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Accela Citizen Access Portal – How to 

link your PIN and renew your license 

Accela Citizen Access Portal – License Renewal 

 

Step 1: Obtain your Record Number and PIN 

Your PIN letter was sent to the email address we have on file. If you do not have your PIN letter you 

can find it on our website. Click here to view your PIN Letter. You can search the PDF using the Ctrl 

+ F function, and search by Facility Record Number, your name, or the mailing address of the 

facility. In the image below you will see the PIN and the Facility Record Number. 

 

In this example the important information is: 

Record Number: 8300-PRFEL-26-002502 
PIN: 89Bf4%7! 

 

 

https://wcchd0.sharepoint.com/:f:/s/LicenseandRegistrationRenewals/IgA3c-Eapex_QZ1zyO_bG_j-AQP0MFoQsNi8A8Nhnvq7zV4?e=Pit7DS


 
   

2 
 

Accela Citizen Access Portal – How to 

link your PIN and renew your license 

 

 

Step 2: Create an Account on the Accela Citizen Access Portal 

Navigate to https://aca-prod.accela.com/warrencntyhd and select “Create an Account.” Follow 

the steps to create your account and then login to the account you have created. 

 

 

 

 

 

 

 

 

 

 

https://aca-prod.accela.com/warrencntyhd
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Step 3: Link your PIN to your Facility Record Number 

First, Select “Environmental Health.” Then select “Create an Application.” 
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Step 3.1: Link your PIN to your Facility Record Number 

Next, check the disclaimer at the bottom. Then, select “Continue Application” 
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Step 3.2: Link your PIN to your Facility Record Number  

Next, open “PIN Record” as the record Type, and then select “PIN Record.” Select “Continue 

Application” 
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Step 3.3: Link your PIN to your Facility Record Number 

Select “Add a Row.” Note: Owners with more than 10 facilities can add 10 rows at a time. You can 

add as many rows as you would like. 
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Step 3.4: Link your PIN to your Facility Record Number 

Enter your PIN and your Facility Record Number. Select “Submit.” 
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Step 3.5: Link your PIN to your Facility Record Number 

Review and Select “Continue Application.” 
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Step 3.6: Link your PIN to your Facility Record Number 

Once you have linked your PIN you should receive a notification that says, “Your application has 

been submitted.” Click “Home.” You have now linked your PIN. 
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Step 4: Renewing your license  

Now that you have linked your PIN, you must now renew your license. Since your PIN has been 

linked to your facility, you will no longer have to complete this step in future years.   

Select “My Records” on the Home screen.  
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Step 4.1: Renewing your license  

NOTICE: If your Record Number is a PIN Record, this is wrong. This means you entered the wrong 

Record Number in Step 3. This is a common mistake. You must resubmit the Record Number and 

PIN in Step 3. 

Otherwise, select “Renew” in the right “Action” column, as shown in the image below. 
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Step 4.2: Renewing your license  

Review the Facility Information. If this is the wrong address, then you have the wrong facility. The 

information on this screen cannot be updated. Go back to Step 3. 

Otherwise, select “Continue Application”  
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Step 4.3: Renewing your license  

On the Contact Information page, answer the question. If you answer “Yes” call the WCHD at 513-

695-1220 and let us know you need to either do the license transfer paperwork or complete the 

change of ownership paperwork. If you answer “No” select “Continue Application.”  
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Step 4.4: Renewing your license  

NOTICE: Much of our contact information has become corrupted 

or lost during the transition from our previous software to this 

new system. Please carefully review all contact information and 

make updates to the system. Once you have updated the contact information, 

select “Continue Application.” 
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Step 4.5: Renewing your license  

Review the application, select the disclaimer, and select “Continue Application.” 
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Step 4.6: Renewing your license  

Your fees have generated. You may now select “Continue Application.” If you wish to pay via cash, 

check, cashier’s check, or money order you can mail us at 416 S. East Street, Lebanon, Ohio 

45036. Make checks payable to the Warren County Health District. Ensure there is clear 

identifiable information about the facility on the check such as the facility name and location. 

Ensure you include a phone number where we can reach you.  

If you are not paying online, you may end your renewal here. If you are paying 

online, select “Continue Application.”  
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Step 5: Pay for your license.  

Now that you have submitted your renewal application, submit your payment information through 

the  

CBOSS Platform. Once you have completed payment, your license will be mailed to you.  

 

If you have any questions, please contact the WCHD at (513) 695-1220.  

 


