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Submit a Permit Application 

 

➢ Visit:  https://aca-prod.accela.com/MONTCOOH/Default.aspx   

➢ Log Into your Account (if you do not have an account, see “Create an 

Account”) 

o Enter User Name or email and Password 

o Select “Sign In” 

 

 
 

Continued on next page  
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➢ Select Building 

 

 
 

➢ Select Create an Application 

 

 
 

 

Continued on next page 
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➢ Read and accept terms 

➢ Continue Application 

 

 
 

 

 

Continued on next page   
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➢ Select the Appropriate Permit Type 

NOTE:  Residential Building and Mechanical Combo, select Residential 

Building Permit 

➢ Select Continue Application 

 

 
 

 

 

Continued on next page 
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➢ Enter your Street No and Street Name  

(NOTE:  search is best if you leave out City and Zip)  

➢ Select Search 

NOTE:  Parcel and owner will auto populate from the search, do not 

change this or add information! 

 

 
Continued on next page 
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➢ Add New Contact (Both an Applicant and a Contractor are required, if applicant 

is same as contractor, list both) 

➢ Email is required 

 

 
 

Note:  Applicant and Contractor are required.  If Contractor is also applicant, 

enter the same contact for both.  You will have green checkmarks by both 

when this requirement is met. 

  
Continued on next page 
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➢ Enter relevant information 

NOTE:  If doing Residential Combo (Building AND 

Mechanical) – this is where you indicate that!  

 
 

Continued on next page 
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➢ Add Construction Documents and Relevant Documents 

➢ Continue Application 

 

 
 

➢ Review Summary of Project information, checking for accuracy.   

➢ Read and agree to terms  

➢ Continue Application 

 
Continued on next page 
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➢ Select Checkout 

 

 
 

➢ Choose Payment and follow process 

➢ You will receive confirmation your application was submitted 

 

 


