
Temporary Business License Application Instructions 
 

Overview 

This user guide covers the process steps for submitting an application to obtain a temporary business license using the City’s automated process. 

 

License Application  

Starting Point: User has created an account (user name and password) in ACA and is logged in. 

 

 

# Step Screenshots Notes 

1 From the Users ACA home page, 
select the “Taxes and Licenses” tab. 

 

 

2 Select the “Apply for new License” link 

 

 

3 Read and accept the “Online 
Application” disclaimer. 

  

4 Select the “Continue Application” 
button 

  

5 Select the “Temporary Business 
License” option 

 

 

6 Select “Continue Application”   



7 Enter your physical “Address” 
information and select “Search” 

 

This is your 
physical 
address.  
Your 
Mailing 
Address 
informatio
n was 
collected 
when you 
created 
your online 
account. 
 
The system 
will 
validate 
you 
address 
informatio
n after 
selecting 
the 
“Search” 
button. 
 
If your 
address 
does not 
pop up, 
just hit the 
“x” 
 



8 By selecting “select from account” it 
will use the address you created when 
you created your online account. 

 

This pulls 
your 
Mailing 
Address 
Informatio
n from 
your online 
profile. 

9 Select “Continue Application”   

10 Fill out if you need a 90-day or 180-
day license. Start date, UBI number, 
and activity. Hit continue application 
when done. 

  

 

11 Review Application & Continue   

12 Pay Fees 

 

 



13 Fill out credit card information and hit 
submit. 

  

 

30 Receipt Page 

 

View 
Record = 
Temporary 
Business 
License.  
View 
Receipt = 
Receipt 

 


