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ACA User Guide - Account Management

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.

N Welcome to Sarasota County Government
n I 941-861-5000

SaraSota County

)
Announcements”¥  Logged in as:Pearl 1 Dahmen  Collections (0) ™ Cart (0)f Account Management § Logout

m Building Community Development Licenses Public Works Enforcement Fire General Information Request

Dashboard My Records My Account Advanced Search

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:

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

e Changing the password

e 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

Login Information EL:
User Name: pjdahmen
E-mail: pdahmen@scgov.net
Password: FE
Security Question: Dad's middle name

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

Login Information X

*User Name:

| pjdahmen |

*E-mail Address:

| pdahmen@scgov.net |

*0ld Password:

*MNew Password:

*Confirm Password:

*Enter Security Question:

| Dad's middle name |

*Answer:

| William |

m Back to Account Management
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License Information

License Information Add a License

“You may add professional license(s) to yeur public user account by clicking the Add a License button. Your professional eense(s) may need to be validated by the agency before you can use it

Showing 1-1 of 1 | Download results

Certified Air Conditioning P 1340 - N
CAC31762762 Contractor Class A 08/05/2022 08/31/2024 Pending Actions =

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

Updating Your Account:
Adding a License:

By adding a professional license you may gain access to additional features in the Citizen Portal. Select a license type and enter a license number to look up your license. Your license must be valid
and active to be added to your citizen account. If your license does not display, contact the Agency.

In certain circumstances, such as license-right by proxy through an employer, even after identifying your license(s), an Agency employee must perform additional validation. In these cases, your
access to certain features of the Citizen Portal may be limited pending approval.

= indicates a required field.

License Information

*License Typa: * State License Number:

= 1 |

2. Select the License Type from the dropdown menu

License Information

* License Type: * State License Number:

= 7 | |
-

--Select—
Aluminum/Concrete Cantractor
Certified Air Conditioning Contractor Class A

Certified Air Conditioning Contractor Class B
Certified Alarm System Contractor I

Certified Alarm System Contractor IT

Certified Building Contractor

Certified General Contractar

Certified Mechanical Contractor

Certified Plumbing Cantractor

Certified Pollutant Storage System Contractor
Certified Residential Contractor

Certified Roofing Contractor

Certified Sheet Matal Contractor

Certified Solar Contractor

Certified Underground Utility and Excavation Contracter
Commercial Pool/Spa Contractor

Demolition Specialty Contractor

Drywall Specialty Contractor

Electrical Contractor
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3. Enter the license number and click the Find License Button.

Updating Your Account:
Adding a License:

By adding a professional license you may gain access to additional features in the Citizen Portal. Select a license type and enter a license number to look up your license. Your license must be valid
and active to be added to your citizen account. If your license does not display, contact the Agency.

In certain circumstances, such as license-right by proxy through an employer, even after identifying your license(s), an Agency employee must perform additional validation. In these cases, your
access to certain features of the Citizen Portal may be limited pending approval.

indicates a required field.

License Information

*License Type: *State License Number:

CGCODE265 |

Certified General Contractor - |

Find License

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

License Information

Showing 1-1of 1

CAC31762782 Certified Air Conditioning 10 conpITIONER | Add License to Account |

Contractor Class &

Search Again »

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.

License Information Add a License

“You may add professional license{s) to your public user account by clicking the Add a License button. Your professional Beense(s) may need to be validated by the agency before you can use it

Showing 1-1 of 1 | Downicad results
Certified Air Conditioning - -
CAC31762762 Contractor Class A 08/05/2022 08/31/2024 Actions =
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Contact Information

Contact Information Add a Contact

Showing 1-1 of 1 | Download re:

‘

Pearl 3 Dahmen Individual 1633 1st Street pdzhmen@scgovinet Actions - Pearl 1 Dahmen

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.

Contact Information Add a Contact |

Showing 1-1of 1 | Downioad r

Pearl Dahmen Individual 1633 1st Street pdahmen@scgovinet Actions ~ Pearl 1 Dahmen

View

2. Select Contact Type: Individual or Organization

Select Contact Type X

*Type:

--Salect—- "]

Individual
QOrganization

W R e
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3. Enter contact information:

Contact Information x

*First: Middle: *Last: a

Address Line 1:

City:

H

State:

|

Home Phone: Work Phone: *Mobile Phone:

* E-mail:

Address Line 2:

¥ Contact Addresses

Add Additional Contact Address -

 Contact Addresses

Add Additional Contact Address

To edit 3 contact address. ddress k.
Required contact address type(s)Mailing

Showing 0-0 of 0

Ne records found,

N s found.
m m Piscard Changes
v

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.

Contact Information Add a Contact

Showing 1-1 of 1 | Downioad results

Pearl 3 Dahmen Individual 1633 1st Street pdahmen@scgov.net Actions « Pearl ] Dahmen

View

Manage Your account/View Contact Details will open.
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Manage Your Account
View Contact Detail

“alidate and update your contact information at this page.

Contact Information

* First: Middle: * Last:
Pearl ] Dahmen
Mame of Business:
Home Phone: Work Phone: *Mabile Phone:
9415551212 9415551212 9419521211

* E-mail:

* Contact Addresses

Add Additional Contact Address

To edit 3 contact address, ciick the address link.
Required contact address type(s):Mailing

Showing 1-1 of 1

Mailing 1633 Colleen Street Active Actions =

B - recount tanagement

2. Update the information that has changed or Add an additional address and click
Save.

Contact information will be updated.
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