Creating a New User Account on the Accela Portal

Learn how to register for a new account on the City of Albany Accela Citizen Access portal. This
guide walks you through the necessary steps to provide your login information and contact details

to successfully complete your registration.
1. Navigate to https://aca-prod.accela.com/ALBANYOH/Welcome.aspx

N E W A L B A N Y Contact Us: (614) 939-2254
COMMUNITY CONNECTS US —
Register for an Account ~ Login
Search.

Advanced Search w

Sign In

USERNAME OR EMAIL:*

‘ PASSWORD:"

Forgot Password?

|| Remember me on this device

Not Registered?

CREATE AN ACCOUNT

Welcome to the new Citizen Portal
We are pleased to offer our citizens, businesses, and visitors access to government services online, 24 hours a day, 7 days a week.

Account Registration
2. Click "Create an Account”

3. Fill out each field with a red star


https://aca-test.accela.com/ALBANYOH/Welcome.aspx

4. Click this email field.

Search..

Advanced Search v

Login Information

Step 1 of 2: Account Details

% Required Fields

USERNAME:*
username

e

Efm ADDRESﬂ ‘

\ /J
PAssWoRDu”

‘ TYPE PASSWORD AGAIN: * ‘

Select

ENTER SECURITY QUESTION: * ‘

5. Click the Password field

Login Information

Step 1 of 2: Account Details

% Required Fields

USERNAME:*
username

E-MAIL ADDRESS:*
development@newalbanyohio.org

‘ PASSWO ‘

ENTER SECURITY QUESTION:
Select

‘ TYPE PA

’ ‘

ANSWER:# ‘

\77\ | have read, understand, and agree to the Terms of
Service (3

CONTINUE



6. Click the Type Password Again field

Step 1 of 2: Account Details

* Required Fields

| USERNAME:*
username

E-MAIL ADDRESS: *
development@newalbanyohio.org

PASSWORD: * ‘

2 N\

TYPE PASSWORD AGAIN?

[ \ / 1
ENTER SECURITTGUESTION:»

Select

‘ ANSWER: ‘

iii | have read, understand, and agree to the Terms of
Service (0

CONTIN

7. Fill out the Security Question field

% Required Fields

USERNAME: *
username

E-MAIL ADDRESS: *
development@newalbanyohio.org

‘ PASSWORD: *

TYPE PASSWORD AGAIN: *

ENTER SECURITY QUESTION:
Select

| (used for identificatiol if |

ANSWER:* | you forget your login
information)

\7] | have read, understand, and agree to the Terms of
Service (3

CONTINUE




8. Open the Security Question list

% Required Fields

USERNAME: *
username

E-MAIL ADDRESS: *
development@newalbanyohio.org

‘ PASSWORD: *

‘ TYPE PASSWORD AGAIN: *

g
Wi
ENTER SECURITY QUESTION: *
Select Y
(used for identification if - N

ANSWER: * you forget your login
‘ information)

|| I have read, understand, and agree to the Terms of

Service (3

CONTINUE

9. Select Question

% Required Fields

USERNAME: *
username

E-MAIL ADDRESS:*
development@newalbanyohio.org

PASSWORD:*

TYPE PASSWORD AGAIN: *

‘ ENTER SECURITY QUESTION:*
Select

 plane?

‘What was the last name of your favorite childhood
teacher?

In what city or town does your nearest sibling live?

In what town or r first full time job?

CONTI*UE




10. Fill in the Answer field

% Required Fields

username

USERNAME:* ‘

development@newalbanyohio.org

E-MAIL ADDRESS: ‘

PASSWORD: * ‘

TYPE PASSWORD AGAIN: * ‘

ENTER SECURITY QUESTION: * Sy
What was your favorite food as a child?
N
ANSWER:# ‘
- (2b:charact#rs maximum)
| | I'have read, UNderstand, and agree to the Terms of
Service (3

CONTINUE

11. Select the Terms of Service checkbox

% Required Fields

USERNAME: *
username

E-MAIL ADDRESS: *
development@newalbanyohio.org

PASSWORD:*

TYPE PASSWORD AGAIN: *

ENTER SECURITY QUESTION: *

What was your favorite food as a child? R

ANSWER:
izza
\p

D | hiwve read, understand, and agree to the Terms of
Service (3

CONTINUE



12. Click "Continue"

% Required Fields

USERNAME:* |
username

E-MAIL ADDRESS: *
development@newalbanyohio.org

PASSWORD: * ‘

ENTER SECURITY QUESTION:*
What was your favorite food as a child?

ANSWER: *
pizza

| | have read, understand, and agree to the Terms of
~ Service O

Contact Details
13. Select the Individual or Organization contact type and click continue

14. Click the First name field

Search.

Advanced Search v

Select Contact Type

Step 2 of 2: Contact Details

@ Individual

Organization

% Required Fields
P e

FIRST:* ( \
MIDDLE: \_/

LAST:*

NAME OF BUSINESS:



15. Click the Last name field

Search..

Advanced Search v

Select Contact Type

Step 2 of 2: Contact Details

© Individual

| Organization

% Required Fields

FIRST:*
New

MIDDLE: ‘

P

E |

NAME OF BUSINESS: ‘

16. Enter “Albany” in the Last name field

New \

| miooLE: ‘

LAST:+
Albany|

NAME OF BUSINESS: ‘

| HOME PHONE: ‘

| WORK PHONE: ‘

| MOBILE PHONE: ‘

| E-MAIL:

Add Address



17. Click the Name of Business field

Organization

% Required Fields

FIRST:*
New

MIDDLE:

LAST:*
Albany|

NAME OF BUSINESS

HOME PHONE:
WORK PHONE:
MOBILE PHONE:

E-MAIL:

18. Click the Mobile Phone field

New

MIDDLE:

LAST:*
Albany

NAME OF BUSINESS:
City of New Albany

HOME PHONE:

WORK PHONE:

MOBILE PHONE:




19. Click the Work Phone field

rinaie

New

MIDDLE:

LAST:*
Albany

NAME OF BUSINESS:
City of New Albany

HOME PHONE:

WERK PHONE: ¥

MOQILZ QHOMPS 1
(-

E-MAIL:

20. Click the E-mail field

New

MIDDLE:

LAST:#
Albany

NAME OF BUSINESS:
City of New Albany

HOME PHONE:

WORK PHONE:
(614) 939-2254

MOBILE PHONE:

SEMAIL:



21. Click Submit

LAST:*
Albany

NAME OF BUSINESS:
City of New Albany

HOME PHONE:

'WORK PHONE:
(614) 939-2254

MOBILE PHONE:

E-MAIL:
development@newalbanyohio.org

22. Congratulations. You have successfully registered an account. Now you can submit for a permit.

NEW ALBANY Contact
COMMUNITY CONNECTS US _

Register for an Account  Login

Advanced Search v

@ Your account is successfully registered.

Congratulations. You have successfully registered an account.

Account Information

User Name: username
E-mail: development@newalbanyohio.org
Password: S
Security Question: What was your favorite food as a child?
Contact Information
New Albany Home Phone:
Work Phone:
Mobile Phone:
Fax:

Contact Address List
¥ Contact Addresses
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