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Common Questions – December 2020 Newsletter 
 

1. I received approval to send a failed lot to extraction in Accela, but I don’t see an approval 

form. What do I send to the Production facility? 

 
A: Once your request for extraction is approved, log into your Accela account and print or take a 
screenshot of the record. Please be sure the ‘More Details’ drop-down tab is open, showing the 
approval and additional information (see sample below). Attach the printed copy or screenshot to 
your transfer. 
 
In the ‘More Details’ section, you will see the batch number, along with the initial reason for failure 
and the name of the Production facility where the product will be sent. The Production facility will 
need to be able to review this information.  
 
When sending your request to a Production facility, please also include the corresponding Certificate 
of Analysis (CoA). 
 

 
 
 



 
 

2. I received approval to send a failed lot to a Laboratory for retest in Accela, but I don’t see an 

approval form. What do I send to the Lab? 

 
A: Once your retest is approved, log into your Accela account and print or take a screenshot of the 
record. Please be sure the ‘More Details’ drop-down tab is open, showing the approval and 
additional information (see sample below). Attach the printed copy or screenshot to your transfer. 
 
In the ‘More Details’ section, you will see the batch number, along with the initial reason for failure 
and the name of the Lab, where the product will be sent. The Lab will need to be able to review this 
information.  
 

 
 
When sending your request to a Lab, please also include the corresponding Certificate of Analysis 
(CoA) and the email from Accela, stating the Lab, which your retest has been assigned to (see email 
below). The Lab will need to confirm and review this information.  
 

 



 
 

3. Where can I submit a request (amendment) in Accela?  

A: There are multiple tutorials on the CCB’s website, including video and written tutorials. Those 
can be viewed, here: https://ccb.nv.gov/guidance/#item-2.   

Reviewing the video and tutorials should help you understand and be able to navigate the portal. 
The video labeled ‘System Capabilities’ explains the steps, once you log in, to find the submission 
for Retest and Extraction Requests.  

Sign into Accela > Click ‘Cannabis’ > Create an application > Accept disclaimer > Click on ‘License 
Amendment Requests’ for a drop down. Here you will find options for separate submissions (Retest 
and Extraction Requests) (see screenshot below). Please be sure to submit this information under 
the license and note that in order to do that, you must be the POC who set up the facility’s account 
with a pin code or a delegate that has been added under the POC of the license.  

 

REMINDER: when using the Accela portal (https://aca-prod.accela.com/nvmed/Default.aspx), all 
requests must be submitted under the license.  

https://ccb.nv.gov/guidance/#item-2
https://aca-prod.accela.com/nvmed/Default.aspx

