Instructions for Completing Tree Worksheets
August 7, 2019

1.
2.

Log into https://acatest3.accela.com/deland/Default.aspx
Select “Planning.”

3.

Click on Create Planning Application.
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4.

Read and accept the General Disclaimer and hit “Continue Application.”

5.

Click on the arrow left of “Planning.”
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6.

Click on “Site Plan.” Then click “Continue Application.”

Note: Throughout this process, some fields have an asterisk (star) next to them. These are required
fields that must be filled out to continue the application. Also, during the permit application process,
you have the ability to save and resume later in case you need to gather more information.
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7.

To identify the location of the project, you can search by address, parcel or owner. If you are
entering address, enter the street number and name only. Do not enter the street type. Then
click “Search” and select the address from the search result by checking the button. Then click
the “Select” button. Note: you may need to scroll down to see the “Select” button. Review the
address information and click “Continue Application” at the bottom of the page.

Note: You will see icons with a question mark near some fields. Click this icon and it will provide you
with useful information on the field.
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8.

For the Applicant section, use the “Select from Account” button and select your contact by
checking the button. If the applicant is someone other than the account holder, click “Add
New” and provide the required information. Then click “Continue Application.”

9.

Fill in the information in the fields as needed to describe the project.
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10. Be sure to fill out the “Size of Land” and the “Unit of Land Measurement” fields. Values cannot
be calculated without this information.

11. Fill in information on tree removals to calculate tree replacement requirements. For the Tree
Protection Area, input the proposed new Tree Protection Area in square feet.

12. To determine whether Minimum Coverage Requirements have been met, fill in the value for
specimen and non-specimen trees remaining on the form. Remember to include historic trees in
your specimen tree total. The form will generate the “Number of Trees Required” and the “Total
DBH after development.” Where the form says “Tree Protection Area Deficit,” it should say
“Minimum Coverage Deficit.” This is the number of inches that you will need to plant on your
site to meet minimum coverage requirements.
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13. To determine whether Specimen Tree Protection Requirements have been met, fill in the
number of specimen trees before and after development. The other fields should auto-fill.

14. If the values for Tree Worksheets do not appear to be calculating, click on “Save and resume
later,” and then return to the page. We are working on correcting this issue.
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15. If you have more than 10 trees on the site, please provide an Excel spreadsheet listing the
species and DBH of each tree on the property and whether it will be removed or remain after
development. To add the spreadsheet, click on “Add.”

16. Click on “Add” again at the File Upload Box.
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17. Browse your computer files until you find the file that you would like to upload, and then click
on “open.”
Once the file is loaded, click on “Add” to add more files or “Continue” if you are done.

18. Select the record type from the dropdown list, and then click on “Save” and then “Continue
Application.”

19. The next window lets you review your information. Once this is complete, click on the electronic
signature box, and click on “Continue Application.”

20. This will direct you to the payment page.
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