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Description 

This guide will assist you in accessing the AMANDA records that have been converted to 
Accela in your New account with Sarasota County Planning and Development Services Online 
Permitting.  
 
If you have AMANDA folders associated with your email address that have been converted to 
Accela, you will receive an email from Accela with a PIN number for each record converted.  

 
Use this PIN number to follow the process below to associate the converted AMANDA record 
to your newly registered Accela Citizen Access account (ACA). 
 
A Pin Record is available in each of the following modules: Building, Community Development, 
Licenses, Public Works and Fire. 
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To associate a converted record to your account: 
 

1. Go to your account when you receive the email notification containing a PIN number for 
the record(s) associated with your email address.  

2. Select the modules you where the record is assigned and click Create an Application. 

 
3. Read the disclaimer, check the box, and click Continue Application. 

 

 

4. Select the PIN Record and click Continue Application. 

 



 
 

ACA User Guide – Converted Record PIN Process 

 
Sarasota County Government ACA User Guide | Accela, Inc.| Update: August 2023 
 

3 
 

5. You will be prompted to enter their Record Number and PIN # within this record.  
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A. Click Add a Row and select the number of rows based on the PINs you have to 

process.  You will be able to add up to 10 PINs in one submission. 
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B. Enter each record's AMANDA Record Number and PIN number and click Submit.  

 
 
If the combination is not matched, you will see an error message.  

 
When the Record Number and PIN number match, you will see the record in your Record list 
under My Records.  
 
At this point, you can monitor processing, submit amendments, upload documents, pay fees, 
and schedule, request, and/or cancel inspections, where applicable.  


