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Historic Preservation Review – Accela Instructions 

 
 

Dashboard Overview 

 
 
 1. Start a new application either using a wizard or by selecting from a list.  

2. A page containing Frequently Asked Questions. 
3. Navigate directly to your applications and permits. 
4. Manage your account information. 

1.

2. 3. 4.
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Read and review the terms, then click the 
checkbox for “I have read and accepted the 
above terms.” 

• Once the checkbox is selected 

• Click “Continue Application” 
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SELECTING APPLICATION/RECORD TYPE 
 
  

Check the “Historic Preservation Review” 

Once the checkbox is selected 
Click “Continue Application” 
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APPLICATION ADDRESS 

  

Once the correct address is selected, 
the remaining information will 
automatically populate 
 
Click “Continue Application” 

Search for the property: 

• Either by address or parcel identification 
number 

Address: 

• Type in the street 
number and 
street name 

• Click search 

Parcel identification 
number: 

• Type in the parcel 
number 

• Click search 
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SELECTING AN APPLICANT FOR THE APPLICATION 

 
  

Once the applicant is selected 
Click “Continue Application” 

Select a person from your account to be the applicant or; 
Add a new person to this application to be the applicant. 
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• Create a project name for the 
application 

• Provide a detailed project 
description/scope of work 

Select the application type 
you’re applying for 

Once this page is complete 
Click “Continue Application” 

Provide a detailed reason for the request 
and; 
Size of the property and; 
Description of the property 

Demolitions require property 
condition information. 
Provide as much detail as possible – 
interior and exterior pictures are 
highly recommended. 
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PLAN ROOM ACKNOWLEDGEMENT 

 
  

Click “Continue Application” Review the plan room 
acknowledgement and check 
the checkbox 



   
 

Historic Preservation Review - Accela Instructions 

8 

City of DeLand 
www.DeLand.org 

120 S. Florida Ave - Deland, Florida 32720  
Phone: (386) 626-7018 

 

REVIEW APPLICATION INFORMATION 

Review all the provided 
information and make edits as 
necessary 

Check the “Plan 
Acknowledgement” checkbox 
again 

Click “Continue Application” 
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UPLOAD PLANS 

Upload all project documents such 
as: 

• Project narrative 

• Photos 

• Survey 

• Proposed elevations 

• Site Plan 

• Sign Rendering 

• Proposed color palate 

• Etc. 

• City Staff will do an initial review of the application and reach out 
with any questions or concerns 

• Once an initial review is complete, staff will send a formal 
application fee invoice and may request additional information, if 
necessary. 
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