
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  

 Computer or smart phone with Google Chrome or Microsoft Edge and scanning ability 

Be ready to upload  

 Government ID 
 Licensing Eligibility Form (sole proprietor, partnerships only) 
 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  

 
 

3) Register or Login  

 

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  

 

 

5) Select the radio button next to Business License Application, then click Continue Application  

 
 
 
 
 
 
 
 
 



 

Step 1:  Required Items 
 

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

 

7) Answer all Operation Information questions. Click Continue Application 
 

 
 

8) Answer all Business Information questions. Click Continue Application 
 

 
 
 
 



 

Step 2:  Owner Information 
 

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

 

 

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  

 
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 

 

 
 

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

 

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

 

 
 

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.  
 
 



 
 
 

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.  

 

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  

 

 



 

 

Step 6:  Pay Fees 
 

1) Verify fees are correct ($10.00), then click Check Out 

 

 

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

 
 

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



 
 

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

 

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

then click Submit Payment 
 

 

 



 

 

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.  

 

Example Receipt 

 

 



 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.   

 

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

 

 

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

 

 

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

 

 

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



 

 

• 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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