
HOW TO GET STARTED IN 

ACCELA



ACCELA CITIZEN ACCESS (ACA)

 You will need to use an Accela Citizen 

Access Account in order to apply online.

 If you currently do not have an account, 

please choose “Create an Account”

 If you are currently using ACA with the 
Environmental Health Unit, you will use 

the “Sign-In” option.

 If you have forgotten your password, 

please choose “Forgot Password”



CREATING YOUR ACCOUNT

➢ Fill in the appropriate fields

➢ You will need to TAB through the fields in order to 
reach the SUBMIT button at the bottom

➢ You cannot scroll on this page.

➢ Once you have submitted your information, follow 
the on-screen prompts to continue with registration.



➢ In the ACA Dashboard, you will be 

able to:

➢ Access your account

➢ View your own permits

➢ Search for permits

➢ Apply for a permit

➢ Pay for fees

➢ Schedule an inspection

➢ And more…

HOW TO APPLY FOR A PERMIT



HOW TO APPLY FOR A PERMIT

➢ To apply for a permit, go to the appropriate module needed for your permit.  

➢ Planning for planning permits

➢ Permits for all types of building permits

➢ Once in the module, click on “Apply for a Permit”



HOW TO APPLY FOR A PERMIT

➢ Please read the disclaimer before 

entering your applications

➢ Once you have read through it, 

please check the box stating you 

have read and accept the 

disclaimer.

➢ Press “Continue Application”



HOW TO APPLY FOR A PERMIT

Planning Permits (Building)

➢ Click the arrow to expand your application options

➢ Planning only has a Standard Application and Permits (Building) goes by permit 

type. 

➢ For Planning, you will describe your project and upload documents then staff 

will determine the final permit type once it has been submitted.  



LOOKING UP YOUR PARCEL

➢ Choose to search by street address or 

parcel number.  

➢ You will receive the best results if you 

choose street number, street name, and 

zip code only.

➢ Occasionally the system will tell you the 

record has not been found.  If you get this 

message, please press Search again.  If you 

get the message again, check your 

information for errors.



APPLYING FOR YOUR PERMIT

➢ Each page of the permit application will provide you with the 

option to “Save and resume later” or “Continue Application”

➢ “Save and resume later” can be used when you  need to 

save a partially completed application and finish it later.

➢ “Continue Application” is how you will complete your 

application through submission.



ADDING CONTACT INFORMATION

➢ Applicant:  You can select a name(s) from your 

account you created, or you click “Add New”

➢ Here is where you would add a Licensed 

Professional (i.e., contractor) if you will be using 

one.



PROJECT DESCRIPTION

➢ Describe your project here.  Please 

make sure you provide enough 

details for staff to understand the 

scope of what you want to do.

➢ Continue with the rest of the 

application.  
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