
       
   

     

   

   

How to Register for e-Permits 

Connect to: https://aca-prod.accela.com/weston/ 

To register for an account on the City of Weston e-Permits portal please 
follow the steps below: 

On the top-right, please click on the 
Register for an Account link.  

https://aca-prod.accela.com/weston/


 
   

  
   

 

Read and accept the usage 
terms by clicking the 
checkbox below the General 
Disclaimer. Then click on 
the button Continue 
Registration 



Select the License Type from 
the dropdown, type the 
License Number and then 
click the Find License button. 

Click the Connect link in the 
matching license to associate 
it with your E-Permits account. 

Click the Continue Registration 
button if you have added all 
licenses. Click Add to My 
Licenses if you have additional 
licenses to add.



     
   

  
  

On the next screen, the first 
section asks to create your 
new username, password, 
email and a security 
question and answer in case 
you forget your password. 



   
  

  

For the next section, your 
contact information is 
needed. Click the Add New 
button... 



  
 

    
   

…complete your contact 
information, click Continue… 

…and confirm you want to 
create a new account… 



   
   
    
 

     
     

The final section confirms 
you are human J. Please 
type in the requested words 
and click Continue 
Registration 

That’s it! You are ready to 
log in and use the e-Permits 
portal. 



   

    

 
  

 
 

      
   

   
 

How to Submit an application 

Connect to: https://aca-prod.accela.com/weston/

To submit applications, you 
need to log in with your e-
Permits account. Type your 
username and password and 
click Login. 

If you still do not have an 
account, please refer to the 
tutorial on How to Register 
an Account.  

https://aca-prod.accela.com/weston/


   
 

  

 

Once logged in, you 
will see the dashboard 
and place your mouse 
over Apply. For this 
tutorial, click on 
Engineering. 



  Click the box that indicates 
that you have read and 
accepted the terms on the 
disclaimer. 

Click Continue 
Application. 



 
 

Select the License Type for 
the record and click 
Continue Application. If 
there is no license, skip this 
step. 



 

Select the type of application 
you want to submit and click 
Continue Application. 



For this step we need the 
Location Information. The 
easiest way is using the 
address. 

Type a specific address or 
just a portion of it. 

Click Search. 



 
 

All matching results will 
appear on a separate 
window. 

Click the one that matches 
the property for the 
application. This will bring 
over the associated parcel 
and ownership information. 

Click the Select button. 

If the location is not 
accurate please use the 
Broward County Property 
Appraisers website to search 
for parcel number. 



On this step we need 
information for the 
people involved with the 
application. 

First is the applicant 
contact information. You 
have two options to add 
a contact. You can either 
"Add New" contact or 
"Select from Account", 
which lets you pick from 
any contacts associated 
to your account, such as 
the licensed 
professional, property 
owner, or the contact 
info added during 
registration. 



If additional contacts need to be 
added a section called contact 
list is available to add multiple 
contacts. 

Once finished, click Continue 
Application. 



If there are any electronic files 
(plans, notarized letters, photos, 
etc.) to be attached to the 
application, click on Add to pick 
a file from your computer. 

Click Continue Application. 



The Review screen lets you 
see everything that has 
been entered. If all looks 
well, scroll to the bottom 
of the page and click the 
checkbox to agree to 
conditions, then click 
Continue Application. 



The fee screen will show a 
detailed list of all fees related 
to this application. Click 
Continue Application 



Payment Options 

Enter your credit card 
information and then click 
Submit Payment. 

Amount to be charged: s1n.s1 

@ Pay with Credit card 

Credit Card Information: 

•card Type: •Card Number: •Security Code: <D 

Visa 4111111111111111 123El 
•Name on Card: •Exp.Date: 

Cadeholder Name 04 2019El El 
Credit Card Holder Information: 

0 Auto-fill with 
Test Tester El 

Country: 

United States El 
•Street Address: 

1234 test ave 

•City: •State: •Zip: 

test TEST 33333 

·Phone: 

E-mail: 

Submit Payment » 



That's it! Your application 
has been submitted and 
has been routed to our 
helpful staff for 
processing. You can see 
your application (record) 
number on the screen to 
check its progress. 

Thank you for using the e-
Permits portal! 



  

    

 
 

      
  

   
 

How to Schedule / Reschedule an inspection 

Connect to: https://aca-prod.accela.com/weston/ 

Inspection can only be scheduled for Permits Associated to your e-Permits portal account. 

To shecdule/reschedule 
inspections, you need to log 
in with your e-Permits 
account. Type your username 
and password and click Login. 

If you still do not have an 
account, please click here to 
refer to the tutorial on How to 
Register an Account.  

https://aca-prod.accela.com/weston/


Once logged in, you will see the dashboard and 
place your mouse over Schedule. For this tutorial, 
click on Building Inspection. 



 
A list of Records associated to your account will 
appear . Click on the correct record number to 
proceed. 

Note: If an existing record does not show in this 
grid then that means that record is not associated 
with your account. Please read below. 

Licensed professionals - if you are registered with 
the city then please ad your license to your account 
under the account management section. A how to 
guide can be found under the Help / How To Menu 

Home Owner - If you would like your account to 
be associated with an existing record you would 
need to call the City's building services to associate 
existing records. 



 

    

Find the inspection that needs 
to be scheduled or rescheduled. 

Select either Schedule or 
Reschedule from the Actions 
dropdown. 



  

Pick the desired calendar 
date and the time. 

Click the Continue button. 



   

 

Add any contact information. 

Click the Continue button. 



 
 

  

 

  

Confirm your selected date 
and add any additional 
notes for the inspector. 

Click the Finish button. 

That’s it! Your inspection has 
been scheduled to your new 
date. 

Thank you for using the e-
Permits portal! 
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