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How to Create an 
Account in Accela  

• Visit the Accela Customer Portal by 
clicking: Accela Customer Portal

• Click “Create an Account”. 

https://aca-prod.accela.com/SNHD/Default.aspx


How to Create an 
Account in Accela  

• Complete the Required Fields (marked 
with a red asterisk). 

• Check the box to agree to the above 
terms. 

• Click “Continue” to proceed with 
account creation. 



How to Create an 
Account in Accela  
• Select the applicable Contact Type as 

listed below: 
• Accounts Receivable 
• Business Owner 
• Certified Business 
• Certified Professional 
• Facility Co-Owner 
• Facility Contact 
• Facility Owner

• A description of each Contact Type can 
be found on the next page. 



How to Create an 
Account in Accela  
• Accounts Receivable – The entity or contact responsible for the financial obligations of the record. This person or 

department is usually the primary point of contact for billing, invoices, and fee payments.
• Business Owner – The individual or legal entity that holds the primary legal and operational responsibility for a 

business license record.
• Certified Business – A specific designation for an entity that has met certain regulatory or diversity requirements 

(e.g., MBE/WBE or local certification)
• Certified Professional – An individual who holds a specific credential or license (e.g., an Engineer, Architect, or 

Certified Lead Renovator) required for the issuance of a permit. Unlike a "Licensed Professional," this role is often 
used for specialized certifications required by specific city or state departments.

• Facility Co-Owner – An additional party with ownership stakes in the facility. This role is used when legal 
notifications or liability must be shared across multiple owners.

• Facility Contact – The designated "boots-on-the-ground" person for a specific location. This is often the individual 
an inspector would call to gain access to a building or to discuss day-to-day operations, as opposed to the legal 
owner.

• Facility Owner – The primary individual or corporation that owns the physical location or business premise.
• Once you select a Contact Type, additional fields for contact information will display. Complete the Required 

Fields (marked with a red asterisk). 



How to Create an 
Account in Accela  

• Once you have completed 
the Required Fields, click 
“Submit”.  



How to Create an 
Account in Accela  

• Successful submission will result in 
Accela displaying your account has 
registered successfully and that you may 
Login to create a new application. 

• Click “Login” to begin applying for a 
permit. 



Navigating Accela 

• Enter in the Username/Email and 
associated Password used to 
create the account. 

• Click “Sign In” to enter the online 
licensing system. 



Navigating Accela 
• You will be directed to the Home 

Page once signed in. 

• The Home Page gives an overall 
view of permit(s) status.

• Hover over “Home” and select 
“My Account” to view all account 
details. 



Navigating Accela 
• You can update your contact and 

login information in this section. 

• Delegates, or authorized 
individuals, can be added to your 
account to complete tasks such 
as paying invoices and uploading 
required documents. 

• Click “Add a Delegate” to add or 
invite an authorized user. 



Navigating Accela –
Adding a Delegate 

• There are several permissions 
available to choose from based 
on the role of your delegate. 

• Complete the Required Fields, 
select the appropriate delegate 
permissions, and click “Invite a 
Delegate” to complete this 
process. 



Navigating Accela –
Permit Linking 

• Those with existing SNHD permits 
will have to link their permits to 
Accela. 

• Hover over “Create” and select 
“Permit Linking”. 



Navigating Accela – 
Permit Linking 

• Read the General Disclaimer, 
check the box stating you have 
read and accept the terms, and 
select “Continue Application”. 



Navigating Accela – 
Permit Linking 

• Select “Add a Row” to begin the 
permit linking process. 



Navigating Accela – 
Permit Linking 

• You can link individual permits 
or entire facilities in Accela. 

• Enter in your associated Permit 
or Facility number and the 
corresponding PIN (5 digits). 
You will need to contact the 
SNHD for your PIN if you did 
not receive one. 

• Click “Submit” once finished. 



Navigating Accela – 
Permit Linking 

• Review the permit(s) to be 
linked and select “Continue 
Application”. 



Navigating Accela – 
Permit Linking 

• An automated message will 
display if the process has been 
successful. 

• Hover over “Home” and select 
“My Records” to view your 
linked permit(s). 



Navigating Accela – 
Permit Linking 

• Your linked permit will now 
appear here, click on the 
“Record Number” to view more 
details. 



How to submit an ISDS Abandonment
Description of steps 



How to submit an ISDS 
abandonment

• Read the Terms and 
select the box and 
continue the application.



How to submit an ISDS 
abandonment

• Under Septic/Sewage 
Disposal System, select 
Septic Abandonment.



How to submit an ISDS 
abandonment

• Enter the address or the 
APN for the property. 



How to submit an ISDS 
abandonment

• Complete the section for 
Property Owner by adding new 
information (add new) or 
selecting existing information 
from the account you just 
created. 

• You may repeat this process for 
Notices Contact, however the 
system may prompt you to add 
a contact for Billing if not 
already set up (cont. on next 
page). 



How to submit an ISDS 
abandonment

• Complete the section for 
Facility Information. Select 
“continue application” once all 
the information has been 
populated.



How to submit an ISDS 
abandonment

• Complete the section for 
Facility Information. Select 
“continue application” once all 
the information has been 
populated.



How to submit an ISDS 
abandonment

• Upload the necessary file and 
hit save.

• Once the uploaded file has 
been saved, select continue 
application.



How to submit an ISDS 
abandonment

• Review the application and 
once it’s ready to be submitted, 
select continue application.
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