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Introduction 
Welcome to the Minnesota Office of Cannabis Management (OCM). This user guide is designed to help 
you navigate Accela and successfully create and submit your lower-potency hemp edible (LPHE) business 
license application. We recommend reviewing this user guide and other technical assistance materials on 
our website (https://mn.gov/ocm/businesses/licensing/process). 

Helpful Hints to Start 
The following table contains some helpful hints before you begin the application process.  

Hint Link (if applicable) 

Review the OCM website and the list of documentation 
that you will be required to upload before submission 
of your application. 

https://mn.gov/ocm/businesses/licensin
g/process 

For lower-potency hemp edible manufacturer license 
applicants, review guidance regarding final plan of 
record submission.  

https://mn.gov/ocm/businesses/guidanc
e-memos.jsp#/detail/appId/1/id/709666  

While accessible on a mobile device, we recommend 
using Accela on a computer for an optimal user 
experience.   

N/A 

Use the online fillable form provided by OCM. https://mn.gov/ocm/businesses/licensin
g/process 

If you have not already, register for an account on 
Accela. 

https://aca-
prod.accela.com/MDH/Default.aspx 

Consider starting the application process early. You will 
be able to save your application and return to it. N/A 

Before you submit your application, have your payment 
method ready and available. Acceptable forms of 
payment include credit, debit, ACH. Remember 
application fees are non-refundable. 

N/A 

Allow pop-ups from Accela. There are windows that will 
pop up with additional information or new screen 
requiring data.  

N/A 

The term “LPHE” refers to lower-potency hemp edible. N/A 

 

https://mn.gov/ocm/businesses/licensing/process.jsp#licensing-resources
https://mn.gov/ocm/businesses/licensing/process
https://mn.gov/ocm/businesses/licensing/process
https://mn.gov/ocm/businesses/guidance-memos.jsp#/detail/appId/1/id/709666
https://mn.gov/ocm/businesses/guidance-memos.jsp#/detail/appId/1/id/709666
https://mn.gov/ocm/businesses/licensing/process
https://mn.gov/ocm/businesses/licensing/process
https://aca-prod.accela.com/MDH/Default.aspx
https://aca-prod.accela.com/MDH/Default.aspx
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Sign In 
Below are step-by-step instructions for 
signing in to Accela. If you have not 
already registered for an account, 
complete the account registration process. 
Once registered, you will need to sign in.  

 
 
 

 

 

  
Step Field / Button Action Notes 

1 Username or 
Email* 

Enter either the username or 
email address that was used 
during the account registration 
process.  

Use the registered account that 
you want to use for future 
contact with the office. 

2 Password* 

Enter the corresponding 
password for the registered 
username/email account 
created.  

If you do not remember your 
password, select Forgot 
Password? and follow 
instructions.  

3 SIGN IN Select. N/A 
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License Application Selection  
(Create an application) 

In the following steps, we will navigate selecting an 
application. From this screen the user can return to 
a saved application or can progress to the list of 
applications available to apply for. 

Note: Confirm you are signed in before proceeding. At the top 
of the screen, you should see Logged in as: and username. If 
you do not see this, then select Login in the upper right-hand 
corner. The system will time out for inactivity.  

 
 
 
 
 
 
 
 
 

Step Field / Button Action Notes 

1a Create an 
Application 

Select if you are creating a new 
application. N/A 

1b Resume Application 

Select if you have previously 
started an application but have 
NOT completed and submitted 
it to the office.   

This will take you back into your 
application and allow you to 
update information or pay and 
submit your application for 
consideration. You can proceed 
to appropriate sections of this 
document for additional help. 

2 General Disclaimer  

Check I have read and 
accepted the above terms 
after you have reviewed the 
disclaimer.    

Use the scroll bar to the right to 
review all lines and information 
in the disclaimer window. 

3 Continue 
Application Select to continue. N/A 
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License Application Selection (Select a  
record type) 
On the next screen, select the 
specific license type to complete 
the desired application. 

 
 
 
 
 
 

Step Field / Button Action Notes 

1 License Applications 
Select the gray caret/arrow to 
expand the selection criteria and 
select the appropriate option.    

The list will display the 
license types available for 
application.  
If you plan to apply for more 
than one license, you must 
complete separate 
applications for each.  

2 Save and Continue 
Application Select to continue. N/A 

 

Section 1: Social Equity 
You have successfully navigated to the license application of choice; the first step will address social 
equity information.  

Please note that the office is not issuing social equity classified licenses for hemp businesses. 
While you are able to make that selection in the application system, that selection will not result in 
the specific social equity license. If you select social equity in the process, that will create a system 
requirement to upload documentation of verification. We recommend that you do not select social 
equity application as that will complicate the application process. 

Step Field / Button Action Notes 

1 
Are you applying as 
a social equity 
applicant? 

Select No, as the office is not 
issuing social equity classified LPHE 
licenses.   

N/A 

2 Save and Continue 
Application Select to continue. N/A 
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Section 2: Application Information > Contacts 
In this step you will provide important 
information about key business 
contacts. At a minimum every 
application must identify an applicant, a 
business owner, and an authorized 
agent. The same person may serve in all 
three roles, or you may have more than 
one person for each contact type.  

For business owners, you must add 
each business owner to the application 
in the contact section. 

Note: For hemp business applications, 
hemp business owners and hemp 
workers are not required to complete a 
background check. 

 

Step Field / Button Action Notes 

1a Select from 
Account 

Use this option if the 
registered user is the 
applicant, authorized 
agent, or business owner.  

Each contact type will have to be added one at 
a time.  

1b Add New 

Use this option if you need 
to add additional business 
contacts to the record OR if 
not the registered user.    

Each contact type will have to be added one at 
a time. 

2a, 
2b Type 

Use the drop-down arrow to 
select the contact type to 
add. 

Each contact type will have to be added one at 
a time.  
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Step Field / Button Action Notes 

3 Continue Select to continue. 

If you are following the (a) path, then the 
registered account information will be used. 

If you are following the (b) path, then you will 
need to provide all contact information. 

4 Contact 
Details* 

Input all relevant contact 
information.  

Depending on the contact 
type, you may be asked to 
provide additional 
information like birth date 
and Social Security 
number.   

Remember to complete all required fields.  

This contact information should represent legal 
names and address for purpose of licensing.   

5 Continue Select to continue. Repeat Steps 1-4 for each contact type and 
respective contacts to add. 

 

* Note: Depending on the path chosen for adding contact information, some data will be pre-populated while other data will 
need to be manually added. 
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When you have successfully completed 
adding the minimum contacts, you will 
notice that there are green check marks 
to the left of each contact to indicate 
success. You can also see the contact 
details in the middle of the screen.  
 
 
 
 
 
 
 
 

  

Step Field / Button Action Notes 

6a Bankruptcy Filing 

Review and select the appropriate 
response.    
 
Yes, proceed to Step 6b. 
No, proceed to Step 7a or 7b. 

A bankruptcy filing will not 
impact your license 
eligibility. 

6b Bankruptcy Details Enter N/A Details are not needed for 
LPHE applicants. 

7 Continue Select to continue. N/A 



Page 10 
 
 
 

Section 2: Application Information >  
Application Detail 
The information in the next step, Application Detail, will vary depending on which license type you are 
applying for. The screenshot below is an example of only one license type. Refer to the following table for 
details on unique fields per license type.  

Although fields may not be required, the office encourages applicants to provide as much information as 
possible about the business, product types, and business activities. The more information provided at 
this time, the better the review process and future application steps may be.  

Information that is not known at this time can be amended in the future.  
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Section 2A. Business Information 

Step/Section Field Action Notes 

1 Mailing 
Address 

Provide the appropriate 
information 

This can differ than the address of your 
physical location.  

2 Legal Business 
Name 

Provide appropriate 
information. 

This should represent the legal registered 
name of the business. 

3 

Doing 
Business As 
(DBA) - 
Assumed 
Name 

Provide appropriate 
information. 

If the business is operating under a DBA, 
provide the DBA name. 

4 Website Provide appropriate 
information. 

If there is a website for the business, 
provide the URL. 

5 
Legal Business 
Registration 
Type 

Use the drop-down menu 
to select the appropriate 
business type.  

Identify the legal operating structure of 
the business.  

6 Legal Business 
Tax ID 

Tax ID associated with 
the business and 
business type. 

Depending on the type of business this 
will be your Social Security number, 
federal or state tax ID. 

7 
Do you have a 
site for your 
business? 

Select yes or no. 

You must register at least one (1) site 
location to submit your application. If you 
currently have a site, please move to step 
6a. 

7a 
How many 
sites will you 
be operating? 

Provide appropriate 
information. 

If you are operating more than 99 sites, 
please contact 
cannabis.info@state.mn.us.  

8 Continue Select to continue. N/A 

 

  

mailto:cannabis.info@state.mn.us
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Section 3: Supporting Documents 
In this step, you will provide 
OCM with the required 
documents to verify your 
identity, labor peace agreement 
(for LPHE manufacturer 
applicants only) and your proof 
of trade name registration. For a 
full list of acceptable 
documents, please refer to the 
Lower-Potency Hemp Edible 
License Application Review and 
Qualifications Guidance 
document.  

 

  

Step Field / Button Action Notes 

1 Add Select to add the specific document listed. 

The required documents 
depend on the license type 
of application.  
ALL documents listed on the 
screen are required to move 
to the next step in the 
application process. 

2 Open/Add 

Select the document from your file 
location and select the appropriate button 
to add the document. 
Repeat Steps 1 and 2 until ALL required 
documents have been added. 

Depending on the operating 
system and file location, this 
will vary. 

3 Continue Select to continue. N/A 

https://mn.gov/ocm/assets/2410008_Hemp_Matrix_v1_tcm1202-706390.pdf
https://mn.gov/ocm/assets/2410008_Hemp_Matrix_v1_tcm1202-706390.pdf
https://mn.gov/ocm/assets/2410008_Hemp_Matrix_v1_tcm1202-706390.pdf
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Section 4: Certification Statements > 
Acknowledgements 
The next screen provides a list of acknowledgements that should be reviewed and understood carefully. 
The acknowledgements include agreements of work to be done in future stages as well as agreements to 
how the business will operate. False statements in this section may affect the status of the application or, 
in the future, the license. 

Applicants are required to attest to working with their local government to certify compliance with all 
applicable state and local building, fire, and zoning codes, requirements, or regulations. Applicants for an 
LPHE retailer license are also required to obtain local retail registration directly from their local 
government upon receiving licensure. For more information, please refer to the Hemp Businesses in 
Minnesota: A guide for lower-potency hemp edible license applicants guidance document (Page 11). 

Note: Acknowledgements will vary depending on the license type selected. 

Step Field / Button Action Notes 

1 Review and 
Check 

Review each of the statements and check, 
once read and understood. 
All acknowledgements must be checked to 
continue to the next step in the application. 

Refer to Minnesota 
Statutes, chapter 342 for 
further details supporting 
the acknowledgements. 

2 Continue Select to continue. N/A 

 

Section 5: Review 
Once you have completed all the core application components, you will be brought to the 
review/summary screen. This is an opportunity for the applicant to review all the information provided 
on the application and make needed updates before proceeding to either site registration or application 
payment.  

 

Step Field / Button Action Notes 

1 Review 
Review each section of the 
application to ensure 
accuracy. 

Refer to Minnesota Statutes, 
chapter 342 for further details 
supporting the acknowledgements. 

2 Edit 

Select if a respective section 
needs updates. 
You will be brought to the 
section, make needed 
updates, select Continue. 

N/A 

4 Continue 
Application Select to continue. N/A 

https://mn.gov/ocm/assets/2410008_OCM_Hemp_Businesses_in_Minnesota_Guide_v1.3_tcm1202-683553.pdf
https://mn.gov/ocm/assets/2410008_OCM_Hemp_Businesses_in_Minnesota_Guide_v1.3_tcm1202-683553.pdf
https://www.revisor.mn.gov/statutes/cite/342.14
https://www.revisor.mn.gov/statutes/cite/342.14
https://www.revisor.mn.gov/statutes/cite/342
https://www.revisor.mn.gov/statutes/cite/342
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Section 6: Associated Forms >  
Associated Sites 
The most important aspect of your LPHE business license application is the addition of the required 
worksheet and site registration. You will need to repeat this process for each individual site you are 
registering. This should match the number of sites you entered in Step 2. We recommend that before 
you start your application or before you upload your documents, that you take a moment to review 
OCM’s website (mn.gov/ocm/businesses/licensing/process) to ensure you have all the required 
worksheets completed, saved and ready to upload as well as any other required documents based upon 
the license type you are applying for. Required worksheets are provided on OCM’s website. The 
worksheets will help ensure that you are supplying the information needed. 

There may be some document categories where an applicant may have multiple exhibits to support the 
requirement. Please combine all exhibits into a single file and upload to appropriate category to ensure 
timely processing of application. Applicants will not be able to upload any additional documents after 
submitting payment. 

 

Step Field / Button Action Notes 

1 Open Select to begin a new site 
registration N/A 

1a Resume Select if you have already 
started a site registration.  N/A 

2 Continue  Select to continue. N/A 
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Section 6A. Associate License > Site Location 

Step Field  Action Notes 

1 Address Enter the required details for 
the referenced site.  N/A 

2 Continue  Select to continue. N/A 

 

Section 6B. Associate License > Site Contact 

Please provide the name of the individual from this site who is responsible for communicating with the 
Office of Cannabis Management. 

Step Field / Button Action Notes 

1a Select from 
Account 

Use this option if the 
registered user is the site 
contact.  

N/A 

1b Add New 

Use this option if you need 
to add additional business 
contacts to the record OR if 
not the registered user.    

Each contact type will have to be added one at 
a time. 

2a, 
2b Type 

Use the drop-down arrow to 
select the contact type to 
add. 

Each contact type will have to be added one at 
a time.  

3 Continue Select to continue. 

If you are following the (a) path, then the 
registered account information will be used. 

If you are following the (b) path, then you will 
need to provide all contact information. 
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Step Field / Button Action Notes 

4 Contact 
Details* 

Input all relevant contact 
information.  

Remember to complete all required fields.  

This contact information should represent legal 
names and address for purpose of licensing.   

5 Continue Select to continue. Repeat Steps 1-4 for each contact type and 
respective contacts to add. 

 

When you have successfully completed 
adding the contact, you will notice that 
there are green check marks to the left 
of each contact to indicate success. 
You can also see the contact details in 
the middle of the screen.  
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Section 6C. Site Information > Site Detail 

In this step, you will list the local 
government of where your site is located. 
OCM will not send your LPHE business 
application to the local government; 
however, applicants are required to 
maintain compliance with state and local 
building, fire, and zoning codes, 
requirements, or regulations as a condition 
of licensure. OCM recommends you 
discuss your business and compliance with 
your local government directly before 
registering your site to ensure you can 
maintain compliance after licensure.  

Step Field Action Notes 

1 

Which local 
government are you 
requesting approval 
from 

Please select the type of 
government from the drop-down 
arrow.   

N/A 

2 Name of local 
government 

Please select the referenced local 
government from the drop-down 
arrow. 

N/A 

3 Legal description or 
property ID Provide appropriate information. N/A 

4 Hemp Registration 
Number 

If you registered your hemp 
business before August 31, 2025, 
enter the number found on your 
registration email or on the hemp 
registry spreadsheet Link: HDCP List 
Of Registered Businesses 
08_31_2025_tcm1202-649922.xlsx 

If you do not have a hemp 
registration number, enter 
0000.  

2 Continue  Select to continue. N/A 

 

  

https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fmn.gov%2Focm%2Fassets%2FHDCP%2520List%2520Of%2520Registered%2520Businesses%252008_31_2025_tcm1202-649922.xlsx&wdOrigin=BROWSELINK
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fmn.gov%2Focm%2Fassets%2FHDCP%2520List%2520Of%2520Registered%2520Businesses%252008_31_2025_tcm1202-649922.xlsx&wdOrigin=BROWSELINK
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fmn.gov%2Focm%2Fassets%2FHDCP%2520List%2520Of%2520Registered%2520Businesses%252008_31_2025_tcm1202-649922.xlsx&wdOrigin=BROWSELINK
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Section 6D. Site Information > Documents 

On this step, you will be required to complete the Site, Security, and Operations Final Plan of Record 
form on Formstack. You are required to complete the form and provide the appropriate information 
requested as it pertains to the specific site you are registering. Upon completion, you will receive a PDF 
copy of your submission via email. Please upload that PDF to this page in Accela.  

For more information on completing the final plan of record form, please refer to the Lower-Potency 
Hemp Edible License Application Review and Qualifications Guidance.  

 

 

 

 

 

https://officeofcannabismanagement.formstack.com/forms/lphe_site_security_and_operations
https://officeofcannabismanagement.formstack.com/forms/lphe_site_security_and_operations
https://mn.gov/ocm/assets/2410008_Hemp_Matrix_v1_tcm1202-706390.pdf
https://mn.gov/ocm/assets/2410008_Hemp_Matrix_v1_tcm1202-706390.pdf
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Step Field Action Notes 

1 

Site, Security, 
and Operations 
Final Plan of 
Record 

Open the link and complete the 
final plan of record form.  

The email you use on the form will 
be the same one you receive a copy 
of your submission. 

2 Add Submit the PDF copy of the final 
plan of record form. 

This can be found in your email 
inbox. Please check your spam if 
you can’t find it. 

3 File Upload Select Add and upload the final 
plan of record form. 

3a Continue Select to continue. 

4 Type 
Select Site, Security, and 
Operations Final Plan of Record 
from the drop-down menu. 

N/A 

5 Description 
Please enter the address of the 
site the final plan of record is in 
reference to. 

N/A 

6 Save Select to save the submission and 
to proceed. N/A 

7 Continue Select to continue. N/A 

When you have successfully uploaded the final plan of 
record, a green banner will appear at the top of the 
screen and details about the uploaded file will appear 
at the bottom of the screen.   

N/A
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Section 6E. Review 

Once you have completed all the site registration components, you will be brought to the 
review/summary screen. This is an opportunity for you to review all the information provided on the 
application and make needed updates before proceeding to either another site registration or 
application payment. Remember: You must complete a site registration for every location at which you 
plan to conduct licensed activity under this license type. 

Step Field / Button Action Notes 

1 Review 
Review each section of the 
application to ensure 
accuracy. 

N/A 

2 Edit 

Select if a respective section 
needs updates. 
You will be brought to the 
section, make needed 
updates, select Continue. 

N/A 

4 Continue  Select to continue. N/A 

 

Section 6F. Associated Forms 

 

Step Field / Button Action Notes 

1 Open 

If you noted multiple sites on Section 2, you will see a 
button labeled Open and need to complete section 6 
for each site you want to register. Once you have 
entered each you will be able to proceed.  

N/A 

2 Remove Select if you need to remove a site registration.  N/A 

3 Make Payment Select to move on to the next step and pay any 
applicable fees.  N/A 

  



Page 21 
 
 
 

Section 7: Pay Fees 
The final step in the application 
submission process is 
processing your application fee 
payment. Payments are non-
refundable. Payments can be 
made using a credit or debit 
card or ACH transaction. During 
this process you will be 
redirected to the banking 
interface.  

Note: Once redirected to the banking applet, you will need to complete the payment process to return to the application.  

Note: The bank does charge a bank processing fee, which is outside of Accela. Please make a note of the processing fee for your 
records.   

 

Step Field/Button Action Notes 

1 Continue to 
Payment 

Select to proceed to 
payment. N/A 

2 Review 

Review the license 
application type in the 
center of the screen. You 
should see a quantity of 
one (1) and the application 
fee amount. 

 
If you are applying for LPHE retail 
licensure and have more than one site, 
OCM will invoice you for additional site 
application fees at a later date.  

Unlike other license types, LPHE retail 
license applications fees are per site.  

In order to proceed with the licensure 
process, you must respond to emailed 
invoices within 14 calendar days. 

3 Check Out Select to continue payment 
process. N/A 

4 Click here to Pay 
Now 

Select to proceed to the 
payment detail screen. 

You are now in the third-party payment 
solution. 

Note: All fields in the following payment detail 
screen are required. Ensure all information 
provided matches the information associated 
with the selected payment method. Acceptable 
methods are ACH transaction, credit or debit 
card. 
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Step Field/Button Action Notes 

5 Payment Details 
Complete ALL the payment 
detail information 
requested 

The required fields will change 
depending on whether you have 
selected payment by card or ACH 
transaction. 

Please add all information and review 
before selecting PAY. 

6 Agree Confirm your agreement 
with terms and conditions. N/A 

7 Pay Select to process payment. You will be taken to a confirmation 
screen.  

8a Print Select to print copy of 
confirmation screen. 

The print feature will leverage your 
browser print options. 

8b Continue to 
Accela Select to return to Accela. You will be taken to the final 

confirmation screen. 

 

Note: The final screen will provide you 
confirmation that your application was 
successfully submitted. You will also see your 
application record number. This can be referenced 
at any time during the application process to see 
status updates and request additional information 
or other communications regarding your 
application. This number can also be referenced 
should you ever need assistance from the office. 

Note: You will also receive email communication 
confirming the successful submission of your 
application. We recommend saving the email as it 
will contain a link to your application that you can 
use in the future.  

 

 

You have now completed all the necessary steps to submit your 
LPHE business license. For information on paying your invoice, 

please proceed to Appendix A. 
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Appendix A: Invoice Payment 
Once OCM has reviewed your application and is ready to issue you your LPHE business license, you will 
receive an email notification notifying you of a new invoice in your Accela account. Please follow the 
steps below to make the outstanding fee.  

In addition to their licensing fee, LPHE retailers who have submitted multiple site registrations will be 
required to pay an additional application fee for each retail location but will initially only be charged for 
the first site. OCM will send you an invoice for additional retail site application fees via email 

The images below show how to pay multiple records at once, but the process is the same even if you are 
just paying a single invoice.  

 

 

Step Field / Button Action Notes 

1 Username or 
Email* 

Enter either the username or 
email address that was used 
during the account registration 
process.  

Use the registered account that 
you want to use for future 
contact with the office. 

2 Password* 

Enter the corresponding 
password for the registered 
username/email account 
created.  

If you do not remember your 
password, select Forgot 
Password? and follow 
instructions.  

3 SIGN IN Select. N/A 
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4 Search Applications 
Select to view all invoices and 
records pertaining to your 
account. 

N/A 

5 Select the 
appropriate record 

Use the check box on the far-left 
side to select multiple records. 

N/A 

6 Add to cart Select.  N/A 

 
 

Step Field / Button Action Notes 

7 Cart Select to proceed to payment NA 

 
 



Page 25 
 
 
 

Step Field/Button Action Notes 

8 Review 

Confirm that the number of 
records on the payment 
page matches the amount 
you selected at the start. 

N/A 

9 Check Out Select to continue payment 
process. N/A 

10 Click here to Pay 
Now 

Select to proceed to the 
payment detail screen. 

You are now in the third-party payment 
solution. 

Note: All fields in the following payment detail 
screen are required. Ensure all information 
provided matches the information associated 
with the selected payment method. Acceptable 
methods are ACH transaction, credit or debit 
card. 

11 Payment Details 
Complete ALL the payment 
detail information 
requested 

The required fields will change 
depending on whether you have 
selected payment by card or ACH 
transaction. 

Please add all information and review 
before selecting PAY. 

12 Agree Confirm your agreement 
with terms and conditions. N/A 

13 Pay Select to process payment. You will be taken to a confirmation 
screen.  

14a Print Select to print copy of 
confirmation screen. 

The print feature will leverage your 
browser print options. 

15b Continue to 
Accela Select to return to Accela You will be taken to the final 

confirmation screen. 
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OCM Support 
Resource and support information. 

 
 

 

 

 

 

Phone: 
651-539-5000, option #2 

 
Website: 
https://mn.gov/ocm/ 

 
Email: 
cannabis.info@state.mn.us 

 
Online Support Request (for registered accounts only): 
https://aca-prod.accela.com/MDH/Default.aspx 

https://mn.gov/ocm/
mailto:cannabis.info@state.mn.us
https://aca-prod.accela.com/MDH/Default.aspx
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