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Introduction to Accela Citizens Access  
 

!ŎŎŜƭŀ /ƛǘƛȊŜƴǎ !ŎŎŜǎǎ ό!/!ύ ƛǎ [Ŝƻƴ /ƻǳƴǘȅΩǎ ƴŜǿ ƻƴƭƛƴŜ ǇŜǊƳƛǘǘƛƴg system.  ACA is intended to allow 

public users such as licensed contractors or their authorized agents, to pull certain permits and schedule 

inspections online with Leon County.  It also allows any citizen to search for and view permit details 

without needing to set up an online user account. 

To use the ACA website to create permits or schedule inspections you need to become a registered user.  
To do that you will need to do 2 steps: 
 

1. Provide DSEM with a completed User Declaration Form 
 

Print the User Declaration Form from the tlcpermits.org website (hover over the blue Leon 
County Government button to find it).   Complete the form (list all your Professional License 
numbers on the form), have it notarized and provide it to DSEMs Licensing Division.   
 

 
 
 

 
 

 
2. Create a Public User Account on the ACA website 

 
The email address you use to set up your public user account is associated to your 
professional contractor license(s) approved by DSEM.  After you provide a valid e-mail 

http://www.tlcpermits.org/
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address, a username, password, and contact information, the new account will need to be 
validated by Leon County DSEMs Licensing Division.  You will receive an email when this 
validation is complete and your account is ready to use.  The details on the registration 
process are outlined in the Registering a new Public User Account section below. 

 

Note that this guild is also available on the tlcpermits.org website under the Leon County Government 

button: 

 

 

 

  

http://www.tlcpermits.org/
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Browser Compatibility  
 

The following browsers (and their version numbers) are suitable for use with Accela Citizens Access: 

¶ Internet Explorer (IE) 11 (32 bit) (you may need to install Silverlight and MS .net framework 4.6) 

¶ Google Chrome 55 

¶ Opera 29 

¶ Safari 10 in Mac OS X 10.10 

¶ Firefox 47 

¶ Microsoft Edge 38 

Accessing Accela Citizens Access Main Page 
 

To access Accela Citizens Access main page either go to the tlcpermits.org website and hover over the 

Leon County Government button and click the Citizens Access Site link, or enter 

https://aca3.accela.com/leonco/   in your compatible browser.  Either way, you can bookmark the 

Accela Citizens Access main page for ease of future use.    

 

 

https://aca3.accela.com/leonco/
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Registering a New Publi c User Account 
 

Navigate to the Accela Citizens Access main page (see the Accessing Accela Citizens Access Main Page 

section.)  

Click on Register for an Account: 

 

Read the General Disclaimer and check that you accept the terms and then click on Continue 

Registration: 
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Select an appropriate license type for a permit type you will be pulling, and enter the license number 

and click Find License.  Note that the license number must already have been provided to the Licensing 

Division and be enabled by us in order to be found.   

(After your finished creating your public user account, the licensing department must approve the use of 

this license on your public user account before you can apply for a permit with it, and you must have 

valid insurance).   

 

Note:  if your license or insurance is expired you can still connect the license to your account but you will 

get this message and will have to update your license/insurance with DSEMs licensing division in order 

to create any permits using that license. 

 

 

Click Connect to associate the license to the public user account: 
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Click OK on the confirmation message: 

 

 
LŦ ȅƻǳΩǊŜ ŘƻƴŜ ŀŘŘƛƴƎ ƭƛŎŜƴǎŜǎ ǘƻ ȅƻǳǊ ŀŎŎƻǳƴǘ Ǝƻ ǘƻ {ǘŜǇ тΦ  .ǳǘ ǘo add another license, click the back 

button on your browser: 

 

 
Press Search Again and then go back to Step 4 
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Click Continue Registration: 

 

Enter your new account Information (click on the  for help regarding what is required). 

¶ Create a User Name which can be 4 -32 characters long.  Letters, numbers and special 

characters @  _ - and . are allowed in your User Name. 

¶ Enter a unique and valid E-mail Address that will be associated to the License number(s) 

selected in the steps above. 

¶ Enter and confirm a Password of 8ς20 characters long.  

¶ Create your own unique Security Question and enter an Answer of up to 20 characters long. 
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Under the Contact Information header, Click {ŜƭŜŎǘ CǊƻƳΧ  or Add New : 

 

If you chose Select fromΧ ȅƻǳ Ŏŀƴ click the drop-down arrow next to Type and choose Applicant and 

click Continue.  (If you have several licenses on your account you can select the appropriate License 

from the list): 
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Then you can enter the contacts name and contact information and press Continue.  For phone 

numbers, you enter the area code but you do not need to enter the ( ) or - symbols:  

 

If you choose Add New, you can click the drop-down arrow next to Type and choose Applicant and click 

Continue:  
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Then a blank form will be provided for you to enter contact information. 

Enter the contacts Information.  For phone numbers, you enter the area code but you do not need to 

enter the ( ) or - symbols.  Click Continue when done. 
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Click Continue to have the new contact information added.   

 

Once the new contact information has been successfully entered into the Portal you will see the Contact 

added successfully message and the contact information will show under the Contact Information 

header: 

 

 

Enter the words as displayed (letters are not case sensitive) and select Continue Registration. For 

example: 

 

If your Account was created successfully you will see the following: 
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You will not be able to log in and use the site until your account has been activated.  Until then, you will 

see this message if you try log in: 

 

You will receive several emails throughout the registration process.  You will receive the following: 

1. An email after you create your account.  
2. An email confirming your request to associate a Licensed Professional to your account. 
3. An email confirming that the licensed professional has been approved for use on your account. 

Your account is activated and is ready to use at this point.  Once you receive that email, you can 
log in (See the Logging In below). 
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Logging In 
 

Logging in is required to create a permit, schedule an inspection on the permit, view the payments on 

permit or to print the permit details. 

Navigate to the Accela Citizens Access mainpage (see the Accessing Accela Citizens Access Main Page 

section).  

Enter your User Name or E-mail address used to set up the Public User Account.  Also enter the 

Password on the Account.   Then press the Login Button. 

Read the disclaimer and check the box indicating that you agree, and press Continue Application: 
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You will see your Dashboard page once you log in: 
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Managing your Account   

Changing Password, Email Address and Security Questions/Answer  
 

If not already logged into ACA, log in as described under the Logging In section and click on My Account: 

 

Click Edit on the Login Information Title Bar: 

 

Make the required changes and click Save.  Note that to change your password you need to enter your 

Old Password and then enter and confirm your New Password.  You can also change your email address 

and your security question and answer: 



Accela Citizens Access - Public User Guide 

 

20 

 

 

Editing your Contact Information  
 

If not already logged into ACA, log in as described under the Logging In section and click on My Account: 
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In the Contact Information section, click on the drop down next to Actions: 

 

Select View: 

Make required changes to the contact information and press Save: 
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Viewing your Contractor License information  
 

If not already logged into ACA, log in as described under the Logging In section and click on My Account: 
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Under License Information, click on Actions next to the License you want to see the details of: 
 

 
 
and click View: 
 

 
 
You will see the details for the Licensed Professional: 
 

 




























































































































































