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Instructions for using Accela Citizen Access 

Planning Module 

Welcome to the City of Tampa, Planning & Development’s Accela Citizen 
Access Portal (ACA).  The portal allows clients to submit new applications, 
search for information, pay fees, upload documents and check the status of 
projects.  We are pleased to offer our citizens, businesses, and visitors, 
access to government services, 24 hours a day, 7 days a week. 
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Things to know before you start 

 
Where to find the Accela Citizen Access Portal (ACA)? 
https://aca.tampagov.net 

 
Why should I create an account? 
An account must be created to “Create an Application”.  It is also used to locate 
records associated specifically to you.  

Please note that an account is not needed for a basic search.  

 
What is a Record? 
A record is a process or application.  For example, if you are applying for a 
rezoning, rezoning is the record. 

Records included in Phase 1 
Planning and Development is implementing Accela in a phased approach.  The 
following planning records are available in ACA. 

• Advisory Opinion 
• Annexation 
• Annual Report 
• Binding Letter Review 
• CDD Review 
• Certification Letter 
• Change of Address 
• Clearance Letter Review 
• Design Exception 1 
• Design Exception 2 
• Essentially Built-Out Agreement 
• Formal Decision 
• Methodology Review 
• Notice of Proposed Change (NOPC) 
• PD-A Incremental Review 
• Pre-Application Consultation 
• Release of Easement 
• Rezoning 
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• ROW Encroachment 
• ROW Vacating 
• Sign-Off(ALF, Daycare, HUD) 
• Special Use 2 
• Subdivision Process 

o Preliminary Plat 
o Infrastructure Construction 
o Model Home – Sales Center 
o Final Plat 

• Substantial Change – Site Plan Zoning 
• Substantial Change – Special Use 
• Variance Review Board 
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Search for Records Using Global Search 
1. To search entire system, use the Search box located on every page.  Enter a 

record ID, address, application name, etc. and the results will be displayed. 

 

Search for Records Using Planning Records Search 
1. To search for planning records, click on Search Planning Applications.  This 

search will only return planning records.  To search for all records, use the 
global search feature. 

 

2. Enter Search criteria such as the record type or address.  Click on Search.  
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3. The search results will display below the General Search fields. 
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Create an Account 
1. From the home page, click on “New Users: Register for an Account”. 

 

 

2. Read and accept the Conditions & Use for Online Services. 
 

3. Click on “Continue Registration. 

 
 

4. Complete the registration fields.   
5. Click on “Add New” to add your contact information. 
6. Once complete, click on “Continue Registration”. 
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7. The account registration process is complete.  You will receive an email 
confirming the registration. 
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Logging In and the Dashboard 
Once logged in, the dashboard will display.  The dashboard is a snapshot of your projects. 

 

• Saved in Cart – displays any records that are in your shopping cart. 
• My Collection – displays Collections that you have set up for your account. 
• Work in progress – displays your current projects that have not been submitted, “TMP” files.  If 

they do not all appear, click on “View All Records”. 

Find My Records 
To locate records associated to your account, you will need to log into your ACA 
account. Once you are logged in, select the Search – Planning Applications and your 
records will be displayed above the General Search area. 

NOTE: If you do not see your records displayed, please contact our office at 813-
274-3100 so that we can properly link your records to your account. 
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Create a New Application 
To submit a new planning or building application, you will need to log into your ACA 
account.   

The Application Process 
1. Click on “New Planning Application” from the Home tab or the Planning 

tab. 

 

2. Review and accept the “Conditions & Use for Online Services”.  Click on 
“Continue Application”. 

 

3. Select a Record Type by performing one of the following options: 

a. Type in the record type and click on Search. 

i. In this example, rezoning was entered. 
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b. Click the  next to Planning Records and pick from the list. 

 

 

4. Locate the property by searching for the address, parcel or owner.  

a. Search by Address 

i. Enter search criteria such as street number and name or folio. 

Please note: The format to search by folio is 
(######.####). 

ii. Click on Search. 
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iii. The system will display a “Please wait…” message.  

 

iv. Once complete, the address, parcel and owner sections will now 
be populated.   

Please call our office at 813-274-3100, option 2 if you have any 
difficulty locating your address. 

v. Click on “Continue Application”. 

b. Search by Parcel 
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i. Enter search criteria such as the parcel number (Parcel ID) and 
name or folio. 

Please note: The format to search by folio is 
(######.####). 

ii. Click on Search. 

 

iii. The system will display a “Please wait…” message. 

 

iv. Once complete, the address, parcel and owner sections will now 
be populated. 

Please call our office at 813-274-3100, option 2 if you have any 
difficulty locating your parcel information. 

Once complete, click on “Continue Application”. 
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c. Search by Owner 

i. Enter search criteria such as the owner name.  Use the “%” to 
perform a wild card search. 

ii. Click on Search. 

 

iii. The system will display a “Please wait…” message.  

 

iv. Select the owner from the list. 
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v. Once complete, the address, parcel and owner sections will now 
be populated. 

Once complete, click on “Continue Application”. 

d. Use the Map 

i. Click “Show Map” to locate using the map. 

 

1. Enter the address or parcel and click on the magnifying 
glass. 
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2. Select Use Location to start the record. 

 

5. Enter the applicant information.  

a. Select from Account 

i. To use the ACA account holder’s information or the owner as 
the applicant, click “Select from Account”.  
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ii. Select the owner or the associated contact and click Continue. 

 

b. Add New Contact 

i. To add a new contact as the application, click “Add New”. 

 

ii. Complete the Contact Information form and click on “Continue”. 
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6. If there is an authorized agent, complete the authorized agent information 
following the same steps above. 

7. If there are additional contacts that need to be added, complete the 
contact information following the same steps above.   

8. If applicable, to select the first licensed professional, click on “Look Up”. 

 
 

9. Enter search criteria and click on “Look Up”. 
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10.Select the contractor(s) from the list and click on Continue. 
Note: You can add multiple licensed professionals at one time by 
clicking the checkbox next to the selection or you can do multiple 
look ups if the search criteria is different for each licensed 
professional. 

11.Click on “Continue Application”. 

12.Complete the Application Specific Information (ASI).  These are fields 
needed by Planning and Development to process your application.  The 
fields correspond to the current Planning and Development applications.    

Required fields are marked with a red asterisk.  It is important to complete 
as much information as possible even the non-required fields. 

Many records require a notarized application.  You will have an opportunity 
to print an application based on the information entered so it is beneficial to 
complete as much as possible within the system. 

Note: The information will vary depending on the record type 
selected.  Items with a red asterisk are required.  It is important to 
complete as much information as possible even the non-required 
fields. 

a. The drop-down arrows are no longer visible.  Simply click in the field 
and the options will be displayed. 
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13.Many records have an ASI section called “PREAPPCON”.  This section 
should be completed if you have had a pre-application consultation with 
Panning and Development staff. 

 

14.GIS Attribute information will be available after you submit your record. 

15.Some applications include ASI tables.  Complete the Application Specific 
Information (ASI).  These are fields needed by Planning and Development 
to process your application.  The fields correspond to the current Planning 
and Development applications.    

Required fields are marked with a red asterisk.  It is important to complete 
as much information as possible even the non-required fields. 

ASI tables allow you to enter more than one line of information.  To 
information in an ASI table, click on “Add a Row”. 

 

16.The ASI table will open.  Complete the fields and click on Submit. 
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17.If you have additional addresses or parcels for your application, enter 
them in the “Additional Addresses/Parcels” ASI table. 

 

18.Once all of the ASI tables have been completed, click on “Continue 
Application”. 

19.For many records, documentation is required.  This documentation can be 
uploaded through ACA.  Each record has information regarding the 
documentation required.  

20. Click on “Add” to upload a document.  

 

21. Locate the files to be uploaded and select Open.  Please note that 1 or 
many documents can be uploaded at one time. 

22.The file will upload.   

23.Once uploaded, there are three options: 

a. Continue – This should be used if there are no more documents to 
upload. 

b. Add – This should be used to add additional documents. 

c. Remove All – This should be used if all of the files need to be 
removed. 
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24.Complete the information regarding the file. 

a. Click on the Type field drop-down.  Select the document type. 

 

Please note this list will vary based on the record type. 

b. Enter a description of the file. 
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c. Click on Save. 

 

25. After all documents have been uploaded, click on “Continue Application”. 

26.Review the application information.  If everything is correct, click on 
“Continue Application”. 

a. If changes are needed, use the Edit button(s) to make changes. 

 

27.The Pay Fees screen will display the amount due.  Click on “Check Out” to 
pay the fees. 

Please note that the application fee is a non-refundable fee and additional 
fees may be assessed upon staff review of the application. 

Any conditions on the record will be displayed. 

Please note, this is the only 
chance that you have to 
REMOVE an uploaded file, 
once you click save, you will 
not be able to go back and 
delete it. 

Please contact our office if you 
need to delete a submitted 
attachment. 
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28.On the checkout screen, click on Checkout. 

 

29.Select the payment type. 
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30.Verify the payment type: 

 

31.You will be re-directed to a third party page to complete the transaction.  
Enter your credit card information or eCheck information and click on 
Submit Payment. 
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Please do not hit the back arrow or close the browser while the payment is 
processing.  If multiple items are in the cart, this process could take some 
time.  The system will return a message once complete or display a 
message if there is an error. 

32.After payment is complete, the Receipt/Record Issuance page will display. 
Click on Print/View Receipt to view the receipt. 

 

Attaching a Notarized Document 
1. Locate the record that requires a notarize document and open it. 

2. Select the pre-populated application from the Reports menu. 

 

3. Print the application and have it notarized. 

a. Scan the document to your PC. See Upload Documents after 
Submittal for directions. 

Save and Resume Later Option 
The Save and Resume option allows you to save your application at any point 
without losing the data you have entered.  It is located at the bottom of each 

page during the application process.   

Upload Documents after Submittal 
1. Find the record you wish to attach the document to.  
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2. Click on the down arrow next to Record Info. 

3. Select “Attachments”. 

 

4. Click on “Add” to locate the attachment on your PC. 

 

5. Click “Add”. 
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6. Locate the file(s) on your PC, select it, and click on “Open”. 

 

33.Once uploaded, there are three options: 

a. Continue – This should be used if there are no more documents to 
upload. 

b. Add – This should be used to add additional documents. 

c. Remove All – This should be used if all of the files need to be 
removed. 

 



29 | P a g e  
 

7. Select the document type. 

 

Please note that different records have different drop-down selections for 
the Type field. 

8. Enter the description. 

 

a. Click on Save. 

Please note, this is the only 
chance that you have to 
REMOVE an uploaded file, 
once you click save, you will 
not be able to go back and 
delete it. 

Please contact our office if you 
need to delete a submitted 
attachment. 
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9.  Click on Save. 

 

10.The document will be attached to the record. 

 

Save for Later – Payment/Remove Option 
1. Login to your ACA account. 

2. The main screen will show an item pending under Cart (#). 

3. Select Cart. 
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4. Select which application you would like to pay/edit today, by clicking 

Checkout or Edit Cart. 

 
5. Select Checkout.  ACA will now display the application selected on the 

Payment Information screen.  Click Submit Payment. 

 
6. Complete the Payment Process. 

Pay with an eCheck 
1. Select eCheck during the checkout process. 
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2. To pay with an eCheck, complete the Billing Information. 

 

3. Complete the Payment Details.  See the image below for more information on 
what information to enter in each field. 

a. If a personal check is being used, enter the Driver License number and 
Driver License State.  These fields must be entered. 

b. If a corporate check is being used, enter the Company Tax ID.  This 
field must be entered. 
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• An Electronic Check (“e-check”) payment is deducted from your checking 
account within three (3) business days. 
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View a Record 
1. Locate the record by using the Search options.  
2. Click the link to open the record. 

 
3. The record will display. 

  

Record Info – Record Details 
Click on the down arrow next to “Record Info” and select “Record Details” to 
view the record details. 

 

 

The work location displays a map of the property location. 
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The Record Details displays the Applicant, Owner and Project Description 
information. 

 

Click on the  next to More Details to see the Application Information and 
Parcel Information. 

Application Information 
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Click the “+” next to Application Information to display the information. 

 
 

 

Parcel Information 
Click the “+” next to Parcel Information to display the parcel information. 
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Record Info – Processing Status 
The processing status displays the record’s status.  This is the best place to 
check to see the status of your application.  Click on the  next Processing 
Status to display the status. 

 

Click on the  next to each process step to see the task details. 

 

Click on the  next to each process 
step to see the task details. 
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Record Info – Related Records 
If applicable, the Related Records section will display records that have been 
associated. 

Related Records – Attachments 
The Attachments section displays all attachments added to the record.  The 
attachments could be added by you or added by City Staff.  Click on the  next 
to the Attachments section to display the record attachments.  To add 
attachments, see Upload Documents after Submittal. 

View Attachments 
Click on Action to view or delete the attachment. 

 

 

Record Info – Inspections 
Schedule an Inspection 

The Inspections section displays all of the inspections scheduled or completed.  
You must be logged into your account to schedule an inspection. 

  

Print your Permit here.  Select 
the Permit and it will open as 
a PDF file. 
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1. To schedule an inspection, select the inspection type from the list provided.  
Note: For New Construction, Additions, Alterations, and Miscellaneous 
records, you must schedule and have an approved BLD-Pre-Construction 
Inspection, before the system will allow you to schedule any other 
inspections. 

 

Please note that the Accela system only has two options: Optional and 
Required.  Since our building records are comprehensive, only the ones that 
apply to all building records are required.  The “optional” wording should be 
ignored as many required inspections on specific projects are required. 

2. Select inspection Date and Time. 
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Below is your scheduled inspection confirmation screen.  ACA will 
automatically select the contact person on the application.  In most cases, 
the contact person on the permit application is not the same person that is 
on site.   

To change the contact information for a specific inspection, select from the 
existing contact drop down list, or enter a new one under specific another 
person: 

 

Contact information is now updated for this Inspection only.  Click Continue. 



41 | P a g e  
 

 

Enter any additional notes or instructions for the inspector by clicking on 
“Include Additional Notes”.  Enter any additional notes or instructions for 
the inspector (ex: “please call before inspection”, “Third floor, suites 301 
thru 305”, “Site located behind grocery store”, etc).  Once the information 
is entered, click Finish. 

Cancel an Inspection 
1. From the Inspection section, click on the Actions drop-down selection 

and select “Cancel”. 

  
2. Confirm the cancellation by clicking on “Cancel Inspection”. 

 
Reschedule an Inspection 
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1. From the Inspection section, click on the Actions drop-down selection 
and select “Reschedule”. 

 
2. Select the rescheduled date and complete the scheduling process. 

 

Payments - Fees 
The Fees section displays all of the fees paid and fees pending payment.  Click 
on Payments and select “Fees”. 

 

  

Payments - Trust Account Information 
If applicable, the Trust Account Information section will display the trust 
account information for the record. 

View a Receipt 
1. Find the record you wish to review the receipt for.  

Click on View 
Details to view, 

save, and/or print 
the receipt. 

 

Click on Pay Fees 
to pay the fees. 
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2. Click on Payment and select Fees to open the section. 

3. Click on View Details to open the receipt. 

Conditions 
4. To view the conditions on the record, click on Conditions. 

 

Delegate Access to another User 
1. Log into your ACA account.  From the top menu, select “Account Management”. 

 
2. Scroll to the bottom section and click on “Add a Delegate”.  

3.  
4. Fill out the information requested, and select “Invite a Delegate”. 
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5. The authorized user will receive an invitation via email, similar to the one below. 

 
6. Per the email instructions, the delegate will need to log into his/her ACA account, select Account 

Management and accept or decline the invitation request. 
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7. Once the delegate accepts, it will be listed in your account. 
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How to Assign a Record to a Collection 
1. Login into your ACA account. 
2. Search for the record(s) you wish to add to the collection list. 
3. There are two ways to add a record to the collection list. 

By Selecting Record(s): 
 

a. Select record(s) the Records list provided, and click “Add to collection”. 

 

 

 

 

 

 

 

 

 

b. If this is the first time creating a collection, the screen will prompt to add a name and 
description.  If you already have files in the Collection section, you will need to select 
from Add to Existing Collection or Create a New Collection.  Click “Add”. 

 

 

 

 

 

 

 

 

You can select 
several records as 
one Collection 
group. 
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c. The system will take you back to the main page, select Collections, you should be able to 
see a list of Collections records.   
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Frequently Asked Questions 

1. I started my application in the office and I don’t see 
the record listed in my ACA account. 
If you started your application in the office, please call our office to have 
your record linked to your ACA account.  If you have an ACA account and 
come to our office, please let our staff know so that they link the account the 
same day. 


