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How to Apply for a Cannabis Business Permit 

1. Visit SanteePortal.org 
 

2. Login or Register for an account.  

 
*  For additional assistance with registering, please use the “New Account Sign Up Guide” located 

through this link and through this link. 

 
 
 

https://www.cityofsanteeca.gov/documents/our-community/online-services/new-account-sign-up-guide.pdf
https://www.youtube.com/watch?v=-EP-oh6VX-c
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3. Once logged in and within the “Home” tab, click on “Apply”. 

 
 

4. Search for “Commercial Cannabis Business Permit (Retail Application)” and click on “Apply” to 
begin your application.

 

 
 

5. Select your company type within the drop-down menu then click on “Create New Business During 
Application” 
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6. Click on “Add Location”  

  
 
Then “ENTER MANUALLY” 
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Continue by manually entering the address of the cannabis business location. 

 
 
Once entered, click save. 

 
 
Please verify the information and then click next. 

 
 

7. Enter your business details. 
      Enter the name of the cannabis company under 
      “Company name”. 
 
     Enter a description of the brief description of the 
      business under “Business Description”. 
  
 
 
      If applicable, enter a DBA name. 
 
 
      For “Location” select “Commercial”. 
 
    This section is not required to be completed. 
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     This section is not required to be completed. 
 

 

   Once completed, click next. 
 
 

8. Enter contact information. Select the contact type and enter the corresponding information for 
each required contact. 

   
 
If the contact has been previously entered into the system, it can be searched by Name, E-mail, or 
Company.  

 
 
Once the contact is found, it can be added by clicking “Add”. 

 
 
If a contact is manually added, select “Enter Manually” 
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Then, proceed to enter the required information. 

 
 
Once finished, click “Submit”. 

 
 
Please repeat the steps above for each contact added. 
 

9. Add attachments. Attachments 1-8 are required and must be uploaded at this step.  
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Repeat the process for all 8 required uploads. Once all attachments have been added, click next. 

 
 
The files will begin to upload. 
 

10. Enter your name to consent to electronically sign this application. Then draw or type signature. 

 
 
Click next. 

 
 

11. Please review all the information to ensure accuracy. Once reviewed, submit the application by 
clicking “Submit” 
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