Step-by-Step Guide
Humboldt County’s Department of Environmental Health (DEH)
Online Applications and Payments

Navigate to Accela Citizen Access (ACA):

e Reqister for an account if you are a new user

e Login if you already have an account

Note: You can submit a complaint without an
account, but you must create an account to submit
an application and/or pay fees

Step-By-Step Guide:

e To submit an application, see the “Create An
Application” section below and follow the steps

e To make a payment, scroll down to the “Pay
Fees” section and follow the steps

Welcome to Citizen Access for the County of Humboldt

Planning and Building: (707) 445-7541 / Environmental Health: (707) 445-6215

Register for an Account  Reports (1) ¥  Login

The Planning and Building Department has resumed front Global Search 'l
counter “walk in” service during normal business hours at our - —=
Eureka Office Mon - Fri from 8:30 AM- to 5:00 PM. Customers

served in-person will be expected to observe the County’s

published safety guidelines while in the buildings. For those

who prefer remote support, telephone and email continues as

options for addressing customer needs.

m Planning Building Enforcement Environmental Health

Advanced Search v

Please Login .
Many online services offered by the Agency require login for security reasons. SignIn
If you are an existing user, please enter your user name and password in the
box on the right.

USERNAME OR EMAIL: %
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.

Register Now »

PASSWORD: %

Forgot Password?

Remember me on this device

Not Registered?

CREATE AN AGCOUNT

Create An Application
Step 1
e Once you are logged in, click on the
word “more”, located above the blue

ribbon

e Select “Environmental Health”

The Planning and Building Department provides "walk in” Global Search H‘
service at 3015 H. St. Mon - Thurs from 8:30 AM - to 2:00 PM
(walk in service closed on Friday).

Digital support by telephone and email remain available during
daily business hours Mon - Fri 08:30 AM to 5:00 PM.

Self service via Accela Citizen Access can be accessed
24x7x365 for your convenience.

We are now accepting Administrative Permits for Short Term Rentals. Please
click the 'Planning and Administrative Permits' tab to begin your application.

m Pre-Application Planning and Administrative Permits  Building -

Enforcement

Dashboard My Records My Account Advanced Sez Environmental Health

Hello,

My Collection (0) View Collections

You do not have any collections right now.

View All Records

Record Name  Record ID Module Creation Date Action

Mo records found



https://aca-prod.accela.com/HUMBOLDT/Cap/CapHome.aspx?module=EnvHealth
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Step 2
o Click “Create an Application or
Complaint”

¢ Read the disclaimer and accept the
terms

¢ Once complete you will click “Continue
Application”

Home Pre-Application QRS NTGLIGELIEIREENGE more ¥

Create an Application or Complaint Search Applications
Online Application or Complaint Submittal

Welcome to the Department of Health and Human Services,
Division of Environmental Health Online Permitting System. Using
this systam you can submit and update information, track the status
of your application, and print your final record all from the

convenience of your home or office, 24 hours = day.

Please "Allow Pop-ups from This Site” before proceeding. You
must accept the General Disclaimer below before beginning your

application.

Continue Application to submit an Environmental Health

Complaint.

Register for an Account or Login to submit an application.

General Disclaimer
while the County of Humboldt Department of Health and Human Services,
Division of Envirenmental Health attempts to keep its Wab information

- )

accurste and timely, the agency neither warrants nor makes

repr ions as to the functionality or condition of this Wab site, its
suitability for use, freedom from interruptions or from computer virus, or
non-infringsment of proprietary rights. Web materials have been compiled
from = variety of scurces and are subject to change without natice from the

O Ihave read and accepted the terms above

Continue Application »

Step 3
e Click the arrow next to the appropriate
record type

e Click the appropriate application type
from the drop down

e Once complete you will click “Continue
Application.”

nmental Health JEOLICERS

Home Pre-Application Qs
Create an Application or Complaint Search Applications

Select a Record Type

Choose one of the following available permit applications.
For assistance or to apply for a permit type not listed below please contact us.
You may also visit our website for information on Food Permit Category Definitions.
IR s
¥ Food Edible
P Mestings and Consultation
P Cottage Food
¥ Dersonal Services
P Recreational Health
* Retail Food
) Cafeteria Permit Application/Plan Check
ynmissary Permit Applcation/Plan Check
armners Market Permit Application/Plan Check
Food Catering Permit Application’Plan Check
»od Facility Permit Application'Plan Check
Mobile Food Pemnit Application’Plan Check
Produce Stand Permit Application/Plan Check
Temporary Ewent Coordinator Application
(_} Temporary Food Facility Permit Applcation/Plan Check

P EnvHealth Land Use

¥ Hazmat

» Environmental Health Complaint
¥ Dermits

» Housing

¥ Solid Waste LEA

Continue Application »
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Step 4

Home Pre-Application QAL TESIGEEIGE more ™

Create an Application or Complaint Search Applications

e Note: Be sure to choose “Individual” for
. “ . . ” ood Facili ‘ermi lication/Plan Check
each contact instead of “Organization Food Faciity Permit Application/Plan ©
LR 2D, aBERmE. 4BENE ke 5 7
o Provide your contact information under Step 1:Contact Information> Contact Information
« . . " *indicates a required field,
Environmental Health Applicant Environmental Health Applicant
° PrOVIde your bi"ing ContaCt informatlon To add new contacts, click the Select from Account or Add New button. To edit a contact, dlick the Edit link.
under “Accounts Receivable”
e Follow the prompts to enter all other Facility Owner
required information T s s contct, ik h Sect i At or Ak New buton. To & ortac el th Ec ik
e Once complete you will click “Continue -
Application” Accounts Receivable
To add new contacts, click the Select from Account or Add New button. To edit a contact, click the Edit link.
Step 5
Food Facility Permit Application/Plan Check
: ?rﬁgﬁndation 2 I‘wﬁr&g?im E ﬁ?s;:‘v;?h'son 4 gggﬂlf"ﬂ;& S5 Review 6 7
e Provide the site location information Step 2:1Location Information> Facility Location
*indicates 2 required figld.
e If you know the Parcel number, enter it Address
here’ hOWeVer It IS nOt requ"ed * Street No.: Direction: # Street Name: Street Type:
--Salect-- v --Select-- v
e Once complete you will click “Continue Urit Type: Unit No
Application” “seect- - |
City: State: *Zip:
‘ | --Selecte
Note: “Search” is not required [ search | ciear |
Parcel

*Parcel Number:
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Step 6

e Enter the information relevant to your
business. Items with a red asterisk are

Home Pre-Application IAATEETSIEEG N more

Create an Application or Complaint Search Applications

Food Facility Permit Application/Plan Check

Contact . Location Businesz Supporting

typ|Ca"y reqUired flelds 1 Infarmation 2 Information 3 |roemation 4 Documenis 5 Review 6 7
. . Step 3:Business Information » Business Information
e Information requested varies per Plase efe i e Tawing docments o ascistance i complting I applcato
application. If you have questions, Food Permit Category Definitions
. Information for F cility Operators
please contact our office at 707-445-
6215 Food Facility Information
e Continue to follow the prompts to enter raltyfnfemetn
all other required information as e
requested Number of Employees: I:l
Owner Switch Date:
. . « . Nen Profit:
¢ Once complete you will click “Continue VEm
Application.” T
* Inspector Consultation:
Yes (@ No
* Grease trap/intereeptor review:
Yes @ No
Step 7 Home Pre-Application more ¥
Create an Application or Complaint Search Applications
¢ In the “Documentation” Section you will - o
upload a Scanned COpy Of the relevant Food Facility Permit Application/Plan Check
v e 3 Emestion 4 g 5 Review & Pay Fess 7

application(s)

¢ Once you've uploaded the document(s),
make a selection from the "Type" drop-
down menu. Include a brief description in
the “Description” box and "Save"

e Once complete you will click “Continue
Application.”

Step 4:Supporting Documents>Attachments
Plaase Complats the following forms and attach to this application as a .pdf
1. Food Facility Plan Check Application

*indicates a required field,

Attachment

php;pifiscrisctishb;s

s you to submit the following types of documents. Subject to the collected information, you may be required
to subm ts prior to approval.
Application for Permit to Operate a Food Facility

Name Type Size Latest Update  Action

No records found.

| Save and resume later
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Step 8

e The application has been submitted
when you reach this page. Save a copy
for your records.

e DEH will review the application and
follow up with you.

Home Pre-Application QEPTSHIENIEIGEEIGE more ™

Create an Application or Complaint Search Applications

Food Facility Permit Application/Plan Check

1 2 3 4 5 Rewiew & Record Issuance

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

Thank you for using our anline services
Your Record Number is EH-FDA-25-000215.

You will need this number to check the status of your application or to schedule/check results of inspections, Please print 2

copy of your racord and post it in the work area.

Your application requires assignment and review.

View Record Details » [JEIIUIESEEI SR A R R ERER]

Pay Fees
Step 1

e Once you are logged in, click on “My
Records” located in the blue ribbon

o Expand the arrow next to
“Environmental Health” to access your
records

The Planning and Building Department provides "walk in”
service at 3015 H. St. Mon - Thurs from 8:30 AM - to 2:00 PM

Global Search

(Walk in service closed on Friday).

Digital support by telephone and email remain available during
daily business hours Mon - Fri 08:30 AM to 5:00 PM.

Self service via Accela Citizen Access can be accessed
24x7x365 for your convenience.

We are now accepting Administrative Permits for Short Term Rentals. Please
click the 'Planning and Administrative Permits' tab to begin your application.

m Pre-Application Environmental Health more

Dashboard My Records My Account Advanced Search

» Environmental
Healthr

Step 2

¢ Find the appropriate Record Number and
use the scroll bar at the bottom of the
window to find the “Pay Fees Due” link,
located under the Action column, then
click the link

m Pre-Application Planning and Administrative Permits Building more ¥

Dashboard My Records My Account Advanced Search =

v Environmental Health

howing 1-1of 1 | Download results | Add to collection
Project Expiration

Record -
[[] Date Number Record Type Description Name Date Status
e EH-FDA-25- Ec:ud Facility Permit o
[0 osf2s5/2025 ;00015 application/Plan Submitted

Check

41—
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Step 3

¢ Review fee and Continue Application

Home Pre-Application QEEUSLTTTICINEELGE more ¥

Create an Application or Complaint Search Applications

Listed below are preliminary fees based upon the information you've entered. Some fees are based on the quantity of work
items installed or repaired. Enter gquantities where applicable. The following screen will display your total fees.,

Application Fees
Fees Qoy. Amount

Food Fadility - Full Prep 1 %1,110.00

TOTAL FEES: $1,110.00
Note: This does not include additional inspaction fees which may be assessed later.

Continue Application »

Step 4

e Select payment option (Credit Card or
Bank Account) and “Submit Payment”

e Complete all requested information on
the following screens and “Authorize
Payment”

Note: Payments made online will include an
additional convenience fee

Home Pre-Application QETTGEIEIIEET Gl more ™

Create an Application or Complaint Search Applications

Please select 3 payment method and then fill in all required information.
The available payment methods are:

*Credit Card

sE-Check

An additional transaction fee of 3.10% is added to the overall charge when payment is made by Visa, MasterCard,
Discover, American Express,

An additional transaction fee (per transaction) of $2.00 is added when payment is made by eCheck.

Payment can be mailed or delivered to the office without incurring additional transaction fees.

* indicates a required field.

Payment Options

Amount to be charged: §

Convenience Fee: §

Total Amount: $

® Pay with Credit Card
() Pay with Bank Account

Submit Payment »






