HOW TO

Create a Pre-Application Consultation Record

Where to find the Accela Citizen Access Portal (ACA)?

https://aca.tampagov.net

If this is your first time using Accela, you will need to create an account.

Create a Pre-Application Consultation record:

1. Signinto your Accela account.

2. Goto +New — Building Application.

p. Search = FRequest + @Help Returnt

Building Permit

uly 13, 202( Planning Application

lanning an:
Utility Application

Code Enforcement / Rental Certificates

3.  Accept: Conditions & Use for Online Services

Account Registration
‘You will be asked to provide the following information to open an account:
« Choose a user name and password
« Personal and Contact Information
+ License Numbers if you are registering as a licensed professional (optional]

Please review and accept the terms below to proceed.

Condations & Use For Online Services -
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At prasent, we accept MasterCard. Visa. Discover, only. Atter
payment y pr for your records. e email
‘address. you will also Your the current
business day. except for weskends, Folidays o after 9:00 pm. in which case your payment will be -

processed at the end of the next busness day.

b | have read and accepted the above terms,

Continue Registration = h

4. Under the BUILDING RECORDS drop down list select: Pre-Application Consultation.

+ BUILDING RECORDS
Add Contact to a Building Record
Add Contractor License To a Record
Building Plan Revision
Commercial Annual Facility Permit
Commercial Building Alterations (Renovations)
Commercizal Building Trade Permit
Commerclal Burglar Alarm\Alarm Components
Commercial Demalition Permit
Commercial Electrical Trade Permit
Commercial Fire Trade Permit
Commercial Mechanical Trade Permit
Commercial Miscellaneous Permil
Commercial New Construction and Additions
Commercial Plumbing Trade Permit
Commercial Roof Trade Permit
Commercial Site Trade Permit
Commercial Temp Certificate of Occupancy
Commercial Utility Application
Flood Verification
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5.  Search for proposed project address. Note: only included Street No. & Street Name OR Parcel No.

6. When the property information auto populates, click on Continue Application.

7. Add Applicant — Search for your account information to add yourself to the application record. Continue
Application.

8.  Application Information — Please fill out required information (*). Continue Application.

9.  Attachment(s) — Please upload any documents (questions, plans, etc.) that would assist COT staff in
reviewing your request. Continue Application

10. Review application information, before creating the record. Continue Application.

11. Receipt/ Record issuance.

Receipt

@ Your application and/or payment has been successfully processed.

Print/View Summary

YOUR ADDRESS WILL BE SHOWN HERE

;ggézoos-g 4—} Pre-Application Record Number

Print/View Summary
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