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The following are step-by-step instructions to guide you through the online Mesa 
Business (General) License Renewal process using the Accela Citizen Access (ACA) 

portal. 

Access the DIMES-Accela Citizen Access (ACA) portal using the link below.  **For best results, use either 
Google Chrome or Microsoft Edge browsers. 

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

 

Logging In 
 

 Login to your ACA account

 

** Note:  If you don’t already have an account, you will first need to register for one before applying.  
Instructions on completing the registration can be found by following this link or clicking the Help/Chat 
icon on the Home screen.  

https://aca-prod.accela.com/MESA/Default.aspx
https://www.mesaaz.gov/home/showpublisheddocument/35937/637081097689300000
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Starting your Renewal  
 

 Once logged in, hover over Main Menu and select “My Records” 
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 Click the left-hand arrow next to the Licenses heading to view all account associated licenses 
 

 
 

 Find the License you want to renew and click Renew License hyperlink 

 

Step 1:  Required Items 
 

 Review and gather the items needed to complete the renewal process. Check the box to 
acknowledge the requirements and click Continue Application 
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Step 2: Business Location Address  
 

 The address displayed on this screen is the physical location licensed for your business.  If your 
business location has changed, please contact the Mesa Licensing office to close the existing 
license and submit an application for license at the new address.   

Step 3: Contact Information  
 

 All owners and authorized parties on file with the City for your business is listed here.  Review 
for accuracy. Removal/addition of officers, members, or agents can be made in Step 4.  Click 
Continue Application 
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** Note:  Changes to contact information (email, phone, etc.) must be made through Account 
Management.  

 

 

Step 4: Ownership Change Information  
 

 Indicate any additions or removals of officers, members, or designated agents that occurred 
during the current year’s license term on this page.  If a new officer/member has been added, 
you must provide their contact information and upload a copy of the legal documentation (i.e., 
amended articles of organization/incorporation) to support the change.  

 

 

 Once all required fields are completed, click Continue Application  

 

Step 5: Business Operation/Information/Owner  
 

 Review all information on the next three screens for accuracy and make any necessary changes.  
If information in a locked field needs to be updated, please “Save and resume later” and then 
contact the Licensing office for further assistance.  

 

Step 6:  Attachments  
 If you indicated changes to the officer or member composition of your business, then this is 

where you will upload any supporting legal documents.  Follow this link for Instructions on how 
to upload a document.   

https://www.mesaaz.gov/home/showpublisheddocument/45273
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 If no officer or member changes occurred during the current year’s license term, then no further 
action is required on this page.   Click Continue Application  

 

Step 7: Review  
 

This screen is a summary of all information you entered during the application process.  Please take a 
moment to review for accuracy.   

 

 Click on the Edit button next to any section that needs to be updated or corrected. 

 

 Once you’re satisfied that all information entered is correct, scroll to the bottom of the screen, 
read the certification statement, check the acknowledgement box, then click Continue 
Application 
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Step 8: Pay Fees 
 

 Click Check Out 

 

 

 Verify fees, and click Check Out once more  

 

 

 After reading the information on the resulting screen, select the payment method and click 
Submit Payment  
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 Enter payment information in all required fields and then click Submit Payment 
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 If the payment was processed successfully, your screen will match the one below.  
 You can generate a receipt to save or print for your records by clicking the Print/View Receipt 

button.  

 

 

Example Receipt 
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 Once your payment is completed and no changes to the officers/members were indicated, then 
you should receive your new license via email within 5 minutes.   
 

 If there were changes made, then your renewal will be forwarded to the Mesa Licensing staff for 
further review and to make the requested changes. 
  

 If additional information is needed to complete the renewal 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 process 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.  
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• 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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