
Commercial Tree License Application Instructions 
 

Overview 

This user guide covers the process steps for submitting an application to obtain a commercial tree 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 

  

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


5 Select the 
“Commercial 
Tree License” 
option 

 

 

6 Select “Continue 
Application” 

  

7 Enter Business 
Name & UBI 

 

Enter 
Busine
ss 
Name 
& UBI 
Numbe
r 

8 Click on “Add a 
Certification” to 
add an Arborist 
to your account 

 

 



1
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Enter Arborist’s 
Info and ISA 
credentials 
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Continue 
Application 

  

1
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Enter Business 
Address. “ Select 
from Account” 
for Mailing 
address that 
should already 
be connected to 
your online 
account. 

 

 

 Continue 
Application 
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You will need to 
upload your 
insurance. 
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After you find 
the proper file, 
you will need to 
select SAVE 

 

 



 Continue 
Application 

  

 Review Info & 
Continue 
Application 

  

 Select Check Out 

 

 

 Enter Payment 
Info & Submit 
Payment 

 License 
will get 
physica
lly 
mailed 
out in 
2-3 
busines
s days 

 


