
Accela Application Instruction Sheet: aca3.accela.com/deland

Welcome to DeLand’s Accela Platform! Use this instructional sheet to register a new account, log in to 

your account, and to submit an application. If the instructions tell you to click a button or link  that you 

can’t find on the page, look for the highlighted areas shown in screen shots. 

Registering an Account – If you have already registered an account, skip to Logging In. 

Start by clicking “Register for an Account” in the upper right corner of the page.



On the next page, read the terms and conditions before checking the box next to “I have read and 

accepted the above terms” and clicking the “Continue Registration” button.

On the next page, fill the blank spaces in with your user name, e-mail address, password, password 

confirmation, security question, and security question answer. If have questions about a particular blank 

space, which is also called a “field,” click the blue question mark to the right. Fields marked with a red 

asterisk (*) are required. When you have completed the fields, click the “Add New” button at the 

bottom.



Use the drop-down to indicate if the contact type is an individual or an organization, then click the 

“Continue” button.



Next, enter the contact information. Individuals will fill out a form that looks like this. Remember that 

fields marked with a red asterisk (*) are required. “Preferred Channel” means the best way to contact 

the person or organization listed.





Organizations will fill out a form that looks like this. Remember that fields marked with a red asterisk (*) 

are required. “DBA/Trade Name” means “Doing Business As,” which is the name that the business is 

publicly known by in the case when a different business name appears on the business tax receipt or 

business license. “Preferred Channel” means the best way to contact the person or organization listed.



 

If you see an alert that looks like this, don’t worry. Click “Continue” to advance.

Once you click the “Continue” button, you will see “Contact added successfully” in green.

Click “Continue Registration” at the bottom of the page.

On the next page, you should see a green check mark with the following text: “Your account has been 

created successfully. You can login immediately using your User Name and Password”

Click the “Login” link at the upper right corner of the page to log in to your newly-registered account.



Logging In

Once you have registered a new account, you can log in from the “Home” page, shown below.

Type your username and password into the appropriate boxes. You may also use the email address you 

entered when you registered your account. Remember that the user name/email address is not case 

sensitive, but the password is case sensitive. This means that you must enter your password in the same 

uppercase and/or lowercase letters you used when registering your account.

As you type in your password, a symbol of a dot with an arch over it will appear. Clicking this symbol will 

reveal the characters you typed into the Password field, so you can double check that you entered it 

correctly. You may wish to check the box next to “Remember me on this computer” so you don’t have to 

enter your password each time you access the Accela site. Click the “Login” button to the right of the 

“Password” field to advance.
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