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

account, and to submit a Planning 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.

STEP 1: Registering an Account - If you have already registered an account, skip to STEP 2: Logging In.

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

Many online services offered by the City of DeLand require login for security reasons. If you are an existing user, please enter your user name and password in the box
on the right.

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.

Account Registration
You will be asked to provide the following information to open an account:

• Choose a user name and password
• Personal and Contact Information
• License Numbers if you are registering as a licensed professional (optional)
Please review and accept the terms below to proceed.

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.

Account Registration Step 2:
Enter/Confirm Your Account Information

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

button.

Select Contact Type
*Type:
—Select—

▼

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.

Contact Information
‘First:

Middle:

‘Last:

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.

STEP 2: Logging In
Once you have registered a new account, you can log in from the “Home” page, shown below.

You can also log in from the Login 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.

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. You should only choose this option if the computer you're using is
secure. Click the “Login” button below the “Password” field to advance.

Successfully logging in will bring you to your Dashboard page.
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STEP 3: Starting a Planning Application

To start a Planning application, click the “Planning” link at the top of the page.

Click the “Create Planning Application” button to start a new application.

On the next page, read the terms and conditions before checking the box and clicking the “Continue Application”

button.

On the next page, select your record type. A record is a process or an application, and a record type is the type of

application. If you're not sure which application you need for your project, click the “click here” link under “Select

a Record Type” for more information.

As an example, this instruction sheet will show how to fill out the Abandonment application. The various

applications have a similar application process. Select your record type by clicking the bubble to the left of the

application and then click the “Continue Application” button at the bottom of the page.

On the next page, enter the address information for the property your request concerns. For example, if your

request is for your home, enter your home address. If the request is for another piece of property, enter the
address for that property.

Start by typing in the street number and street name in the applicable boxes, then click the “Search” button.

If your search results in more than one matching property, a list of properties will appear.

Select the appropriate property by clicking the bubble to the left of the address. Additional information, including
tax parcel identification number and owner, will appear. Make sure the information is correct, then click the

“Select” button at the bottom.

If the property does not have a street address or you don't know the street address, enter the tax parcel
identification number in the appropriate field and click the following “Search” button. The tax parcel identification

number is a 12-digit number unique to a particular property. This is sometimes referred to as a “tax ID” or “tax
parcel number.”

If entered correctly, other information associated with the property, including address and owner, will

automatically appear.

If the tax parcel identification number is entered incorrectly, an error message will appear. Click the “Cancel”
button to re-enter the number.

To search by owner name, enter the surname and then first name of the owner. If the owner is an entity, such as a

company, enter the entity name and click the “Search” button.

A list of properties matching the owner information provided will appear. If over 10 properties match the search,

use the “< Prev”, “Next >” and numbered buttons at the bottom of the page to navigate to the correct entry. View
the list and click the matching property.

If your request concerns more than one property, scroll to the “Additional Parcels” section and click the “Add a
Row” button.

A pop-up will prompt you to enter an additional parcel number. Additional properties can only be added by tax
parcel identification number. After typing in the 12-digit number, click the “Submit” button below.

Once all of the parcels included in your request have been entered, click the “Continue Application” button at the

bottom left of the page to continue. If you wish to stop at this step and return to the application later, click the
“Save and resume later” button at bottom right.

The next page is where the applicant contact information is entered.

Clicking the “Select from Account” will allow you to enter either your own contact information (entered when
registering your account) or the contact information for the property owner.

Click the bubble next to the preferred applicant and then click the “Continue” button below.

Complete any blank fields, such as primary phone number, secondary phone number, and email address, before
clicking the “continue” button below.

If you prefer that someone other than yourself or the property owner (such as an attorney or engineer) act as the
applicant, click the “Add New” button.

Enter the applicable contact information and double-check its accuracy before clicking the “Continue” button
below. When your applicant contact information has been added, a “Contact added successfully.” message will

appear. Click the “Continue Application” button at bottom left to continue or the “Save and resume later” button
at bottom right to return to the application later.

Once the contact information is added, you will advance to Step 2, project description. The application type shown
below is an Abandonment. If you are submitting a different type of application, the information requested may

look sloghtly different.

If you're not sure about a particular field, click the blue question mark next to the box for additional information.
Fields marked with an asterisk are required. To close the Help information window, click the X in the upper right

corner.

After completing the required fields, click the “Continue Application” button at bottom left to continue or the

“Save and resume later” button at bottom right to return to the application later.

The next step is to upload, or “attach” the required documents for your application. Paper copies as well as digital
copies of these documents will be required. Some required documents, such as typed mailing labels, can only be

provided in hard copy format. Click the link at the top of the page to see which documents are required.

Required documents can be sourced from your Accela Citizen Access account if they have been previously saved.

Click the “Select from Account” button to add documents from this source.

A new window will pop up with the documents you have previously saved to your Accela Citizen Access account.

Click the box to the left of the document you wish to upload and click the “Continue” button below.

The pop up window will close and your selected file will appear. Click the drop-down menu under the word “Type”

and select the category that best describes your document. Many documents will be in the “Supporting
Documents” category. Click the “Save” button if this is the final document to upload.

If the required documents are not saved to your Accela Citizen Access account or you have other documents to
upload, use the “Add” button to upload documents from the computer you're using.

A “File Upload” pop up window will appear. Click the “Add” button below.

A new “Choose File to Upload” window will appear. Navigate to where your documents are saved on your
computer and select the applicable documents. Click the “Open” button at bottom.

The “Choose File to Upload” window will close and the screen will return to the “File Upload” pop up window. The

selected files will upload until “100%” appears next to each document.

If more documents are needed, click the “Add” button at bottom and follow the same process to upload more
documents. If all needed documents have been added, click the “Continue” button at bottom left.

Again, use the “Type” dropdown menu to indicate the type of file being uploaded. Include a brief description for
each document.

Click the “Save” button at bottom left.

Review the attachments for completeness and accuracy. Click the “Continue Application” button at bottom left to
continue or the “Save and resume later” button at bottom right to return to the application later.

At Step 3: Review, double check that the information provided is complete and accurate.

At the bottom of the page, review the certification and check the box at bottom left. Today's date will appear at

bottom right.

Click the “Continue Application” button at bottom left to continue or the “Save and resume later” button at

bottom right to return to the application later.

At Step 4: Pay Fees, you will use a credit card, debit card, or bank account to pay the fee associated with your
application. (Please note that Variance applications will skip this step to allow staff to verify the fee amount. You
will receive an email informing you when your fee is ready to be paid.) To pay the fee, click the “Check Out” button

below.

The “Cart” page will appear. If you are ready to pay the fees, click the “Checkout” button at bottom left. You also

have the option to submit other applications before making payment using the “Submit other Applications” button
at bottom right.
The Payment In

The “Payment Information” page will appear. At the top, select “Pay with Credit Card” or “Pay with Bank Account”

and the screen will change to reflect your selection.

2 Payment
information

1 Select item to pay

7 Receipt/Record
° issuance

Step 2: Payment information
Please select a payment method and then fill in all required information.
The available payment methods are:

•Credit Card

•Bank Account
Use the dropdown menu to change the payment type.
* indicates a required field.

Payment Options
Amount to be charged: $300.00
Pay with Credit Card

O Pay with Bank Account

Credit Card Information:
*CardType:

‘Card Number:

‘SecurityCode:

—Select— ▼

* ExP- Date:

* Name on Card:

□

2019V

Credit Card Holder Information:
I1—I1 Auto-fill with

,

.

„

Jordan Guestv

Country:
United States

‘Street Address:

‘City:

‘State:
—Select—▼

‘Phone:

E-mail:

Submit Payment »

‘Zip:

©

Enter the applicable information and click the “Submit Payment” button at the bottom of the page.

Once your payment information has been accepted, the “Receipt/Record Issuance” page will appear.

To view or print your receipt, click the button shown. To view the application details, click the application number

shown under the address.

Clicking the application number will bring you to the Record page, which shows the status, record type, location,

and other important information.

Congratulations, you have successfully submitted your Planning application! Bring your hard paper copies of the
required documents to the Building Department counter at DeLand City Hall, 120 S. Florida Ave. DeLand FL 32720,

1st floor suite 103 between 8 AM and 5 PM Monday through Friday except major holidays.

Step 2
Picking your application
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Instructions for using Accela Citizen Access
Planning Module
Welcome to the City of DeLand, Planning Department's Accela Citizen Access Portal
(ACA). The portal allows clients to submit new applications, search for information,
pay fees, upload documents and check the status of projects. We are pleased to
offer our citizens, businesses, and visitors, access to government services, 24 hours
a day, 7 days a week.

Things to know before you start
Where to find the Accela Citizen Access Portal (ACA)?
https://acasupp3.accela.com/DELAND/Default.aspx

Why should I create an account?
An account must be created to “Create an Application”. It is also used to locate
records associated specifically to you.

Please note that an account is not needed for a basic search.

What is a Record?
A record is a process or application. For example, if you are applying for a rezoning,
rezoning is the record.

Records included in Phase 1
Planning and Development is implementing Accela in a phased approach. The
following planning records are available in ACA.
 Abandonment
 Annexation
 Certificate of Appropriateness
 Combined Preliminary and Final Plat
 Comprehensive Plan Amendment

 Final Plat
Lot Changes and Adjustments

 Minor Subdivision
 Parking Waiver
 Preliminary Plat
 Rezoning
 Similarity of Use
 Site Plan
 Special Exception
 Subdivision Sketch
 Variance
 Zoning Determination

