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Introduction to Accela Citizens Access

I OO0StI /AGAT Sya 1 00Saa o! /! gsystein. ACRMiEndédd difgni & Q a
public users such densed ontractorsor their authorizedagents to pull certainpermitsand schedule
inspectionsonlinewith Leon County It also allowsany citizerto search for and view permit deita

without needing to set up an online user account

To usehe ACAwebsiteto create permits or schedule inspectiopsu need to become a registered user.
To do thatyou will need to do 2 steps:

1. Provide DSEM with a completed User Declaration Form
Print theUser Detaration Form from the ticpermits.orgwebsite (hover over thélue Leon

County Governmenbutton to find it). Complete the form (list all your Professional License
numbers on the form)have itnotarized andorovide it to DSEM Licensing Division

B - © | @ Accels Gtizen Acce...| B ccels Automation... | & TLC Pemits Onk.. | Accel Citzen Acce.

HOME ABOUT INFORMATION , RESEARCH , CONTACT US ,

TALLAHASSEE / LEON COUNTY PERMITS BEEES
Permit Portal

Permit Information

Leon County

See the New User Registration Video, the Scheduling
Inspections Video or review the Public Users Guide.
Complete the User Declaration Form. g—

Visit Leon County's Citizen Access Site for Permitting,

Visit Project Dox or call 850.606.1300

2. Create a Public User Account on the ACA website

Theemail address you use to set up yquublic user account is associatedytur
professionakontractor licensés)approved by DSEM. After ypwovide a vatl e-mail
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http://www.tlcpermits.org/

address, a username, password, and contact informatio@ new account will need to be
validated by Leon County DS&Mcensing DivisionYou will receive an email when this
validation is complete and your account is ready to uBke detailon the registration
process are outlined in thRegistering a new Public User Accowsction below.

Note that this guild isisoavailable on thelcpermits.orgwebsite under thd_eon County Government
button:

TALLAHASSEE / LEON COUNTY PERMITS REEHEC

Permit Portal

Permit Information

Leon County

See the New User Registration Video, the SchedU{I'ué
Inspections Video or review the Public Users Glide,

Complete the User Declaration Form.

City Of Tallahassee Visit Leon County's Citizen Access Site for Permitting. Where Do | Get A Permit?
Visit Project Dox or call 850.606.1300

Residential New Construction

@ Permit Finder - Residential New Construction

S tive ts H \ f
Search All Active Permits { Info Summary

g s
ey \ %

;'_.J, [ -

v

Multi-Family Residential 102

v

Leon County

See the New User Registration Video, the Sch?uﬁg
Inspections Video or review the Public Users Guide.

Complete the User Declaration Form.
Visit Leon County's Citizen Access Site for Permitting.

Visit Project Dox or call 850.606.1300
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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 b{f)ou may need to install Silverlight and MS .net framework 4.6)
Google Chrome 55

Opera 29

Sdari 10 in Mac OS X 10.10

Firefox 47

Microsoft Edge 38

= =4 =4 =4 -4 =9

Accessing Accela Citizens AccessViain Page

To access Accela Citizens Acoeaim pageeither go tothe ticpermits.orgwebsiteand hover over the
Leon County Governmerdutton and click theCitizens Acess Sitdink, or enter
https://aca3.accela.com/leonco/in your compatiblebrowser. Either wayyou canbookmark the
Accela Citizens Access main pagestse offuture use.

B g tepermas.org P - & | @ Accela Citizen Access € TLC Permits Online | Home % | |

View Favorites Tools  Help
< 5 am v Page~ Sefetyw Tookv v

HOME ABOUT INFORMATION , RESEARCH , CONTACTUS ,

TALLAHASSEE / LEON COUNTY PERMITS BEEEO

Permit Portal Ticene)

@

City of Tallahassee Leon County Government Where Do | Get A Permit?

Leon County

See the New User Registration Video, the Scheduling
Inspections Video or review the Public Users Guide.
Complete the User Declaration Form.

Visit Leon County's Citizen Access Sitﬁ Permitting.
Visit Project Dox or call 850.606.1300
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Registering a New Publi ¢ User Account

Step 1

Navigateto the Accela Citizens Accesaimpage (see théccessing Accela Citizens Acceissn Page
section)

Step 2

Click orRegister for an Account

Leon County Permits Online

Announcements ] Accessibility Support  Register for an Account  Reports il ¥
/'.

D Services Public Works  Code Compllance

Advanced Search

User Name or E-mail: || Password: m

[] Remember me on this computer I've forgotten my password  New Users: Register for an Account

Please Login
Many online services offered by the Agency require login for security reasons. Only Licensed Contractors are allowed to pull permits on-line. If you are an existing user, please enter your user nami
the box on the right

New Users
I you are a new user you may register for a free Citizen Access account. it only takes a few simple steps and you'll have the added benefits of seeing 3 complete history of applications, access to im
checking on the status of pending activities, and more.

Register Mow »

Step 3

Read the General Disclaimer and check that you accept the terms amdlibke onContinue
Registration

Leon County Department of Development Support & Environmental .
Management (DSEM)

Privacy Policy

This Privacy Statement describes how information is collected and used from

visitors to the Leon County, FL, Accela Citizens Access Web Site. This Privacy

Statement does not apply to links provided to other web sites and the privacy v
statements from those sites will need to be referenced. As this Privacy Statement

[+ | have read and accepted the above terms.

Continue Registration » /
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Step 4

Selectan appropriatdicensetypefor a permit type you will be pullingnd enterthe licensenumber
and clickFind License Note that the license number must already have been provided to the Licensing
Division and be enablethy usin orderto 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 appypfermitwith it, and you must have
valid insurancg

License Information

*License Type: *License Numl:.t:;r/

Contractor - Gas i GAGAGAGAGA

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 sing that license.

Notice:
@ This license (and/or corresponding insurance and/or business license) is expired. Access to some Licensed Professional functionality may not be available
until this is resolved.

Step 5

ClickConnectto associate the license to thmublic user account:
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License Information

To continue registration, connect your license.
Showing 1-1of 1
License Number Type MName Action

GAGAGAGAGA Contractor - Gas Connect

Search Again »

Step 6

ClickOKon the confirmation message:
Message from webpage E

@ Do you want to associate this license to your account?

e

LT @2dz2OQNBE R2yS FRRAyYy3 f A OS yadanothe licéngetichitheb@e® 2 dzy & 3 2
button on your browser:

6 3 QUAVEIEN & https://acal.accela.com/leonco/Account/Registerlic

: File Edit View Favorites Tools Help

PressSearch Agaiandthen go back to Step 4

fa~ v [ @m v Pagev Safetyv Toolsv @~
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m Building Development Services Environmental Management  Public

Advanced Search

Adding a License:

License Information

To continue registration, connect your license.
Showing 1-1 of 1
License Number Type MName Action

GAGAGAGAGA Contractor - Gas Connect

Search Again » /

Step 7

ClickContinue Registration

Continue Registration »

(I am done adding licenses.)

Step 8

Enter your new account Information (click on 1 :for help regarding what is required).

T

Create dJser Namewhich can be 432 characters log. Letters, numbers and special
characters @ -and . are allowed in your User Name.

Enter a unique and valiimail Addresghat will be associated to the License num{sr
selected irthe gepsabove.

Enter andconfirm a Passwordof 820 characters log.

Create your own uniqu8ecurity Questiorand enter anAnswerof up to 20 characters long.
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Login Information

Enter your User Name and Password. You must also enter a unique em

*User Name: @

CathyCompany

* E-mail Address:

cathycompany@live.com

*Password: @

*Type Password Again:

* Enter Security Question: @

What is my dogs name

* Answer:

Sammie x |

Step 9

Under the Contact Information header, CHckS £ S O (i or G.ddBNaNX

Contact Information

Please selech whether you ane registering as an indridual oF a5 an crganizatn (Dusiness] and enter your CONACE information.

s

If you choseSelect fronX & 2 dickQtie firopdown arrow next toTypeand clooseApplicantand
clickContinue (If you have several licenses on your account you can select the appropriate License

from the lis):

Accela Citizens AccedBublic User Guide
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Select from Professionals

Select a contact to attach to this application.
Showing 1-4 of 4

Category Type Name
Contractor -
Associated License oot TEST ELECTRICAL Contractor - Electrical EEEEEEEEEE
Electrical
Contractor -
() Assogiated License o ocior TEST ELECTRICAL CONTRACTOR Contractor - Electrical ELCELCELCE
Electrical

(@)  Associated License Contractor - Gas TEST GAS CONTRACTOR Contractor - Gas GAGAGAGAGA

() Associated License COMtractor- TEST PLUMBING Contractor - Plumbing PPPPPPPPPP
Plumbing
Discard Changes
Select from Professionals >'

TEST GAS CONTRACTOR Contractor - Gas GAGAGAGAGA
*Type:

--Select— L

Accela Citizens Acced€3ublic User Guide



Select from Professionals

TEST GAS CONTRACTOR Contractor - Gas GAGAGAGAG/

&

Type:
o 1

Accela Citizens Acced€3ublic User Guide
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Then you can enter the contaateme and contact informatioand pressContinue Forphone
numbers youenter the area codédut you do not need to enter the () esymbols

Contact Information

* First: * | ast: Full Name:

Cathy Jones Cathy Jones

Mame of Business:

TEST GAS CONTRACTOR

* Address Line 1:

333 Main 5t

Address Line 2:

* City: * State: *Fip:
TALLAHASSEE FL 32111
Main Phone: Mobile Phone: Fax:
B535591111
E-mail:
cathycompany@live. com| b4

If you chooseddd New you can click the dredown arrow next to Type and choose Applicant and click
Continue

Select Contact Type
*Type: /
--Salect-- - "

Continue Discard Changes

Accela Citizens Acced€3ublic User Guide 13



Select Contact Type

*Type:
T

Discard Changes

Then a blank form will be provided for you to enter contact inforiorat

Enter the ontacts Information. Foiphone numbersyouenter the area codéut you do not need to
enter the () or symbols ClickContinuewhen done

Contact Information

* First: * | ast:

| Cathy b4 | Jones

Name of Business:

Test Gas Company

* Address Line 1:

323 Main 5t

Address Line 2:

*City: *State: *Zip:
Tallahasse FL - 32111

Main Phone: Mobile Phone:
8505591111

E-mail:

cathycompany@live.com

Fax:

Full Name:

Cathy Lae Jones

Accela Citizens Acced€3ublic User Guide
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Step 10

Qick Continueto have the new contact information added

The information you entered is not found. Click Continue to
create a new account. Click Cancel to change the information.

Once the new contact infmation has been successfully entered into the Portal you will se€treact
added successfulljnessage and the contact information will show under @entact Information
header:

Contact Information

Please select whether you are registering as ar

" Contact added successfully.

Cathy Jones

Test Gas Company
cathycompany@live.com
Main Phone:8505591111
Mobile Phone:

Fax:

Edit Remove

Step 11

Enter the words as displayed (letters are not case sensitneyalectContinue RegistrationFor
example:

Enter the words below

140 O IERSIRTT
-

1800 clud

Continue Registration »

If your Account was created successfully you will see the following:
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Your account has been created successfully.

Step 12

You will not be able to log in and use the site until your account has been activated. Until then, you will
see this messageybu try log in:

An error has occurred.
The account is not active.

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

=

An email after you create your account

An email confirming your request to associate a Licensed Professional to your account

3. An emailconfirming that the licensed professiathas beerapproved for use ogour account

Your account is activated and is ready to use at this point. Once you receive that email, you can
log in (See th&ogging Irbelow).

N
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Logging In

Logging ins required to create a permitschedule an inspection on the permit, view thaymentson
permit or to print the permit details

Step 1

Navigate to the Accela Citizens Acamssnpage(see theAccessing Accela Citizens Acciksn Page
section).

Step 2

Enter yourUser Name or dnail address used to set up the Public User Account. Also enter the
Passwordn the Account. Then press theginButton.

- ‘Cj
User Name or E-mail: | cathycompany ﬂ Password: T ‘ m

Step 3

Read the disclaimer and check the box indicating that you agree, and@uoesiaue Application

Home Bullding Development Services Environmental Management

Create an Application Search Applicati Schedule an In on

Online Application

Wetcome to Agency’s Online Permitting System. Using this system you can submit and updat
convenience of your home or office, 24 hours a day.

EFFECTIVE 10/1/2010 Permits will have a State Mandated Surcharge of 3% or a minimum of |

Notice of Nolse Restrictions: The construction, demolition, alteration or repair of any buildin
not apply to the delivery and instailation of concrete and other materials associated with resh
County.

Please "Allow Pop-ups from This Site” before proceeding. You must accept the General Discl

While the Agency attempts to keep its Web information accurate and timely, the

Agency neither warrants nor makes representations as to the functionality or &
condition of this Web site, its suitability for use, freedom from interruptions or from
computer virus, or non-infringement of proprietary rights. Web materials have
been compiled from a variety of sources and are subject to change without notice
from the Agency as a result of updates and corrections.

\/

All trademarks and service marks contained in or displayed on this website are the

read and accepted the above terms.

Continue Application »
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Youwill see your Dashboard page once you log in:

w Building Development Services  Environmental Management  Public Works  Code Compliance

Dashboard My Records My Account Advanced Search

Hello, Cathy Lee Jones

My Collection (0) View Collections

You do not have any collections right now.

Work in progress (7) View All Records

Accela Citizens AccedBublic User Guide 18



Managing your Account

Changing Password, Email Address and Security Questions/Answer

Step 1

If not already logged into ACA, log in as described undeldlyging Irsection and click oMy Account

m Building Development Services Environmental Management

-
Dashboard My Records My A{:cwlﬁ/r Advanced Search

Hello, Cathy Lee Jones

My Collection (0)

Step 2

Clickediton theLogin InformationTitle Bar:

Login Information Edit

User Name: CathyCompany
E-mail: cathycompanya@live.com
Password: e

Security Question ‘What is my dogs name

Step 3

Make the required changes and cli8ve Note that to change your password you need to enter your
Old Passwordnd then enter and confirm youMew Password You can also change your email agdre
and your security question and answer:

Accela Citizens Acced€3ublic User Guide 19



Login Information

*User Name: 0

CathyCompany

*E-mail Address:

cathycompany@live.com

*Old Password:
*MNew Password:
*Confirm Password:

* Enter Security Question: @

What is my dogs name

* Answer: (D

Sammy

m Back to Account Management

Editing your Contact Information

Step 1

If not already logged into ACA, log in as described undekalgging Irsection and click oMy Account

Accela Citizens Acced€3ublic User Guide 20



m Building Development Services Environmental Management

=
Dashboard My Records My Aa:cwl“/r Advanced Search

Hello, Cathy Lee Jones

Step 2

In the Contact Information section, click on the drapwh next toActions

Contact Information

Showing 1-1 of 1| Download results
Action First Name Last Name Business Name Contact Type Status Full Name

Actions v( Cathy Jones Test Gas Company Applicant Approved Cathy Lee Jones

Step 3

SelectView:

Contact Information

Showing 1-1 of 1 | Download results

Action = First Name Last Name Business Name Contact Type Status Full Name
Actions v / Cathy Jones Test Gas Company Applicant Approved Cathy Lee Jones
View |
Step 4

Make required changes to the contact information and préase
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Contact Information

* First: *Last: Full Name:

Cathy Jones Cathy Lee Jonas

MName of Business:

Test Gas Company

Address Line 1:

332 Main St
Address Line 2:
City: State: Zip:
Tallahasse FL - 32111

Main Phone: Mabile Phone: Fax:

8505551111

* E-mail:

cathycompany@live.com

Back to Account Management

Viewing your Contractor License information

Step 1

If not already logged into ACA, log in as described undeldlyging Irsection am click oMy Account
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UnderLicense Informationclick onActionsnext to the License you want to see the details of:

and clickView:

You will see the details for the Licensed Professional:

Accela Citizens Acced€3ublic User Guide
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