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I. Accessing ACA
Our Land Management Citizen Access can be accessed at https://aca3.accela.com/MARTINCO

As we continue to use this new system, we will be making minor updates to make it easier to
use and find information.

II. Searching on ACA
a. You do not need to create a user account to Search on
b. From the Home Page, select Advanced Search – Look up Property Information or License

Information.

This document may be reproduced upon request in an alternative format by contacting the County ADA Coordinator (772) 320-3131, the County 
Administration Office (772) 288-5400, Florida Relay 711, or by completing our accessibility feedback form at www.martin.fl.us/accessibility-feedback 

https://aca3.accela.com/MARTINCO
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c. We also have a Search available for the following:
• Building Permits
• Licenses
• Fire Permits
• Development Review Applications
• Public Works Permits
• Growth Management Applications
• Utilities Permits

d. In most cases, the General Search is all that is needed.
e. When searching, we have found less is more. Usually a house number and street name

is all you need to fill out to find what you are looking for. The % symbol can be used as a
wildcard.
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f. When you click search, you will get a listing of all Permits that fit your criteria
g. You can click on the Record Number to get details.
h. You can click on the Pay Fees Due to pay for fees on an application.
i. If you want to view documents associated with a record, you will need to create an account

and associate your Professional License to that account. Only people associated with a
Permit can view documents for that permit.
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III. Creating an Account on ACA
a. Click on one of the highlighted links to Register for a New Account

b. Read the disclaimer, check the box saying you have read and accepted the above terms, then
click Continue Registration

c. Enter your username, e-mail, password, security question and answer.
d. Click Add New to add a Contact. Each account MUST have at least one contact
e. Select your Contact Type and click Continue.  Most people will select Contact or Applicant
f. The required information is First and Last Name, Main Phone, and E-mail. You can fill in

additional information. If you fill in additional information, it will try to match your contact
information to contacts that already exist in our system.  Click Continue
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g. Once you hit Continue, there will be a popup that will tell you if the information has been
found or not.  You must click Continue for the contact to be added to your account.

h. Enter in the captcha and select Complete Registration

i. You can now log in and view your dashboard.

IV. Your Account Dashboard
a. When you first log in, your Account Dashboard will show “My Collection” and “Work In

progress”
b. Click on Home and the dropdown menu has options for My Records, My Account and

Advanced Search.

c. My Records will show all records tied to your user and your Professional License if it is linked to
your ACA account. Please see the section below on how to add your Professional License to
your account.

d. My Collection is a place where you can save any permit for you to easily find again. These can
be permits that are not related to your account. After searching for a permit, you can click the
box to the left of it and click on “Add to Collection” to create a collection.

e. My Account is where you can modify your password and add your Professional License
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V. Linking Professional License to ACA Account
a. Log into your ACA Account
b. Click on Account Management
c. Click on Add a License

d. Enter in your License Type and License Number. Click Find License
e. Your license should be displayed. Click on the “Connect” button under the Action column. If

your license cannot be found, you will need to contact the Building Department for help.

f. When you click Add License to Account, it will ask if you want to associate this license to your
account. Click OK

g. The license will be in a status of Pending until someone in the Building department approves it.
This is to protect Licensed Professionals from having any ACA user from adding the wrong
license to their account.

h. Once we approve the connection to your license, the My Records page will be populated with
all of your permits.

VI. Downloading Documents
a. At this time, you can only view documents on Permits which you are an Owner, Contact or

Licensed Professional on
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b. Once you are in a record, you can go to Record info – Attachments

c. Any Attachments for the permit will be listed. You can use the Actions Drop down to view the
details of each document.

d. Click on the Document name to open or save the document.

VII. Uploading Documents
a. If you need to upload new documents to a permit, you can open a permit and select Record

Info – Attachments.
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b. At the bottom of the document list, click on the Add Button

c. Click Add again to select the document(s) from your computer
d. It is very important to make sure all file names are less than 50 characters and DO NOT contain

any special characters other than an underscore or a dash.
e. Click Continue
f. When the popup closes, you will be asked to add a document type and description

g. Click Save
h. You will get a confirmation message at the top of the page

VIII. Scheduling Inspections Online
a. You can schedule inspections for a Permit that you are an Owner, Contact or Licensed

Professional on
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b. When you are viewing your permit, select Record Info – Inspections.

c. If there are any Pending inspections, you will use the Actions button to schedule the inspection

d. Select the date that you would like your inspection.
e. Select the time frame (at this time the only option is All Day)
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f. Select Continue

g. Verify the location and contact information and Select Continue
h. Confirm your selection, click on “Include Additional Notes” if you want to add any notes to

your inspector
i. Click Finish
j. If the inspection you need is not in your pending list, click on “Schedule or Request an

Inspection”
k. You will see a list of available inspections. Scroll through the pages to find the inspection you

need.
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l. Select the Inspection and click Continue

m. Continue scheduling this inspection as described above for the pending inspections.

IX. Rescheduling or Cancel an Inspection
a. When you have scheduled inspections, you can reschedule on the Record info – Inspections

page
b. The Actions menu next to the inspection will have Reschedule and Cancel available
c. Reschedule will bring up the same window as scheduling and allow you to select a different day
d. To cancel an inspection, you just have to confirm the cancelation by click Cancel Inspection

X. Paying Fees Online
a. You do not need to be logged in to pay fees on a permit
b. When you are looking at a list of records, if there are fees due, you will see “Pay Fees Due” in

the action column



Martin County Information Technology Services 
User Training Guide 
ACA User Guide 
Last Updated:  November 2020 

12 of 12 

c. Click on that link to bring up the payment screen
d. You will first see a description of the fees due.  Click Continue Application
e. Enter your credit card information and click “Submit Payment”
f. You should see a confirmation of payment.  Click “Print/View Receipt” to view your receipt.

g. Click “View Record Details” to go back to the permit details.
h. At any time you can select Payments – Fees to see a record of payments made on your Permit



NAVIGATING THROUGH ACCELA: 

Creating an Account: 
When creating an account, register the account with a default email. Write down your username and 
password and keep it in a safe place. Users tend to save it on to their computers so they won’t have to 
log in. We receive a lot of calls of customers forgetting their username and password if something goes 
wrong with their computer. Please make sure you fill in all sections that ask for the business phone # 
and name. There will be a section that gives you an option to register as an individual or 
organization. If you are a contracting company, select organization. If you are an owner/ builder, select 
applicant. 

Add a license: 
Make sure you add a license. To add a license go to ACCOUNT MANAGEMENT, click on ADD A 

LICENSE. Under LICENSE TYPE, choose a license type in the drop down;  Type in your LICENSE 
NUMBER and click on FIND LICENSE.  Click on the highlighted license number, and then click on ADD 
LICENSE TO ACCOUNT.  We will then approve the attached license. You will need to log out, and then 
log back in for your account to be updated. 

Applying for a building permit: 
When performing a task that has a search button, whether it’s searching for a permit or applying for a 
permit, always remember less is better than more. For instance, if you are applying for a permit and it 
asks for the property location only input the street address number. Do not input the street name, type 
of road, city, state, or zip. After you hit the search button, it will bring up a list from which you will be 
able to select the correct street address. From there the system will auto populate all the information 
needed, including the parcel number and the owner. Once you have completed the permit application, 
the system will assign a permit number (record number). 
 If there is a confidential owner, the permit cannot be entered online. 

Printing out permits and approved docs: 
To search for your permit and print the permit once it has been issued: Mouse over the HOME tab, 
then select MY RECORDS.  Click on the permit # you are searching for (highlighted in blue). Find the tab that 
says RECORD INFO, click on the tab, and choose ATTACHMENTS from the drop down.  There you will see all 
the documents pertaining to the permit. There will also be an add button below, where you can attach 
documents. 

Rules of scheduling inspections for users: 
To schedule inspections, you must log in with your USER ID; not your email. Your User ID gives you 
permission to perform this action. If you do not have any pending inspections, the system will not 
allow you to schedule. Also, you will not be able to schedule inspections if there are conditions with a 
“HOLD INSPECTION” status. 

General Information: 
You cannot upload any documents to your permit when "IN REVIEW" status. This means your permit is going 
through our review process with documents already provided and cannot be interfered with. 
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