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Renew an Existing Business License 
1. Go to the Business License portal at:  https://cupertino.org/aca. 
2. If your license is up for renewal, you may have received login access instructions 

in an email from the City of Cupertino with subject line “City of Cupertino 
Business License Renewal Update”. You can login the portal with that username 
and password information. 

3. When you login for the first time, you will be asked to change the password. 
Please save the information (username and password) as this will be your Accela 
license portal access credentials. 
 

 

 
 
 

https://cupertino.org/aca


4. Click on Licenses 

 

5. The list of your Application, License and Renewal records (if applicable) will 
display.  If a License is available for Renewal, there will be a “Renew License” link 
under the Action column.  
 

 

 
6. If you have multiple Licenses, you are able to search for the specific one using 

the Search & Renew Licenses link (see screenshot above), and scroll to the 
bottom of the screen, enter your search criteria and click “Search”. It is 
recommended to enter your License number, including the “BL” at the 
beginning, or use % symbols as wildcards.    



 

 
7. The License(s) that meet the search criteria will display under the search fields.   



 

 
8. After you find your license, click on the Renew License link and follow the steps 

to verify your renewal information and submit payment.   
9. To submit payment, complete the required fields (indicated with the asterisk) for 

the Credit Card Information, and click “Submit Payment”. 



 

 
10. The Licensing Department at Cupertino will process your renewal, and once it’s 

approved, you will receive an email notification.   
11. When your renewal is approved, you can navigate to the Business License Portal 

to print your License using the following steps: 
a) Log in to the Business License portal and click the Licenses menu 
b) The list of your Application, License and Renewal records (if applicable) 

will display.  Click the License Number under the Record Number column 
for your Business License 



 

 
c) Expand the Record Info drop down list and select “Attachments” 

 
 

d) Click the Attachment name to open the License.  



 
 

  



Paying Additional Fees  
1. If additional fees are added by Cupertino Licensing staff, you will receive an 

email to pay the fees.  To pay these fees, log in to the Business License portal 
and click the Licenses menu 

2. The list of your Application, License and Renewal records (if applicable) will 
display.  The record that has outstanding fees will display “Pay Fees Due” in the 
Action column. 

 

 
3. Click this link and complete the payment information.   
 

  



Printing Receipts 
1. To print a receipt, log in to the Business License portal and click the Licenses 

menu. 
2. The list of your Application, License and Renewal records (if applicable) will 

display.  Fees are paid on Applications and Renewal records.  Click the 
appropriate record. 

  

 
3. Expand the Payment menu and select “Fees”. 

 

 
4. A list of payments displays.  Click the “View Details” link next to the payment you 

would like the receipt for. The receipt will display in a new window. 



 

 
 

  



Editing Account Information 
1. To edit your account information, such as your phone number or email address, 

log in to the Business License portal and click the Account Management menu. 

 
 

2. Under Contact Information, expand the Action menu and select “View”. 

3. Update the information that requires update and click “Save”.  To navigate back 

to ACA, click “Back to Account Management”.   

 
 


