4

Step 3: Location Information

10) For Mesa addresses, type in the street number and street name of the business location, then
click Search. Once the full address populates, click Continue Application

Step 3:Location >Address
There will be an opportunity to edit any information entered at the end of the applicatio

Acddress

Enter your business address and click on the Search to find the address in our files. For

*=Street No.: * Direction: *Street Name: Street Type:
[ |[-setecc- | [cenren
Unit No.: Unit Type:

| || --Select-- -

= City: * State: =Zip:

| MESA || --Select-- - | |

=3
[ corirnropicion- R

a. For non-Mesa addresses, type in the full address, then click Continue Application



Step 4: Attachments

11) Upload the government ID and any other documents that may be required based on responses

to the previous application questions.
a. Click Add

Step 4:Attachments > Attachments

Attachment

Please Read

The following documents are requi
« Valid government photo ident
= Organizational Chart (if busin
= Licensing Eligibility Form (sol

How to Upload Business License A

The maximum file size allowed is 1000 MB
The following file types are NOT allowed: ade:adp:bat:d

Name Type

Mo records found.

=N 4mm

b. Click Add again in the resulting pop-up box
File Upload x

The maximum file size allowed is 1000 MB.
The following file types are NOT allowed:
ade;adp;bat;chm;cmd;com;cpliexe;hta;htm;html;ins;isp;jar;js.jse:lib/ink;mde;m

i

c. Locate the appropriate file using your computer’s file browser window
d. Highlight the file and click Open



3 Open

« v 4 [ > ThisPC > Desktop > BLANKDOC

Organize « Mew folder

De MName Date modified

.) B blank doc
B
B
B
B
B
| K
B
R
R
B
B

File name: ~ | [All Files

Open

e. If you need to upload more than one document, Click Add again.
f.  When all documents have been added and the file upload progress hits 100%, click

Continue

File Upload X

The maximum file size allowed is 1000 MB.
The following file types are NOT allowed:
ade;adp;bat;chm;cmd;com;cpl;exe;hta;htm;html;ins;isp;jar;js.jse;lib;lnk;mde;m

blank doc.pdf 100%

blank doc_pdf 100%

Cont m Remove All

g. Using the dropdown boxes located above each of your newly added attachments, select
an appropriate label for each document uploaded. Except for “other” document types,
no entry into the “description” text field is required.



*Type:

--Select-- b

Government ID
License Eligibility Form
Organizational Chart
Other

~DESCTIPTION:

h. When all documents have been uploaded and labeled, click save, and then click
Continue Application

i. If you forgot to upload a required document, or are unsure which document type was
needed, the system will let you know at this point. Otherwise, you’ll now proceed to
Step 5.

. »% An error has occurred.
“*/ Please upload:

Government ID

Step 5: Review

12) Review the information entered in the application and click Edit next to any section that
requires changes

13) Check the box at the bottom of the screen agreeing to the certification, then click Continue
Application

| certify that the statements made in this application are true, compl|
this license. | undarstand that issuance of a business license shall i

be subject. Also, this license does not preclude the authority of oth
before engaging in business. | also certify that | am familiar with th

By checking this box, | agree to the above certification.




Step 6: Pay Fees

1) Verify fees are correct (510.00), then click Check Out

Step 6: Pay Fees

Listed below are the license application fees based upon the information you've entered. The following screen will display your total fees
due at this time. This amount may not reflect your total amount due to the City of Mesa.

Application/Renewal Fees
Fees Gy, Amount

Application Fee 1 $10.00

TOTAL FEES: $10.00

X

a. Onthe next screen, if you don’t wish to apply for or add any additional applications to
your cart, click Checkout again

Cart

1 Select item to pay

Step 1:Select item to pay

Click on the arrow in front of a row to dis
later link.

PAY NOW

S5 N CENTER ST MESA, AZ 85201
1 Application(s) | $10.00

P  Business License Application
22TMP-006181

Total amount to be paid at this ti
Mote: This does not include additional fees w

) RSN

b) On the payment information screen, scroll to the bottom and select the
payment type, then click Submit Payment.




Payment Options

Amount to be charged: $10.00

(@ Pay with Bank Account |
Submit Payment »

b. On the next screen, select the appropriate Payment Type dropdown box option, then

click Select Type

Transaction ID
1147511

Full Name

c. Unless marked optional, all fields on the next screen are required. Complete all fields

then click Submit Payment

Routing Number

000000000

Account Number S
“0u03 3o | GaODLEILSE ARy | aes
0000
ROUTING  ACCOUNT  CHECK
e

NUMBER  NUMBER

Confirm Account Number

0000

Check Number (optional)

Business Name

Example Business I

First Name Last Name

Test Name l
Street Address City
i 55 N CENTER ST I I MESA l
State Zip Code

Arizona 4
Phone Email

4806442316 I

Submit Payment -

testbusiness@mesaaz.gov

MNote: We accept eCheck payments from US banks only.

Payment
$10.00

Payment Type

- Business eCheck

Select Type

b




Application Complete

If payment was successful, you will be redirected to a screen that confirms the successful submission of
your application. You will also receive an emailed receipt.

2 Fayment Receipt/Record

1 Select item to pay information issuance

Step 3: Receipt/Record issuance
**Not Allinvoices may be displayed**

Receipt

Your application(s) has been successfully submitted.
Please print your record(s) and retain a copy for your records.

55 N CENTER ST MESA, AZ 85201

Example Receipt

City of Mesa Licensing
i‘ om Receipt Number. 111568
ce
1 1
PO, Bax 1468 Receipt Date: 12200202
l ‘ I es a . a 2 55 North Center Street Submittal Date: 122002021
Mesa, Arizona B5211-1466
AB0-044-2310
RECORD INFORMATION
Recond 10 LICAZ1-03089
Recond Type: Business License Applicabon
Application Mama.
Property Addiess MESA AZ 8BS0
13837005
Description of Werk
Applicant
Conracior Licerse No
FAYMENT DETAIL
Dats Mathed Raleranca Cashiar Commants Amaount
12200021 Check PUBLICUSERI0!  Payment by business eCheck 510,00
T4 was successfll ACA
TransactionlD = G95426
Transaction Code =
201 Z2EDS-BAIFTRAC-5208
4880-9668-C4212CFDEBE0.
Paid by:
FEE DETAIL
Application Fas ACC 0570 1033841 $10.00 $10u00
$10.00 $10.00
Balance Due: 30




> Once your payment is completed, your license application is immediately forwarded to the
Mesa Licensing staff for review.

> If additional information is needed to complete the application process, you will be contacted by
the Licensing staff via email. Make sure to keep a close eye on your inbox and junk mail.

Tracking the Status of your Application

Follow these steps to track the progress of your application.

e Access the dashboard and hover your mouse over MAIN MENU, then click My Records

——
mesa-az

Kaln Menu Permits Planning

Return Home

Dazhboard

@ My Records )_

My Ascaunt

+ Licenses

Advanced Search

i

e C(Click on the arrow next to the heading Licenses to expand the view of the licenses associated
with your profile

Licenses

t

e Find the application that you’d like further information on and click on the blue Record Number
hyperlink.

v Licenses

Showing 1-1of1 |

|:| Date Record Number Record Type Address Status Action Module

[ ] 12/20/2021 e Business License Application 55 N CENTER ST MESA, AZ 85201 Pending Licenses

e Hover your mouse over Record Info then click on the Processing Status option in the drop-down
menu



License LICA21-03099:
Business License Application
Record 5Status: Pending

Record Info Payments = Conditions o

License LICA21-03099:
Business License Application
Record Status: Pending

Record Info « Payments « Conditions o

Condition: TPT License Required Severity: Notice

A notice was added to this record on 12/20/2021.
@ Total Conditions: 1 (Motice: 1)

Processing Status

j b License Application
Collections Review
Initial Supervisor Review
Supervisor Review
License Administrator Review
Drenial Action
Issue License

e You will be able to track the status of your application here at any time.

NOTE: If additional information is needed the Licensing staff will also send you an email directly.
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