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Accela Citizen Access Citizen Portal to Information - (ACA) 

Welcome to Accela Citizen Access – For the review of general information on a project.  

 Check on due dates 
 Check on project status 
 Submit an application 
 Resume a saved application 
 Upload plans for review 

 

 

URL - Accela Citizen Access: https://aca.accela.com/charlotte/ 

 

 

 

https://aca.accela.com/charlotte/
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How to search for a project?  Select “Search” and choose a category to find your project. 

 

Enter the project number, applicant name or parcel number to conduct a general search. 

 

You do not have to be a 
registered user to 
search for a project. 
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How to check search results for information and status of project. 

1. Searching by project type will generate a list of the same project types or you may search  
by a entering a specific project.  Click on Project to view project details.  
 

 
 

2. Example: Search on a Administrative project “RZAAMA-2016-00054, displays applicant information, project 
description and licensed professional information.  To view additional information on a project click on “Record 
Info” and or “More details”.  

 

Record Info includes: 

 Work location, the 
applicant, licensed 
professional, and project 
description, related 
records and attachments 

More Details includes: 

 Application/General  
information – i.e., 
additional parcel 
information,  zoning 
district, etc.  

Fee Estimation includes: 

 Total Fees 

Parcel Info includes: 

 Parcel Number 
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How to register for an account. 

To submit a project for review and approval, you must be a registered user. 

Step 1: From the Welcome screen select “Register for an Account” 

 

Begin your registration by reading and accepting the general disclaimer.  

                          

 

Once you are registered, if you forget your 
password, click on “I’ve forgotten my 
password” to receive a notice to reset.  

 I have read and accepted the 
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Add contact information by selecting the 
“Add New” button. 

When completing contact info, you must 
select “Contact Type” i.e., Agent, Applicant, 
Applicant – Key Contact, Designer, 
Professional, etc.  

Complete registration information.  
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Continue – Complete Registration Information  

 

 

 

 

 

 

After completing all required application information, a notice will display noting that you are a 
registered user. You may then login to ACA to complete your application and upload required 
documents for review.  
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How to submit a new project/application. 

1. Log in to your ACA account. 
2. From the “Welcome” page, click on +New on the menu bar and select type of application.  

 
 

3. Read and Accept the General Disclaimer and click continue.  
 
Note:  An account holder can manage their account.  This includes adding delegates.   
   
 

 
 
 
 

 

Applications which 
have not been 
submitted will have 
a temporary record 
ID and will remain 
in the queue as 
temporary records 
until either the 
custmer submits or  
the record is 
deleted.  

 

 

Delegates are 
people who may 
access your 
account.  Go to 
the Account 
Management 
link to 
add/remove 
delegates. 
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Application submittal continue: 

4. Choose the type of application you would like to submit and click continue application 
  

 

 
 
The Historic District team will determine what type of application you will submit after completing a pre- 
assessment of your submission. 
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Step 1: Complete application fields ensuring all required fields are completed.  Fields marked with an (*) indicate 
required fields.

 

 



ACCELA CITIZEN ACCESS - ACA GUIDE 
   

 12 Accela Citizen Access Quick Reference User Guide 

 

Step1:  Continue Application  

 

 

 

Click on Continue Application or Save and resume. 
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Step 2: Detailed Information – Enter detail application information  
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Continue - Step 2: Detail Information  
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Continue Step 2: Detail Information  

 

 

 

 

Click continue to go to the next step or you may save and resume at a later date.  
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Step 3: Applicant Information: 

*Applicant and agent information are required.   

 

Select from Account: 

 

 

Select from Account – 
includes all your associated 
contact(s) 

Add New – you may add 
new contact information by 
clicking on the Add New 
button. 

Note: Contact information 
will be saved in database for 
future use.  

Look Up - -search existing 
contact records from the 
database. 

 

Select Contact from Account 
allows fields to be auto filled 
based on either the 
associated contact or the 
associated owner.  
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Step 3:  Continue Applicant Information  

ADD NEW CONTACT INFO 

 

Look Up Contact 
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Step 4:  Document Upload  

Submit all plans/files during Step 4 Document Upload process.  

• Submit all site plans as PDF files 

• Files may not exceed a file size of 100 MB (Megabytes) 

  

 

 

To attach a document to 
your application click the 
“Add New” button”  

Select from the File 
Upload box click “Add 
New” 

 

Choose file to upload  

Click open  

*You may upload one or more 
   files at the same time.  
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Step 4: Continue Document Upload 

  

 

 

 

 

 

 

*Ensure file has uploaded at a 100% 
   and click continue – 
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Step 4  Continue Document upload  

 

 

 

 

 

 

 

 

 

 

Click the continue application button or click the save and resume button to save  

 

After document(s) loads, 
specify the type of 
document submittal 
from drop down list and 
add a description as 
needed.  

Make sure you click on the save button to confirm all uploads. If you do not click 
save you will see an error message. 

 

Once you save documents uploaded will display 

 

Click Remove to delete any uploaded file 

Click on Actions to view document 
details
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Step 5: Review 

This is your last step: Please review your application. Click the Edit buttons to make any changes to section(s) as 
needed.  If you are ready to submit, click on the “Continue Application button”.  Click on Save and resume button to 
save application without submitting.  
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How to download and submit revised plans or additional documents for existing projects. 

1. Go to ACA https://aca.accela.com/charlotte/ login to your account.  You may go follow the  “Search 
Project” steps to find a project or click on the My Records/Dashboard to view a list of your projects. 

Click on My Records to view the temporary applications in your queue or 

 

Click on Dashboard to view the all applications submitted. 

 

 

 Click on the project link under Record Number to open the project detail page.  

 

 

https://aca.accela.com/charlotte/
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How to download and submit revised plas or additional documents for exising projects. 

 

1. Click Record Info to attach and or submit document(s) to existing Accela records and follow document attach 
steps.  
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Additional documents for review  

2. All redlined documents will be named as 1st Sub Review Comment_****pdf or 2nd Review Comment_****pdf”, 
etc. 

3. Click on file name to Open/Save the file for downloading.  
4. When you ar ready to upload the new revised plan, refer to previous document upload instructIons in this 

document. 
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Manage Your Account 

After login to ACA, you can manage your account i.e., change password, etc. by clicking on the Account 
Management link in the upper right hand corner of the screen and then clicking on any edit button to update your 
information. 

 

 

 

You may also add license 
information by clicking on the Add 
a License button. 
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Manage Your Account 

You may also add your co-worker as a delegate by clicking on “Add Delegate” and selecting delegate permission.  

You can always make changes to permissions as needed. 

 

 

 

Permission Types: 

-Create Application in all categories 

-Renew Records in all categories 

-Amend Records in all categories 

-Manage Documents in all categories 

-Make Payments in all categories 
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Announcements 

Periodically, we may post information such as any changes in the process, fees, etc. for all ACA users.  Those 
messages will be available through Announcements. 
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