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Building Codes Division 
Minor Label Application Instructions 

The instructions below explain how to apply for Mechanical Minor Labels on-line. To complete the application you 
will need to have your Construction Contractors Board (CCB) license number.  You can apply for a CCB license on-
line using this link: https://www.oregon.gov/ccb/licensing/pages/licensing.aspx  
You will also need to create an on-line account in Accela to submit the application on-line. You can create an account 
on-line using this link: https://aca-oregon.accela.com/oregon/  

Instructions Example 

1. Login to Accela account (Hyperlink)

2. Select Apply

3. Select Building Dept. Application

4. Read and agree to the terms and conditions

5. Select Continue Application

6. For work site location, enter the following
information:
Important – The worksite address for ALL mechanical minor 
labels is 123 MINOR LABEL ST, ML CITY OR 97304

a. Street No: 123
b. Street Name: Minor
c. Select Search

7. Locate and Select the address: 123 MINOR
LABEL ST, ML CITY OR 97304

8. Click the  under Minor Labels - Mechanical

9. Select Continue Application

https://www.oregon.gov/ccb/licensing/pages/licensing.aspx
https://aca-oregon.accela.com/oregon/
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10. Under Licensed Professional List, ensure that 
your CCB License is the only professional listed.

a. You can Edit or Delete listed 
professionals using the Action column 
on the left

11. Select Continue Application

12. Confirm the Site address is 123 MINOR LABEL 
ST, ML CITY OR 97304

13. Select Continue Application

14. Select or add the applicant and site contact 
information

a. You can select an existing contact from 
your account, or add a new contact

b. Once a contact has been successfully 
added you will see “ Contact added 
successfully”

c. Provide a description of the work

15. Select Continue Application
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16. In additional information, enter the following:
a. Job Value: $0

Important: All Mechanical Minor Labels
applications should enter a value of $0

b. Category of Construction: 1 or 2 Family
Dwelling
Important: All Mechanical Minor Labels
applications should enter a category of 1 or 2
Family Dwelling

c. Provide a Description of the work

17. Select Continue Application

18. Under Services, select the number of labels you
wish to purchase

19. Select Continue Application

20. No attachments are needed, Select Continue
Application
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21. Review all information for accuracy 
a. If information needs to be corrected, 

select Edit 
b. If the information is correct 

22. Select Continue Application 

 

23. Review order information 

24. If all information is correct, select Check Out 

 

25. Enter required credit card and billing 
information for the card holder 

26. Select Submit Payment 

 

27. Your submission is complete, please print and 
retain a copy for your records. You will also be  
e-mailed a copy of your payment receipt. 
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