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Delegates 
 
Records (applications or permits) can only be accessed by individuals having the 
authority or permission to access them.  In the user account, the user contact always 
has access.  If there is a profession or licensed profession in the application, they will be 
able to access the record.  When you want other individuals to access, review and 
update your records (applications, permits, etc.) in your account, you must assign the 
individual or individuals as a Delegate to your account. Any individuals to be assigned 
as delegates must also register for an account prior to being assigned as a delegate.   

Companies often use this to allow keeping all of their projects in one account while 
letting several employees, with each employee obtaining their own account.  It also 
allows all projects within one company to be assigned to one account. 

The delegate feature can also give a permitting service the ability to create permits in 
client accounts without having access to all the features or contents of the client’s 
account. 

 
Add a Delegate User  

1. Go to Manage Your Account.  Scroll to the bottom of the Manage Your Account 
page to the Delegates section.  

 
 

2. Click the Add a Delegate button.  The Add a Delegate pop-up window will open.  
 Note: The Delegate you wish to invite must already have an account in ACA. If 
there do not have an account, you will receive an error message. 
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3. Select the permission to allow view; create records; amend records; manage 
inspections, upload documents or make payments for the delegate.   
 

 
4. Complete the Delegate information, check the I’m not a robot box, and click the 

Invite a Delegate button.  
 
The invited Delegate will be listed under People who can access my account. 
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The invitation will appear in the My Account- Delegates section under the INVITED 
user's account. 

 
 
 
They will click Accept, and the assignment will be complete. 
 

 
 

        In your account, they will now show as a Delegate. 

 
 

 

Change Permission for Delegate User  

1. Go to Manage Your Account.  Scroll to the bottom of the Manage Your Account 
page to the Delegates section. Click the Actions down arrow. 

 
 
 

2. Select Edit Permission to update Delegate permissions.  
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3. A pop-up window, Manage Delegates, will appear.  Check or uncheck the items 

you wish to allow or disallow the delegate to do and click the Save Changes 
button.  

 
Delete Delegate User  

1. Go to Manage Your Account.  Scroll to the bottom of the Manage Your Account 
page and click the Actions down arrow. 

 
 
 

2. Select Remove to update Delegate permission to no longer allow the Delegate to 
access your account or record(s).   
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3. A pop-up window to confirm that you want to remove the delegate will appear.  
Click OK, and the delegate will be removed from your account and will no longer 
have access to your records.  

 

 
 

  


