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Accela Citizen Access (ACA) – Account Management 

My Account or Account Management 
My Account is where you will manage your account for Login, License, and Contact In-
formation. Delegates are also managed in this location. 

 

To access your account information, click  Account Management. under the banner. 

 
Or My Account on the home page  
 
These links will take you to Manage Your Account, which contains all of your account 
information.  Anytime you need to edit information like passwords, phone numbers, or 
email, you can do so here. 
 

Managing Your ACA Account 
There are several tasks assisting you in managing your ACA account.  These tasks in-
clude: 

• Maintaining current and accurate information (Names, addresses, phone num-
bers, email, etc.) 

• Changing the password 
• Adding your Professional License information if you are a licensed contractor 
• Adding and maintaining Contacts  

(note: Adding contacts for Agent(s), Engineer(s), Landscape Architect(s) and 
other professionals that you use regularly will assist you in completing applica-
tions and permits through the ability to auto-fill the application for this stored con-
tact information) 

• Uploading Attachments, documents you will repeatedly be attaching to applica-
tions. 

• Adding and maintaining Delegates  
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Maintaining Your Account 
Login Information 

When you click the Edit button, a pop-up window will open, allowing you to change any 
or all of your login information. 

 
 
  



 

ACA User Guide - Account Management 

Sarasota County Government ACA User Guide | Accela, Inc.| Updated: July 2923 3 
 

License Information 

 
You can only add your own professional license information to your public user account. 
This will help to make processing your applications and permits more efficient by auto-
filling the information during the application process.  
 
Adding your license to your account also lets you see all records that your license is 
included as a contact.  
 
Note that professional license(s) require validation by the county before you can use it. 
And approval of an application for a professional license does not automatically update 
your user account to include the license. 
 
 

1. To add a licensed professional, click on the Add a License button 

 
 

2. Select the License Type from the dropdown menu 
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3. Enter the license number and click the Find License Button.  

 
 

 
 

4. Once the license is located, click Add License to Account.  

 
 
The license will be added to the account information.  Additional licenses can be added 
to the account by clicking Search Again, locating the license and clicking Add License to 
Account.  The licenses will show as pending until Sarasota County approves them to be 
attached to the account. 
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Contact Information 

 
Contact information is the registered user’s name, address, phone number and email.  
This information can auto-fill to help make creating applications and permits more 
efficient. These individuals will only have the ability to view the record.  
 
If you wish to have others, such as agents, architects or engineers, attorneys, billing 
contacts, developers, directors, engineers, insurance agencies, landscape architects, 
license holders, business officers, organizations, partners, tenants, or vendors, to be 
able to access your account and any record in the account to create, renew, manage 
inspections or documents or make payments, you must add them as a Delegate (see 
Delegate guide). To be assigned as a Delegate, the individual must have an account 
prior to assignment. 
 
To Add a contact: 

1. Click the Add a Contact button. 

 
2. Select Contact Type:  Individual or Organization 
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3. Enter contact information: 

 
 

 
 

4. Click Continue, and contact will be added to your account. 
 
 
To edit contact information: 
 

1. Go to Manage Your Account's contact information section, and click Actions and 
View. 

 
 
 
 
 
 
 
Manage Your account/View Contact Details will open. 
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2. Update the information that has changed or Add an additional address and click 

Save. 
 

Contact information will be updated. 
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