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PROCESSING GUIDE 

Business License Applications 
 

To apply for a Business License application (including Business Licenses, Home 
Occupations, Cottage Food Business Licenses, Massage Establishment Business 
Licenses, and Secondary Business Licenses) in San Joaquin County’s new Online 
Permitting System (a.k.a. “Accela,” Accela Citizen Access,” or “ACA”), please follow the 
steps below.  
 
1. Navigate to: permits.sjgov.org then to “Treasurer – Tax Collector under to 

“Departments” tab. Hover over “Treasurer – Tax Collector” then select “Business 
License”  

 

  

https://permits.sjgov.org/
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2. Once you are on the Business License page, read through the information and click 
on “Applications” at the bottom of the page to proceed with an application.  

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
3. Select the applicable Business License application.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

Note: Important forms required for 
the application can be found under 
the “Documents” tab.  
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→ General License includes: 
• Business Licenses 
• Secondary Licenses (chair in salon, etc.) 
• Cottage Food License 

→ Home Occupancy includes home-based business (not including Cottage Food, 
see General License) 

→ Massage-Bodywork includes all business licenses related to a massage 
establishment.  

 
4. After the application type is selected, sign in to your account and agree to the terms 

of use to move forward with an online application. 
 

          
 
 

 
 
 
 
 
 

 

 
 

5. Business Licenses can only be issued to locations within San Joaquin County’s 
jurisdiction. Search by APN or address to find the County location for the License. 
 

 
 

After the application type is selected, sign 
into an account. Though other counties and 
cities use Accela, this portal is unique to San 
Joaquin County. You will need to create a 
new account if you do not have one for SJC. 



4 
 

After the parcel or address is found, the owner information will populate for confirmation. 
 

 
 
6. Once the location is selected, complete applicant information.  

 

 
 

 
 

 
 
 

If you “Select from Account” you can 
either pick the property owner or the 
person associated with the account. 

Associated Contact: Pulls from ACA 
account 
Owner: Pulls for owner info on file   

If you are the applicant, click “Select 
from Account,” or click “Add New” to 
identify a different applicant.  

Confirm the right parcel is selected by 
reviewing the ownership info. If the property 
recently transferred ownership, this may 
continue to reflect previous ownership. Then 
click “Continue Application” 
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7. After the Contact is selected, you can fill out the application form. 
 

 
 

8. Once the application fields are completed, and you have clicked “Continue Application,” you 
will be prompted to upload the required documents. For a business license, the following forms 
are required: 
 
• Hazardous Materials Disclosure Form 
• Indemnity Form 

 

 
 

Required documents are listed here. 
Click here to add the files from your 
computer or device. 

All fields noted with an * are 
required to proceed with the 
online application, however 
all fields are required for 
processing and must be filled 
in with the best available 
information. Any blank fields 
may result in a delay in 
review. 

These forms can be found in the 
“Documents” tab. See Note on Step 3.  
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9. After documents are added, a summary page will be displayed. At this time, you can go back 

into the application to fix errors if necessary. If the application is complete, and ready for 
submittal clicking “Continue Application” will finalize the application. 
 

 

 

After files are added, the document type must be 
selected. For a Business License, you must distinguish 
which file is the Indemnity Form and which file is the 
Hazardous Materials Disclosure Form.  

After the file types are designated, the 
documents must be “Saved” otherwise there 
will be an error when “Continue Application” 
is clicked. Save, then continue.   

To edit any fields, click on 
“General Information” to 
return to the application 
page.  

At the bottom of the review page, 
this box must be checked before 
submitting the application   
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10. When the application is submitted you will get an alert with a green check mark, and you will 
be assigned a Business License Application number: 
 

 
 

11. After the application is submitted, staff will review it for completeness. If staff needs more 
information, they will provide communications through Accela and via phone. Once complete, 
you will receive an invoice through Accela to be paid. The application review cannot continue 
until the fee is paid. Payment can be made online or at the public Community Development 
Department counter at 1810 E. Hazelton Avenue, Stockton, CA 95205. 
 

12. Business License review takes approximately 3 weeks, and may include a Building Inspection. 
If corrections are required, the application will be placed on hold until resolved. Once the 
review is complete, the application is provided to the Treasurer-Tax Collector for issuance.  

 


