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Applying for a 420 Cannabis License [V09.26.22] 
The intent of this guide is to provide a step-by-step guide to apply for a 420 business license. This is not an 
exhaustive guide; additional information may be required depending on your license.  
 

1. Go to Accela Citizen Access https://ebiz.ci.missoula.mt.us/CitizenAccess/welcome.aspx 
2. Login with your username and password. Click on Login. 

 

3. Click on Licenses, then Click on Apply for a 420 License.
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4. Check ‘I have read and accepted the above terms’ and click on the ‘Continue Application’ button. 

 
5. Enter the street number and street name. For tips on entering the address, view the help text, such as 

Do not include the type of street. 

 
6. The property owner will fill in after you search. You can change this if it is different by typing in the 

current information.  Then click on the ‘Continue Application’ button. 
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7. Specify the business contact types.  
a. Click on "Select from Account" or "Add New". 

Select from Account will fill in information that 
you provided when you registered for your 
login.  

b. Typically, the Applicant contact info will be 
selected from the Account.  

c. At least one Business Owner must be added. 
The second Business Owner is for additional 
owners.  

d. The Local Manager is optional.  This will be the 
contact person to coordinate any onsite 
inspections. If no local manager is added, the 
Primary business owner will be the contact 
person. 
 

 

8. If Adding a New Contact, enter the information and 
select Continue.  

 

 

 

 

 

 

 

9. If Selecting from Account, choose the contact and select continue. 
10. Click on Continue Application. 
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11. To complete the Detail Information, Fill in Business Name, Physical Location, and Description of your 
Operations.  

12. These fields will be printed on your license. 
 

 
13. Fill in the Additional Information. 
14. Additional fields may populate based on your selections. 
15. Complete all required fields, indicated with an *. 
16. Use the help buttons (as available) if you need examples or additional information. 

 
17. Click on Continue Application. 
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18. If your license is for a Commercial Location, you are required to complete a Wastewater Classification 
Survey. On the attachments page, select Add.

 
19. Complete the Wastewater Classification Survey form, found here: 

https://www.ci.missoula.mt.us/DocumentCenter/View/52104/WASTEWATER-SURVEY_fillable 
 

20. Select the Files to Upload 
a. Select the Add (1) 

button.  
b. Navigate to the filled in 

and saved wastewater 
form on your 
computer (or phone).  

c. Select the file and it 
will upload.  

d. Once you have 
uploaded the form 
select the Continue (2) 
button. 
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21. Select a document type to assign to the file 

          

22. Type "WASTEWATER FORM" in the description and click on ‘Save’ 
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23. You should now see the pdf you uploaded listed as an attachment on the Upload completed 
Wastewater Survey page. 

 
24. Click on Continue Application. 
25. Review Your Application Information then select the Continue Application button. 
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26. Review the fees assessed based on the location and FTE you provided. Click Continue Application. 

 

27. Complete the Credit Card payment information then click Submit Payment. 
 

 
28. A Confirmation Page that your Application is Submitted will appear. 
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29. Review the information provided. It outlines if you need to take additional steps, including if you need 
to upload a Hazardous Materials Inventory Statement (HMIS). Document Upload Instructions are also 
included. 

 
30. To attach an HMIS or Change-of-Use document to a COM Permit. Log in to the portal, select Building, 

then the red Permit Number listed. 
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31. Select Record Details, then Attachments. 

 
32. Follow steps 17-23 of this document, in general. EXCEPT, note: 

a. Assign the Change of Use file a document type of "Plan" and name the file the record number 
INITIAL PLANS, for example: 2022-MSS-COM-00039 INITIAL PLANS 

b. If your architect will upload the Change of Use file, have them contact coordinators to link their UserID 
to the COM record. Email: coordinators@ci.missoula.mt.us 


