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How do I submit a complaint in Accela? 

1. Go to https://aca-prod.accela.com/TPCHD/Default.aspx 

2. Create an account if you don’t have one. 

3. Log into your Accela account.  

4. Click on Create, then Create an Application/Complaint. 

 

5. Select the application from the list:  

a. Click on the pointer next to Complaint to expand the list. 

 

b. Click Continue Application.  
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6. Contacts – A Complainant is required. 

a. If you are the Complainant, you can select your information from your account. Follow these steps. 

If not, go to the next section. 

• Click on the Select from Account button. 

 

 

• Click in the bubble next to the appropriate person and click on Continue. 

• Select Complainant from the drop-down list and click on Continue. 
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b. If you are not the Complainant, follow these instructions. 

• Click on the Add New button. 

 

• Select Complainant from the drop-down list and click Continue. 

 

• Fill in the required Contact Information fields and click Continue. 

 

c. When all contacts are entered, Choose Continue Application. 
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7. Address information: 

a. Enter either an address house number and street name or parcel number to search by, click Search.  

b. This will fill in the address, parcel number and owner information for you. 

• If you can’t find the address through search, go to the next page. 

• Click Continue Application. 
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8. About Incident 

Fill in as much information on the complaint details to assist us in thoroughly looking into it:  

a. Select the Type of Complaint 

b. Choose if you want to remain confidential. 

c. Add a description of the complaint. 

d. Add any attachments (pictures or documents). 

e. Click Continue Application 
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9. Complaint Review  

a. Review your Complaint. Click on Edit next to any section that needs to be updated. 

b.  Click Continue Application. 

10. Receipt/Record Confirmation 

Once your complaint is submitted you will see the Receipt/Record issuance page. This will have the 

application ID you can use to look-up the application and check the status. 


