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This guide covers requesting a lien search in ACA after you have registered for an 
account. The register for a new account, see the Registering an Account guide 

 

1. Go to your account and click on the General Information Requestion  
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2. In the Online Application, check the box “I have read and accept the above terms. 

 
 

3. Add the location information.  

• Location address or parcel number can be used.   

• Enter street number and name information; or the parcel number and click 

Search, Accela will locate the remainder of the address and parcel num-

ber.  

• When added, click Continue Application. 
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4. Select Type of Request: Request for Lien Search 

 
A. Request for Lien Search 

 

 
B. Method of delivery: 
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5. Provide Lien Search Request Information 

 
A. Are you submitting recorded documents?   Yes/No 

B. Type of Recorded Documentation 

• Claim of Lien 

• Other Documents 

• Special Magistrate 

 
C. If other recorded documents, note what they are. 

 

6. Add Contact Information 
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7. Attach (upload) document(s), if applicable. 

 
A. Click Add, then in pop-up window click Add. 

 
B. Select file from your computer. 
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C. When it is uploaded, click Continue. 

 
D. Select Type from dropdown menu. 

 
E. Add description and click Save. 

 
F. Then, click Continue Application 
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8. Next you will be taken to the Review page, where you can review all the infor-

mation in your application.   

 
 

Once you have confirmed it is correct.  READ the affidavit at the bottom of the page, click the check 
box certifying the affidavit and click Continue Application. 
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Your request will be submitted.  

 


