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CUSTOMER PUBLIC PERMIT PORTAL GUIDE 

How to Upload Documents to a 
Business Operating Permit 

Follow these eight steps to upload document(s) to your Business Operating Permit (BOP) through the 
Public Permit Portal.  

Before you begin 

1 You must have an existing Public Permit Portal account and access to the Business 
Operating Permit. 

2 Have your username and password ready. 

3 The document must be saved on or accessible from the device you are using to log in to 
the Portal. 

Complete each step below. 
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Step 1  

 

 
 
 
 

• Go to Public Permit Portal 
• Enter Username or Email and Password, then select Sign In. 

 
  

https://aca.accela.com/sacramento/Default.aspx.
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Step 2  

 
 
 

 
 
  
 

• Select the tab Operating Permit for Business Operating Permits.  
• Select BOP hyperlink Permit Number.  
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Step 3  

 

 
 

• Select Record Info drop down menu, then select Attachments. 
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Step 4  

 

 
  

• Select Add button 
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Step 5  

 

 
 

 

• Select Add button.  
• Then locate the document on your device you want to upload, then select Open 
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Step 6  

 

 
 

 
 

• The document will appear under File Upload. When the upload reaches 100%, select Continue.  

 
 
 
  



Upload Documents                                                                       
Revised September 21, 2026     Page 8 

Step 7  

 

       

 

 

 

• Under Type, open the drop-down menu and select the appropriate document type. Then, select 
Save.  
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Step 8  

 

 

  

• A confirmation message will appear stating, “The Attachment(s) has/have been successfully 
uploaded.”  

 


