
Entertainment Facility 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. Accela Citizen Access (spokanepermits.org) 

 

 

# 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 Entertainment Facility 
License” option 

 

 

6 Select “Continue Application”   

https://aca.spokanepermits.org/citizenaccess/Login.aspx


7 Please read and initial “Hold 
Harmless Agreement” then select 
Continue Application 

 

 

8 Fill out fields accordingly. 

 

 

9 Select “Continue Application”   



10 Fill out Business Location and 
select Search button. Click “Select 
from Account” for mailing address. 

  

 

11 Fill out Owner/Officer/Partner(s) 
Then Continue Application 
 

 

Date of 
Birth is 
required
. 
If more 
than one 
governin
g 
person, 
you 
must 
“Add 
New” 

12 Review Application & Continue    



13 “Pay Fees” then Check Out 

 

 

14 Enter Credit Card Payment 

 

 

 


