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How to create an Accela Portal Account, Humboldt County Planning and Building Department Version 1.0 
 

Creating an Accela Portal Account 

 
1. If you haven’t already, navigate to https://aca.accela.com/humboldt/Default.aspx 

 
 

2. Select “New User: Register for an Account” to create your account.  
 

 
 
 

3. Read and acknowledge the General Disclaimer and click  . 
 

 
 

  

https://aca.accela.com/humboldt/Default.aspx


2 
 

 
4. Under “Login Information” create a user name, add your e-mail address, and create a password, security 

question, and answer. 
 

 
 
 

5. Under “Contact Information” click .   
 

6. In the pop up window set contact type to “Individual” and click . 
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7. Add your first and last name and e-mail address (the same as your login email) to the contact information.  Set 

contact type to “Individual” and preferred channel to “e-mail”.  Phone number and birth date are optional. 
 

 
 

When you are satisfied your information is correct click . 
 
 

8. Indicate you are not a robot by clicking the “I’m not a robot” CAPTCHA box.  
 

 
 

 
9. Follow the directions for verification, this may take a few tries. 
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10. The CAPTCHA test is complete when you see a green check. 

 

 
 
 

11. Verify all your information is correct, when you are satisfied click   and your Accela Citizen 
Access Account will be created.  
 
Congratulations! You can now access project materials and upload documents directly through your portal 
account. 
   

 


