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To connect your Pesticide License(s) to your Accela account:

SEARCH

1. Search for licenses using the Search > Licensee Lookup menu option on the Department of
Agriculture Pesticide Home page:

MOMNTANA DEPARTMENT OF
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HOME START A NEW APPLICATION PRINT, UPDATE, OR RENEW LICENSE
Licensee Lookup
-‘\ (¥ | B ':
Wy Credits Page

Please Login You can search for your Pesticide

Pesticide Product
Marry wnling sendcas offenad by thi Agoncy redquine kogin for security reasons. I you anel | jranses without Ii}gging into your '
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By Salect Language ~
EEEEE——————————— CREATE AN ACCOUNT Transtme


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

2. The Licensee Lookup search displays:

MONTANA DEPARTMENT OF

AGRICULTURE
—

License Search

~License Information

Licerese Type If you need to look up a license, search
Satact | by any of the available fields on this
License Number page.

We recaornmend using the Licensee's
License Statiss First name and Last name, which will
Select v show all of their licenses in the results.
Classaficalion
Select =
First Name
Raqusl
Last Name
Smitham

-Address Information
Street Number Skreet Name
City

State

Mantana hd

ZipCode

County

Select -

The bottom of the search page:

City

State
Marilana |

ZloCode

This image and the instructions
change with each search, so make
sUre you read it each time,

- VeritiCation
Pleagt answer the verification question below before continuing

won search,
Remaining Attempts: 3

Plaase anier the number value of sach
imiage |exaimple: 57)

836

3. Enteryour search criteria, complete the Verification captcha, and click “Search”



4. Search Results display:

Your will meed o copry ar wnte down
every license number you want to
attach io your Atcra acsount
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5. Note and save your License Number(s); you’ll use these to connect your licenses to your Accela
account. You will need all license humbers associated with your account in order to connect
them to your Accela account.

LOG IN

1. Loginto Accela with your Okta credentials by clicking Sign In.
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PIN YOUR RECORD(S)

2. Accela Home page loads.
3. Navigate to Account > PIN Record.
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4. Anew browser tab will open displaying the General Disclaimer page.
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Cmnilne Application
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5. Select disclaimer checkbox and click Continue application.



6. The PIN Record page loads:

MONTANA DEPARTMENT OF

AGRICULTUR

START A NEW APPLICATION PRINT, UPDATE, OR RENEW LICENSE ACCOUNT

PIN Record &

Step 1:5tep 1> PIN Information

4

To connect Licensas only ta your Accela [ %=
accaunt, select the Adding Applicator
Licenses “Yes" option.

To add Froducts as well, select Adding

Products “Yes® aption in addition.
| ICFHAF INFORMATION

* Adoing Applcsted Licenses

Addmg Products 1

7. Select Adding Applicator Licenses radio button and click Continue application.
NOTE: All license types are added using this screen.
8. The Licenses Table displays:

PIN Record &

Step 1:5tep 1= Pesticide Licenses
L]

= iriscates a reguored Reld
To add one License Number to the table,
click the Add a Row buttan,

_ustom Lists

PESTICIDE LICENSES

showing O-0 of O




To add multiple records:

PIN Record i
AW L | L =T |

Step 1:5tep 1=Pesticide Licenses L

L | ]

* indicates a required field

To add multiple License numbers to the
table, click the down arrow.

Custom Lists

Add ? Rowes

Add T Rows

Bl A Rows
I Asd 'S Rows Continue Application »

Add 6 Roews

Add 7 Rows

Aded B Rows

Add 9 Rows

Add 10 Rows

9. Select Add Row or the adjacent down arrow to add a specified number of rows.



10. The Pesticide Licenses popup displays.

To add one License Number:

Copy and paste or type the License number into
PESTICIDE LICENSES the License Number field.

*License Number:

000035-10

For Multiple Records, the popup looks like this:
(Scroll to the bottom of the popup to see the Submit button)

To connect multiple Licenses to your Accela
PESTICIDE LICENSES account, you must enter each license number
*License Number: using this screen.

| 000035-10|

* License Number:

* License Number:

* License Number:

*License Mumber:

* License Number

*License Number

11. Enter the license numbers and click Submit.



12. License Number table is updated:

PIN Record a
1 Step 1 2 Review 3 Record Issuance
Step 1:Step 1>Pesticide Licenses -
4 >
*indicates a required field.
PESTICIDE LICENSES

Showing 1-10f1

000035-10 Actions »
]

consoeces

_ Continue Application »

13. Click Continue application.
14. Review page loads:

PN Record
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Contnuo Application »

15. Review your Pesticide Licenses for completeness and click Continue Application.



16. The Record Issuance page displays:

START A NEW APPLICATION PRINT, UPDATE, OR RENEW LICENSE SEARCH ACCOUNT

sggue i s PIN Record

Mavigate to the My Records page byhovering over the
Zml Account menu option and selecting My Records from the
ceon dropdown menw.

g e iF e
or Pred your boerer by
Bowes and ClCE Mhe Aokt 0

My Dashboard

FIN Record My Account s
s 3t ¥ Fevew

Step 3: Record lssuance v
L] [

Your a3pplcaiion has been successiiuly submiiced.
Moase pring your recond and ReLan 3 Copy o your reconis

Thank pou fof utng car orline ssrices

Youur Record Mumber s PESTFIN-0000ZR

To check the status of your apphcation navigats 1o the Account dropdawn ot the top of this page and select My Records.

17.Click Account > My Records.
18. The My Records Page displays:

Showing 11-20 of 20 | Downlosd resulss | Add o collaction
] Date Record Number Record Type Expiration Date Status Action
D 10/2172025 PEST-PIN-000017 PIN Record

(] 10172025  eest-amMn-Bus-oooons  hesicde Business Contact Click the link in the Record Number column to

(] someess  pest-ew-oooor R display the connected Pesticide License information.

(] moa7/2025  PEST-PIN-DOOOLL PIN Rec

(0 10472025  PEST-PIN-000013 Closed

[0 1omsmo2s  PesT-CE-CRse-oocosy” Festone Contim pa—— PR

] sonsmos  012419-11 mmw 12/31/2029 Active B P B

(] 10702025 0124151 Dosicide Private feplicalor 1213172029 Active Amendment

(] 09/21/2025  0ODOIS-10 Pesticide Dealer License 12/31/2025 Active Renew f-‘-r::lt" ation
(] osmwzess  123967-11 e T mp Active R S—_—

< Brew i 2 Mexi =

19. Find the added License Number(s) in the Licensing table and click on the license humber
hyperlink in the Record Number column to view the license information.



20.The License Record displays:

Record 000035-10: Add to collection

Pesticide Dealer License

Record Status: Active
Expiration Date: 12/31/2025

e FA— ¥ Verify that the license information is correct. Expand

the More Details section as needed.

Work Location

1 testing again
helana MT 59601
COUNTY: Lewis and Clark *

Record Details

Licensed Professional:
Raguel Smitham
1 montana
Helana, MT, 59601
Home Phone: 4065555555
Dealer 000035-10

» More Details

21. Expand the More Details link to review all information associated with this license.

Thank you for your patience as we make this transition.
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