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How do I create an application? 

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. 

 

5. Select the application from the list:  

a. Click on the pointer next to each group to expand the list. 

b. Or, search by an application name. 

 

6. Click Continue Application. 
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7. Property Location:  

NOTE: The top bar (in green) will vary depending on the type of application you chose. 

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

 

b. If there are multiple addresses that meet your search, just click on the bubble next to the address you 

want to select then click Select. 
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• The Associated parcel information will display. Choose Select. 

c. The address, parcel and owner information will populate. Click Continue Application. 
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8. Contacts – Different contacts are required for different applications (See green highlight). An Applicant is 

always required. 

a. If the applicant is the person submitting the application for the property owner, 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 Applicant from the drop-down list and click on Continue. 
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• Fill in the required Contact Information fields on the next screen, click Continue. 

 

b. If the Applicant is not the Property Owner or the person submitting the application, follow these 

instructions. 

• Click on the Add New button. 
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• Select Applicant from the drop-down list and click Continue. 

 

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

 

c. Continue adding contacts as appropriate following the instructions above. Click Continue Application 

when complete. 
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9. Licensed Professional – Not required on all applications. 

This field will automatically populate if the Licensed Professional is submitting the application. If you need to 

add the licensed professional: 

a. Look Up – Click on the Look Up button. 

 

 

b. You can search by any of the fields on the Look Up screen. Fill in the fields you want to search by and 

click Look Up. 

 

c. Select the Designer from the search list. If there is only one match the License Professional will 

automatically populate. 
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d. Click Continue Application. 
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10. Program and Application information will vary depending on the type of application you are submitting. 

a. The Program Element is required. This is the type of application you are submitting. 

b. Complete the rest of the project or application information as appropriate. 

 

c. Click Continue Application. 

 

11. Attachments – Required attachments are listed in bold (see green box) for your application. This shows only 

a site plan. 

a. Click on Add. 
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b. Click on the Add button to select the document(s) you want to upload. 

 

c. Once you navigate and select the document you want to upload, click Continue. 

 

d. Select the document type from the drop-down list, then click Save. 

 

e. Click Continue Application. 
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12. Review 

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

 

b. Scroll down to the bottom of the page. Read the certification (these will also vary by application).  

• Check the box next to ‘By checking this box, I agree to the above certification.”  

• Then click Continue Application. 
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13. Pay Fees 

a. Confirm your fees then click Check Out. 

 

b. Checking out – You can do one of the following options: 

• Checkout – Will take you through payment processing. 

• Edit Cart –Allows you to remove applications from your shopping cart, if there is more than one. 

• Continue Shopping – Takes you back to the Home screen. 

 

c. Choose your method of payment, Choose Submit Payment. 
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d. Complete payment information. Click Submit Payment. 

e. Below shows your payment has been processed. Select Click to Complete to submit your application. 

f. Once your application is submitted you will be taken to the Receipt/Record issuance page. This will have 

your application ID. 

 


