
Step-by-Step Guide 
Humboldt County’s Department of Environmental Health (DEH) 

Online Applications and Payments 

Navigate to Accela Citizen Access (ACA): 

• Register for an account if you are a new user

• 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: 

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

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

Create An Application 

Step 1 

• Once you are logged in, click on the
word “more”, located above the blue
ribbon

• Select “Environmental Health”
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https://aca-prod.accela.com/HUMBOLDT/Cap/CapHome.aspx?module=EnvHealth
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Step 2 

• Click “Create an Application or
Complaint”

• Read the disclaimer and accept the
terms

• Once complete you will click “Continue
Application”

Step 3 

• Click the arrow next to the appropriate
record type

• Click the appropriate application type
from the drop down

• Once complete you will click “Continue
Application.”
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Step 4 

• Note: Be sure to choose “Individual” for
each contact instead of “Organization”

• Provide your contact information under
“Environmental Health Applicant”

• Provide your billing contact information
under “Accounts Receivable”

• Follow the prompts to enter all other

required information

• Once complete you will click “Continue
Application”

Step 5 

• Provide the site location information

• If you know the Parcel number, enter it
here, however it is not required

• Once complete you will click “Continue
Application”

Note: “Search” is not required 
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Step 6 

• Enter the information relevant to your 
business. Items with a red asterisk are 
typically required fields 

• Information requested varies per 
application. If you have questions, 
please contact our office at 707-445-
6215 

• Continue to follow the prompts to enter 

all other required information as 

requested 

• Once complete you will click “Continue 
Application.” 

Step 7 

• In the “Documentation” Section you will 
upload a scanned copy of the relevant 
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" 

• Once complete you will click “Continue 
Application.” 
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Step 8 

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

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

Pay Fees 

Step 1 

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

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

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 
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Step 3 

• Review fee and Continue Application 

Step 4 

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

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

Note: Payments made online will include an 
additional convenience fee 
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