
Navigating Account Registration and
 Application Submission: 
A Step-by-Step Overview of ACA
40 Steps
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Accela Citizen Access 40 Steps

Accela Citizen Access

STEP 1

Registering for an account

New applicants can navigate to the ACA page and register one of 2 ways. The Rrst being 
the uegister for an Accoxnt xp at the top right of the home page.
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https://aca-nonprod.accela.com/COSP-NONPROD1/Cap/CapHome.aspx?module=Planning&TabName=Planning&TabList=Home%7C0%7CBuilding%7C1%7CPlanning%7C2%7CEnforcement%7C3%7CCurrentTabIndex%7C2
https://aca-prod.accela.com/OKSFM/Login.aspx
https://aca-nonprod.accela.com/COSP-NONPROD1/Cap/CapHome.aspx?module=Planning&TabName=Planning&TabList=Home%7C0%7CBuilding%7C1%7CPlanning%7C2%7CEnforcement%7C3%7CCurrentTabIndex%7C2


STEP 2

2nd way to Register for an Account

Under the sign in bokes and selecting Create an Accoxnt

STEP 3

Account Registration

The Rrst screen will as- the applicant to create their login information and password.
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https://aca-nonprod.accela.com/COSP-NONPROD1/Login.aspx
https://aca-nonprod.accela.com/COSP-NONPROD1/CommunityView


STEP 4

Account Registration - Contact Information

The nekt screen will gather that contact information sxch as e,mailF addressF and phone. 
qields with asteris-s are reOxired to register.

STEP 5

Account Registration Complete

The accoxnt will then be created and the applicant will be redirected to this screen.
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https://aca-nonprod.accela.com/COSP-NONPROD1/Account/RegisterConfirm.aspx?UserSeqNum=1284


STEP 6

Click on Login

5nce the accoxnt has been created the applicant will need to login in order to create an 
application.

STEP 7

Enter Login Information

The xser can login with either their xsername or e,mail
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https://aca-nonprod.accela.com/COSP-NONPROD1/Login.aspx


STEP 8

Editing Account Information

An applicant can edit the information entered at accoxnt creation by selecting Accoxnt 
6anagement.

STEP 9

Editing Account Contact Information

Under Accoxnt 6anagement select the actions dropdown nekt to contact and select view.
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https://aca-nonprod.accela.com/COSP-NONPROD1/Cap/CapHome.aspx?module=Planning&TabName=Planning&TabList=Home%7C0%7CBuilding%7C1%7CPlanning%7C2%7CEnforcement%7C3%7CCurrentTabIndex%7C2
https://aca-nonprod.accela.com/COSP-NONPROD1/Account/AccountManager.aspx


STEP 10

Contact Edit
Change or enter in new information and select Save.

STEP 11

Dashboard Screen
The applicant will be redirected to the dashboard page. The 6y Collections can be ignored. 
At the bottom applications in progress will be displayed and can be resxmed by selecting 
resxme application.
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https://aca-nonprod.accela.com/COSP-NONPROD1/Account/AccountContactEdit.aspx?contactSeqNbr=1021562&opt=edit&agencyCode=COSP&secPos=2&isMultiple=True
https://aca-nonprod.accela.com/COSP-NONPROD1/Dashboard.aspx?TabName=Home&TabList=Home%7C0%7CBuilding%7C1%7CPlanning%7C2%7CEnforcement%7C3%7CCurrentTabIndex%7C0


STEP 12

Click on View All Records

This will pxll xp the screen to display all the applicants records.

STEP 13

Clicking on Fire

All an applicants records can be accessed by clic-ing on the qire tab
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https://aca-nonprod.accela.com/COSP-NONPROD1/Dashboard.aspx?
https://aca-nonprod.accela.com/COSP-NONPROD1/Cap/MyRecordsCap.aspx


STEP 14

Create or Search Records

qrom within the qire tab an applicant will see their recordsF be able to create an applica,
tionF search recordsF and possibly reOxest inspections.

STEP 15

Creating an Application

This will only be visible if a xser is logged in otherwise they will only see Search Applica,
tions.
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https://aca-nonprod.accela.com/COSP-NONPROD1/Cap/CapHome.aspx?module=Planning&TabName=Planning&TabList=Home%7C0%7CBuilding%7C1%7CPlanning%7C2%7CEnforcement%7C3%7CCurrentTabIndex%7C2


STEP 16

General Disclaimer

At the start of every application the applicant will need to accept the disclaimer to move 
forward.

STEP 17

Selecting Record Type

All the record types available for online sxbmission will be listed
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https://aca-nonprod.accela.com/COSP-NONPROD1/Cap/CapApplyDisclaimer.aspx?module=Planning&TabName=Planning&TabList=Home%7C0%7CBuilding%7C1%7CPlanning%7C2%7CEnforcement%7C3%7CCurrentTabIndex%7C2
https://aca-nonprod.accela.com/COSP-NONPROD1/Cap/CapType.aspx?Module=Planning&stepNumber=1&pageNumber=1&isFeeEstimator=&createdBy=PUBLICUSER1264&TabName=Planning


STEP 18

Step 1: Location Information

jreferably the applicant will have an address to inpxt bxt if not they can choose to enter 
coordinates. There is no address database to pxll from as the Wxrisdiction covers the whole 
state

STEP 19

Application Steps Bar

As the application is being Rlled oxt the applicant can see the different steps of the process 
and can even Wxmp bac- to previoxs steps by selecting that tab in the bar.
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https://aca-nonprod.accela.com/COSP-NONPROD1/Cap/CapEdit.aspx?Module=Planning&stepNumber=2&pageNumber=1&isFeeEstimator=&TabName=Planning
https://aca-nonprod.accela.com/COSP-NONPROD1/Cap/CapEdit.aspx?stepNumber=3&pageNumber=2&currentStep=1&currentPage=1&Module=Planning&ssn=600549&isRenewal=N&isFromShoppingCart=&isFromConfirmPage=,N&confirmStepNumber=0&isFromConfirmPage=N


STEP 20

Application Steps - Continue

At each step the applicant has the option to continxe the application or save and resxme 
later.

STEP 21

Save and resume later�

This will save all the previoxs information the applicant entered and allow them to resxme 
where they left off.
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https://aca-nonprod.accela.com/COSP-NONPROD1/Cap/CapEdit.aspx?Module=Planning&stepNumber=2&pageNumber=1&isFeeEstimator=&TabName=Planning
https://aca-nonprod.accela.com/COSP-NONPROD1/Cap/CapEdit.aspx?stepNumber=2&pageNumber=2&currentStep=0&currentPage=1&Module=Planning&isRenewal=N&isFromShoppingCart=&isFromConfirmPage=&confirmStepNumber=0&isFromConfirmPage=N


STEP 22

Resuming an Application

To resxme an application select resxme application either from 6y uecords li-e below or 
the Ior- in jrogress section of the dashboard.

STEP 23

Resuming Application from Dashboard Window
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https://aca-nonprod.accela.com/COSP-NONPROD1/Cap/CapHome.aspx?Module=Planning&successMsgKey=per_permitList_msg_application_success&altId=23TMP-000035
https://aca-nonprod.accela.com/COSP-NONPROD1/Dashboard.aspx?TabName=Home&TabList=Home%7C0%7CBuilding%7C1%7CPlanning%7C2%7CEnforcement%7C3%7CCurrentTabIndex%7C0


STEP 24

Filtering Records Search

Gf an applicant is having troxble locating a speciRc record of theirs they can xse the Eeneral 
Search and chec- the Search my records only bok.

STEP 25

Step 2: Contact Information

An applicant can either choose to complete this Reld by selecting from accoxnt or add 
new.
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https://aca-nonprod.accela.com/COSP-NONPROD1/Cap/CapHome.aspx?module=Planning&TabName=Planning&TabList=Home%7C0%7CBuilding%7C1%7CPlanning%7C2%7CEnforcement%7C3%7CCurrentTabIndex%7C2
https://aca-nonprod.accela.com/COSP-NONPROD1/Cap/CapEdit.aspx?stepNumber=3&pageNumber=1&currentStep=1&currentPage=0&Module=Planning&isRenewal=N&isFromShoppingCart=&isFromConfirmPage=&confirmStepNumber=0&isFromConfirmPage=N


STEP 26

Clicking on Select from Account

Select from Accoxnt will pxll in the information that was entered into the contact at 
accoxnt creation.

STEP 27

Contact Display

The accoxnt contact information will now display in this bok.
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STEP 28

Editing Selected Contact

The information pxlled in to the contact can be edited or an applicant can choose to select 
remove and add the information manxally.

STEP 29

Contact Information Pop-Up

The contact information will display and additional Relds can be entered or edited. This is 
the same screen that will display if Add New is selected at the contact screen.
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STEP 30

Add New Contact

STEP 31

Contact Information Form

All Relds with asteris-s mxst be completed to save contact information.
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STEP 32

Step 3: Project Details

This is where the applicant will describe the reOxested proWect for staff to review and 
answer Oxestions related to that record type. Selecting yes to some Oxestions may prompt 
additional Oxestions to appear.

STEP 33

Step 3: Project Details

Some Oxestions will inclxde help information that can be foxnd by clic-ing on the blxe 
Oxestion mar-
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https://aca-nonprod.accela.com/COSP-NONPROD1/Cap/CapEdit.aspx?stepNumber=4&pageNumber=1&currentStep=2&currentPage=0&Module=Planning&ssn=600549&isRenewal=N&isFromShoppingCart=&isFromConfirmPage=,N,N&confirmStepNumber=0&isFromConfirmPage=N


STEP 34

Step 4: Documents

The Dig;plan screen will load within the Accela window for docxments to be xploaded. See 
Dig;plan help for fxrther information on this step.

STEP 35

Step 5: Review

The Rnal step will as- the applicant to review the information entered and agree to the 
certiRcation. The information in each section can be edited by selecting ;dit.
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https://aca-nonprod.accela.com/COSP-NONPROD1/Cap/CapEdit.aspx?stepNumber=5&pageNumber=1&currentStep=3&currentPage=0&Module=Planning&ssn=600549&isRenewal=N&isFromShoppingCart=&isFromConfirmPage=,N,N,N,N&confirmStepNumber=0&isFromConfirmPage=N
https://aca-nonprod.accela.com/COSP-NONPROD1/Cap/CapConfirm.aspx?stepNumber=6&pageNumber=1&currentStep=4&currentPage=0&Module=Planning&isRenewal=N&isFromShoppingCart=&isFromSpearForm=Y&ssn=600549


STEP 36

Certi7cation

STEP 37

Step 6: Application Successfully Submitted
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https://aca-nonprod.accela.com/COSP-NONPROD1/Cap/CapCompletion.aspx?stepNumber=7&Module=Planning&isRenewal=N


STEP 38

Record Number

5nce the application is sxccessfxlly sxbmitted the applicant will be given their proWect 
record nxmber.

STEP 39

Viewing Record Details

qrom this same page the applicant can access the record by selecting view record details.
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STEP 40

General Search

Applications can be searched xsing any of the Relds below. To prevent missing records that 
may have been entered slightly different it is recommended to avoid entering Relds sxch 
as direction and street type.
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https://aca-nonprod.accela.com/COSP-NONPROD1/Cap/CapHome.aspx?module=Planning&TabName=Planning&TabList=Home%7C0%7CBuilding%7C1%7CPlanning%7C2%7CEnforcement%7C3%7CCurrentTabIndex%7C2
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