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Background Disclosure and Cannabis ID Card Request 
• Please note that all owners, current and prospective responsible persons and any other persons engaged in the operation of a 

cannabis facility or cannabis business park must submit to and pass a background check. The background check shall include 
fingerprinting and completing an out a background disclosure form.  Employees of a Cannabis Facility must submit to 
fingerprinting (live scan) and submit an application for an ID Card.   

To access the background, please follow this link  https://deserthotspringsca.viewpointcloud.com/categories/1086/record-types/6598.   

 

You will need a “City Port” account to complete your background disclosure and request a cannabis 
ID card if one has not been issued previously.  You can also request replacement cards through the 
portal by commenting on your current background disclosure record.                                                    
(Please do not start a new record for a replacement card).  

You can reach the City Port directly here: https://deserthotspringsca.viewpointcloud.com/ or from 
the website under “Online Permits”, where you will find Online Services by department.  

 

Once you are logged in to your portal account, click on “My Account” – this will take you to your 
dashboard where you can manage your application as well as any other permits or items you may 
have filed with the city.   

   

 

http://www.cityofdhs.org/
https://deserthotspringsca.viewpointcloud.com/categories/1086/record-types/6598
https://deserthotspringsca.viewpointcloud.com/
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Once logged in, you can submit a new application, add documents to your existing application, 
and communicate with staff. Click on “My Account” in the top right of the page to manage an 
existing application, or follow the directions below to begin a new one.  

  

SUBMITTING A BACKGROUND DISCLOSURE AND REQUESTING A CANNABIS ID CARD FOR THE FIRST TIME    

Step 1- Start your application and confirm your information 

 

Step 2- Select Application type. Select “New Application”. If you have completed a background disclosure previously or had a 

card issued please access your Background Disclosure via your dashboard. If you are an owner or responsible party as described above, select 
“Owner/Responsible Party”, if you are an employee, select “Employee” which will bypass the Out of State Disclosure portion 
of the application.  

  

http://www.cityofdhs.org/
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Step 3 – Background Disclosure. This section applies to owners, and responsible persons. For 
clarification, a “responsible person” means any officer, board member, or person who will participate 
in the direction, control, or management of, or any person with an ownership stake in, an applicant 
or permittee. In addition to your Live Scan you must complete the background disclosure to include 
out of state convictions and judgments. 

 

                                                 If there are items to report check the corrosponding box.  

  
 

Step 4 – Applicant Information  Once you have completed the disclosure portion, you will enter the 
information that will be used to process your background disclosure and Cannabis Employee ID card. 
It must match the information on your state issued id. You will then complete this section with your 
digital signature.  

  

http://www.cityofdhs.org/
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For Owners/Responsible Parties who have completed the out of state disclosure form, you will be 
presented with a digital signature page. 

 

 

Step 5  – Cannabis Card Request Please select the facility you will be working at, if you are with a 
temp agency, select the temp agency as well as the facility you are being placed with. If you are a 
resident of Desert Hot Springs, please check the corrosponding box.  

 

 

Step 6 – PHOTO UPLOAD Please upload a passport style photo and a picture of your state issued ID 
card or drivers license. Please read the instructions on the photo upload page regarding formatting. 
Failure to follow these directions will lead to a rejected application and delay your ability to work.  

For more information on Passport style photos:  https://travel.state.gov/content/travel/en/passports/how-apply/photos.html  

http://www.cityofdhs.org/
https://travel.state.gov/content/travel/en/passports/how-apply/photos.html
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INFO: Replacement Fees – There is no fee for your first Cannabis Employee ID Card. Your card should 
be returned to your employer if you leave the company so that they may return it to the Cannabis 
Compliance department. Should you gain employment with another facility they can request that 
your card be delivered. Below is the fee schedule for replacement cards. 

  

Application Status Page – this page will be blank during the submission phase. Status messages will 
appear here as your application is processed. You can view this from your dashboard.  

 

http://www.cityofdhs.org/
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Step 7 – Attachments If you have any additional attachments to upload, you may do so here. You 
can add any information related to your background disclosure, your Live Scan application, or after 
submission if you are asked for revised photos, they can be uploaded under Attachments.  

 

Step 8 – Submission Confirmation This is your last chance to edit your application before 
submission. Please check that all relevent entries are correct and complete. You can make 
corrections by clicking edit next to the section you would like to update.  

http://www.cityofdhs.org/
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USING THE “CITY PORT” DASHBOARD TO MANAGE YOUR RECORDS AND CHECK APPLICATION STATUS 

 

Now that you have submitted your disclosure you can check your employment status in real time! 
After submission you are brought to the status page of your record. Here you can see your city issued 
employee ID number. From this record, you can communicate with staff, upload additional 
documents and check your current status.   

 

Checking your status: From the dashboard, click on applications, select the application you want to 
check. 

 

 

http://www.cityofdhs.org/
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Here you will see any current status updates.  You may also print your approval letter for your 
employer, and chat with staff.  

 

 

Active Employee Status:  

Active employee status means that you are approved for work and your ID card has been issued. If 
you change employers or are placed at another facility by a temp service, you can message us 
here: 

 

 

If you have any issues with any portion of this process, please reach out to Cannabis Compliance IT Tech Loni via the portal, email lbrock@dhspd.com , text/call 760-625-

6053,  or office 760-329-6411 ext. 267 

 

 

 

http://www.cityofdhs.org/
mailto:lbrock@dhspd.com

