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Navigating Accela Citizen Access (ACA) 

This guide covers navigating ACA after you have registered for an account. The register 
for a new account, see the Registering an Account guide.  Once registered, you can log 
in and see the following. 

Home  
Your Home page gives you access to your Dashboard, My Records, My Account and 
Advance Search. 
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When you open the Home page, you will see the Dashboard, which is an overview of 
the activity in your account, which includes: 
 
Saved in Cart – Holds completed applications or permits ready for payment.  Note: The 
submission date will be the date application, or permit has been paid, not the saved 
date. 
 
My Collections – Contains personal folders created to organize and manage records 
online using the collections feature.   
 
Work in progress – Applications started but not yet completed.  These have been 
assigned temporary numbers and are in a holding status in your account.     
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My Records 
My Records is where you can locate the applications or permits you have submitted 
under Building, Community Development, Licenses, Public Works, or Fire.  Your 
application or permit will be listed, showing the creation date, the record number and 
type, the project name, address, description, and current status.  The application or 
permit will also note any actions required. 

 
 
From this page, you can: 

• Link to a record that has been submitted by clicking on the blue Record Number 
• Download an Excel worksheet of your list of all records by clicking on Download 

Results. 
• Add the record to one of your My Collections folders by clicking Add to 

Collection. 

• Add the record to your cart for payment of fees by clicking Add to cart. 
• Resume Application takes you to the application not finished, so you may 

complete it. 
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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. 

 
The My Account or Account Management links 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 in this area. 

 

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, emails, etc.) 

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

(note: Adding contacts for Engineer(s), Landscape Architect(s), and other profes-
sionals that you use regularly will assist you in completing applications and per-
mits through the ability to auto-fill the application for this stored contact infor-
mation) 

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

• Adding and maintaining Delegates (See Delegates guide for more details) 
See the guide ACA Account Management for the details of maintaining an account.  
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Advance Search  
Advance Search has three search options to search within your account. Search can be 
by: 

• Property Information 
• Licensee 
• Record or Application by a specific module 

 

Lookup Property Information 

 

When searching by property information, the search will result quicker when you provide 
minimal information.  For example, only street number and street name.  The more in-
formation you enter, the longer it will take. 
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Search for License 

 

When searching for a license, the entire database will be examined and will list all of the 
active professional licenses registered with Sarasota County that meet your search     
criteria. 
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Search Records/Applications 

 

When searching for a record or application, the entire database will be examined and 
will list all of the records or applications you have provided a list of all those that meet 
your search criteria. 
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