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TOPIC:  Facility Agent Application AUDIENCE:  PO/BMs and Agents 

UPDATED: 01/14/2021 

OVERVIEW: Details on how to fill out and submit a Facility Agent Application within the ADHS 

program 

NOTE: Images and content may not reflect the most current versions 

  

1. Upon logging into the Individual 

Licensing Portal, select the Marijuana tile 

under the Other Program Information 

section 

NOTE: If applicable, use the same 

username/login credentials as the 

Facility Portal 

 

2. The main Marijuana page will display 

available applications, select the New 

Facility Agent Application tile to open 

the application 
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3. Agreement Page will be displayed – 

select Agree and Proceed button to 

proceed  

 

4. Acknowledgement pop-up will display 

I Disagree – will return applicant to 

Agreement Page 

I Agree – will allow applicant to proceed 

to application 
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5. Enter all required Identification information 
6. Fingerprint Information can be submitted in two types 

a. Level 1 Fingerprint Clearance ID – a fingerprint ID that is issued by the state of AZ 
b. Fingerprint Verification Form & Card: this is the paper form and card that will need to 

be sent as hardcopy to ADHS 
7. Select “I consent to do business electronically” checkbox to electronically sign 

NOTE: if not checked, a copy of the signed attestation must be uploaded 
8. Click Save & Continue to proceed with the application process 

a. To exit the application process, click Save & Exit to save progress (which creates an 
application with a Not Submitted status) and return later to complete the 
application.  The Not Submitted application link will be in the Application tab 
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9. Upload the required 

supporting documents, 

indicated by *  

 When dragging a file over, be sure 

to “drop” the file within the 

“dashed-outlined” box 

10. Click Done after each upload 

11. Click Save & Continue to 

proceed with the application 

process 

 

 

12. Review application data, click 

Edit Section to change any 

information in the section. 

Then, click Save and Continue 

until returning to the Review 

and Submit page 

13. Click Submit & Go To 

Payment to proceed to 

payment process - payment 

must be made with a credit 

card 
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14. To see application status: 

From the main Marijuana 

page, select the Check 

Application Status Form tile - 

Once the application has been 

submitted and payment was 

successful, the status of the 

Application will show as 

Submitted (sent to ADHS) 
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Approval of New FA Application 

Overview: Upon ADHS approval of the Facility Agent Application, users will be granted access to 

additional Facility Agent functionality from the portal 

1. From the Individual Licensing 

Portal on the main Program Page, 

a new tile Facility Agent is now 

available 

2. Select the tile to open the Facility 

Agent portal 

 

3. Access to the Facility Agent portal 

is now available – refer to 

Individual Portal - Facility Agent: 

Portal Overview section for 

details* 

 


