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Account Management 

How to Register for an Account 

1) - CƻǊ ŦƛǊǎǘ ǘƛƳŜ ǳǎŜǊǎ ǇƭŜŀǎŜ άRegister for an Accountέ  
- For returning customers please continue to login with your existing credentials. 
 
2) Go to https://acceladmz.highpointnc.gov/chpaca/welcome.aspx. At the top right you can Login or Register for an 

Account. You can also register for an account in the grey Login window.  
 

 
 

 

https://acceladmz.highpointnc.gov/chpaca/welcome.aspx
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3) !ŦǘŜǊ ȅƻǳ ƘŀǾŜ ǊŜŀŘ ŀƴŘ ŀƎǊŜŜ ǘƻ ǘƘŜ ǘŜǊƳǎ ƻŦ ǳǎŜΣ ŎƘŜŎƪ ǘƘŜ ōƻȄ άI have read and accept the above termsέ ŀƴŘ 
ŎƭƛŎƪ άContinue to RegistrationέΦ 
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4) Next, please fill out the information you would like to use to login. (You will need to remember this information to 
use Accela in the future).  After your information is complete ŀƴŘ ŀŎŎǳǊŀǘŜΣ ǳƴŘŜǊ άContact Informationέ ŎƭƛŎƪ 
άAdd NewέΦ ό¢Ƙƛǎ is required to register your account.)  
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5) 9ƴǘŜǊ ȅƻǳǊ /ƻƴǘŀŎǘ LƴŦƻǊƳŀǘƛƻƴ ŀƴŘ Ƙƛǘ άContinueέΦ  
 

 
 

6) ¸ƻǳ ǎƘƻǳƭŘ ƎŜǘ ŀ ƳŜǎǎŀƎŜ ŘƛǎǇƭŀȅƛƴƎ ǘƘŀǘ ȅƻǳǊ άContact was added successfullyέΦ CǊƻƳ ǘƘŜǊŜ ȅƻǳ Ŏŀƴ ŜŘƛǘ ƻǊ 
delete your profile. 

 
 

7) You should get another notification that your account was added successfully, and you can now proceed to login.   
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How to Link a Professional License to Your Account 

1) Before you can add a license to your account, make sure you have applied and άRegistered as a Professionalέ 

through the City of High Point. 

 

2) Once you log into Accela, in the top right-hand ŎƻǊƴŜǊ ŎƭƛŎƪ άAccount ManagementέΦ 

 
 

3) To add a License, ŎƭƛŎƪ άAdd a LicenseέΦ 

 
 

4) Please enter License Type and License Number (numbers only) ŀƴŘ ŎƭƛŎƪ άCƛƴŘ [ƛŎŜƴǎŜέ 

 

5) Once you have found your License Information, click on ά/ƻƴƴŜŎǘέ . hƴŎŜ ȅƻǳ ŎƭƛŎƪ άConnectέΣ ȅƻǳ ǿƛƭƭ ōŜ 

ǇǊƻƳǇǘŜŘ ǘƻ ŎƻƴŦƛǊƳ ǘƘŀǘ ǘƘƛǎ ƛǎ ǘƘŜ ƭƛŎŜƴǎŜ ȅƻǳ ǿŀƴǘ ǘƻ ŀǎǎƻŎƛŀǘŜ ǿƛǘƘ ȅƻǳǊ ŀŎŎƻǳƴǘΦ /ƭƛŎƪ άOKέ  

 
6) hƴŎŜ ȅƻǳ ŎƭƛŎƪ άConnectέΣ ȅƻǳ ǿƛƭƭ ōŜ ǇǊƻƳǇǘŜŘ ǘƻ ŎƻƴŦƛǊƳ ǘƘŀǘ ǘƘƛǎ ƛǎ ǘƘŜ ƭƛŎŜƴǎŜ ȅƻǳ ǿŀƴǘ ǘƻ ŀǎǎƻŎƛŀǘŜ ǿƛǘƘ ȅƻǳǊ 

ŀŎŎƻǳƴǘΦ /ƭƛŎƪ άOKέΦ 

 
 

7) You will then get a message saying that your license was added successfully. 

  

  

Note: An email will be sent to Permit Specialist 

to link your Professional license to the ACA user 

account. 

http://www.highpointnc.gov/build/ProfessionalRegistration.pdf
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How to Add a Delegate to Your Account 
1) A Delegate is someone that you can assign to have access to work on your account based on the certain 

permissions you allow them to have.  

 

2) ¦ƴŘŜǊ άAccount ManagementέΣ ǎŎǊƻƭƭ Řƻǿƴ ǘƻ άDelegatesέ ŀƴŘ ŎƭƛŎƪ άAdd DelegateέΦ 

  
 

 
3) ¢ȅǇŜ ƛƴ ǘƘŜƛǊ bŀƳŜ ŀƴŘ 9Ƴŀƛƭ !ŘŘǊŜǎǎ ŀƴŘ ǎŜƭŜŎǘ ǘƘŜ άtŜǊƳƛǎǎƛƻƴǎέ ȅƻǳ ǿƛǎƘ ǘƘŜƳ ǘƻ ƘŀǾŜ ŀŎŎŜǎǎ ǘƻΦ /ƭƛŎƪ άInvite 

a DelegateέΦ 

 
 

4)  Once you have invited them, you can see and manage who you have invited as a delegate. 
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5) The delegate you requested will receive an email that notifies them that they will need to log into their Citizens 

Access to Accept or Reject. 

 
6) Once they accept, they will now have access to the permissions that you have granted them. You can change the 

permissions or remove them at any time. (They can also remove themselves from being a Delegate of your 

account at anytime) 

 

 
7) As the Delegate, they can now do things such as:  

¶ View your records 

¶ Create applications from your account 

¶ Renew and Amend your records 

¶ Manage your Inspections and other Documents  

¶ Make payments from your account 

 

8) For example, they can choose an item to pay for you, then enter their payment information and done. 

  
Or they can choose to create an application as themselves or as you. 
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How to Apply for Permits (back to top) 

1) Once you have created your account in ACA you can now:  

a. Apply for permits 
b. Check Plan Review workflow status  
c. Review building Permit status  
d. Review inspection results for issued permits 
e. Schedule inspections 
f. Search permit Activity 
g. Map permit Activity 
h. Lookup property Information 
i. Search for a license 
j. View announcements 
k. Manage collections 
l. Easily manage all your applications and check status. 

 

2) Once you Login using your existing credentials, ŎƭƛŎƪ ƻƴ ǘƘŜ άHomeέ .ǳǘǘƻƴ όǘƻ ǎŜŜ ǎŎǊŜŜƴ ŀǎ ǎƘƻǿƴ ƻƴ ǘƘŜ 

following page). 
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IƻƳŜ {ŎǊŜŜƴΦ {ŜƭŜŎǘ ά/ǊŜŀǘŜ ŀƴ !ǇǇƭƛŎŀǘƛƻƴέ 
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3) Once you have ǊŜŀŘ ŀƴŘ ŀƎǊŜŜ ǘƻ ǘƘŜ ǘŜǊƳǎΣ ǇƭŜŀǎŜ ŎƘŜŎƪ άI have read and accept the above termsέΦ ¢ƘŜƴ 

ŎƭƛŎƪ άContinue ApplicationέΦ 

 

4) Next, if you have added your state license information to your άAccount Managementέ, you will select your 

license from the drop down and then Continue Application.  If you are not a licensed contractor, please see 

Step 5. 
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5) You are now ready to choose the type of permit that you need.  As an example, we will demonstrate a 
Residential OTC Permit. 

 

 

6) Next, enter as few values as possible to search (i.e. just the "Street No." and "Street Name"). A general search 

will return a list of results from which you can select your specific address. If you want to change the initial 

address searched, please make sure to use the Clear button before searching again.  Please just put in the 

street number and street name. Do not fill out all fields. The more general address search, the more likely you 

are to find the correct address. (See next page for an example). 
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         Click άContinue 

!ǇǇƭƛŎŀǘƛƻƴέ. 
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7) You will now have to select which contact information you wish to have attached with this application. Click 

άSelect from Accountέ ŀƴŘ select which contact you want that will be contacted if there are any issues with 

the application. Example: Needs more information to process or needs more documentation.  You can choose 

between the Applicant and the Homeowner. 

 
 

 

/ƭƛŎƪ άContinueέΦ ²ƘŜƴ ŀŘŘŜŘ ǎǳŎŎŜǎǎŦǳƭƭȅΣ ȅƻǳ ǿƛƭƭ ƎŜǘ ŀ ƳŜǎǎŀƎŜ ǘƘŀǘ ƭƻƻƪǎ ƭƛƪŜ ǘƘƛǎΦ 

 
 

 



14 

8) If you have already registered ŀǎ ŀ άProfessionalέ ǿƛǘƘ ǘƘŜ ŎƛǘȅΣ ȅƻǳ Ŏŀƴ ƴƻǿ ŎƘƻƻǎŜ ǿƘƛŎƘ ƭƛŎŜƴǎŜ ȅƻǳ ǿƻǳƭŘ 

ƭƛƪŜ ǘƻ ŀǘǘŀŎƘ ǘƻ ǘƘŜ ŀǇǇƭƛŎŀǘƛƻƴΦ LŦ ȅƻǳ ƘŀǾŜ ƴƻǘ άRegistered as a ProfessionalέΣ ǇƭŜŀǎŜ Řƻ ǎƻ ƘŜǊŜΥ 

Professional Registration 

 

. 

-You can either choose Select from Account or Look Up the license (numbers only) information 

of all contractors that need to be associated to the work being performed.  When you find the  

license information ŎƭƛŎƪ άContinue Applicationέ 

http://www.highpointnc.gov/build/ProfessionalRegistration.pdf
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9) Next, you will have to fill out the detailed information about the project 

 
/ƭƛŎƪ άContinue Applicationέ ǿƘŜƴ ŀƭƭ fields with an asterisk are completed. 
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10) Please review your application to reassure its accuracy. 

 

 

11) After you have checked over your application ŀƴŘ ŎƭƛŎƪ άContinue ApplicationέΣ ȅƻǳ will get a notice that your 

application has been submitted successfully. 

 

(Note: You can use ACA to get a quote on certain application fees) 

 

12) The application will be reviewed by Permit Specialist to ensure all pertinent information has been provided, 

then your will receive an email instructing you to Pay Fees.  
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13) To Pay Fees, log into your Accela account and Search applications.  Click on the Pay Fees Due link 
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14) Click άCheckoutέ.        You will then choose your method of payment and will be forwarded to the Official Payments 

website to process your transaction. 

 
15) Then you will be given your Record ID. You can use the Record ID to track the status of your Application. 

Please print or write down the Record ID so that you can refer back to your application at any given time.  
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Manage Your Projects (back to top) 

How to Check the Status of Your Application 
1) Once you Login to Accela Citizen Access (ACA), you can: 

¶ Check your ApplicationsΩ status 

¶ Manage your Applications 

¶ See the date you submitted your Applications 

¶ See your ApplicationsΩ wŜŎƻǊŘ bǳƳōŜǊǎ 

¶ See the description of your Applications 

¶ Download the results of your Applications 
2) You can check the status by one of two ways: 

1-.ȅ ŎƭƛŎƪƛƴƎ ǘƘŜ άSearch Applicationsέ ƭƛƴƪ ŦǊƻƳ ǘƘŜ Home page. 

 
ςORς 

2-.ȅ ŎƭƛŎƪƛƴƎ ƻƴŜ ƻŦ ǘƘŜ ƳƻŘǳƭŜ ǘŀōǎ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪƛƴƎ άSearch Applicationsέ    

 
 
























