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How to Create a Building Permit in Accela 

1. Open the following website: https://aca-prod.accela.com/TOS/Default.aspx  
2. Login to Existing account  

a. If you do not have an account please see the how to create an Accela account document 

 

3. Click Building Safety Permits followed by Create a Permit Application  

 

 

 

https://aca-prod.accela.com/TOS/Default.aspx
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4. Accept the terms and Continue Application  

 
5. Select the type of permit you are applying for and Continue Application  
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6. Fill out the address information OR the Parcel number and search. Some of the data will autofill  

a. If you are having issues finding the address just enter the street number and street name 
and click search  

7. Enter phone number and e-mail. Click Continue Application 

 
 



 
 

4 | P a g e  
 

 

8. Add new Applicant information  

 

9. Enter Required information / Make sure you click on Add additional contact address and enter 
the required information on that screen as well 
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10. Once you have successfully added the contact address click continue  

 

11. If there is a licensed professional add it now/if this is an owner builder project you can skip this step 



 
 

6 | P a g e  
 

 

 

 

 

 

 

 

 

12. Enter permit Detail and project description  
a. Project Name should be Last name / type of work ex. (Smith/Pool) 
b. Project Description should be a brief description of the project 
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13. Enter estimated job cost and code year must be 2018 

 
14. Download and complete the contractor’s form  
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15. If your computer blocked the new window from opening the contractor form can be downloaded 
from https://sahuaritaaz.gov/790/Checklists-and-Forms  

 

 

 

 

 

 

 

 

https://sahuaritaaz.gov/790/Checklists-and-Forms
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16. Complete the fillable PDF document. You will have to upload it to Accela  
a. The applicant name should match the information entered in the contact information section 
b. Ensure the second page is signed and dated with a current date 

 

 

17. Click add to download your contractor form and any construction documents/site plans you 
need to submit for the project  
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18. Once all required documents are added click continue  

 

19. You MUST select an attachment type from the dropdown list, or your attachment will not save  
a. ONE DOCUMENT HAS TO BE ATTACHMENT TYPE/CONTRACTOR FORM OR YOUR 

APPLICATION WILL NOT BE ABLE TO BE SUBMITTED 
b. YOU MUST CLICK SAVE AT THE BOTTOM OF THE SCREEN BEFORE YOU CLICK CONTINUE 

APPLICATION OR YOUR DOCUMENTS WILL NOT SAVE 
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20. Once your documents are saved you can continue application  

 

21. Review your application and scroll to the bottom. Agree to certification and continue application 



 
 

12 | P a g e  
 

 

22. You will get to the pay fees screen and will need to pay the initial plan check fee. 
a. You have now completed the application process and will be given a permit number  

i. SAH-CY-XXXXX 
b. Please contact us at 520-822-8866 or buildapps@sahuaritaaz.gov if you have any issues  

 

mailto:buildapps@sahuaritaaz.gov

