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To access the Citizen Portal, go to the link https://aca-prod.accela.com/WASHCOMD/Default.aspx 

This screen gives you the option to Sign In, Create an Account or Lookup information. A user must be 
registered to apply for a license or registration. 

 

https://aca-prod.accela.com/WASHCOMD/Default.aspx
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Users who are not registered will get this message when trying to apply for a license or registration. 
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Create an Account 
Click on the blue link – Create an Account and follow the steps on the next page. 

 



5  

Step 1 of 2: Login Information – Fill in the account details 
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Step 2 of 2: Contact Type – fill in the required fields and click Submit when finished. 
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A green banner will populate stating your account is successfully registered. 
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To apply for a license or registration, click on the New tab at the top of the screen and select Permit Application 
 

 
 
 
Check the disclaimer box and click on Continue. 

 
 
 
 
 
 
 
 
 
 
 
 
 



9  

Click on the arrow next to Permits – Licenses and Registrations and select the type of license/registration you are 
applying for. 

 
 
Select Applicant from Account or Add New Applicant.    
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Once the applicant information has been entered, you will receive a green notice to let you know the contact 
information was added successfully.   Click on Continue Application. 

 
 
Fill in all the Detail Information and Custom Fields (this will vary depending on type of license or registration being 
applied for).  Click Continue Application. 

 
 
 



11  

Select Add to upload applicable documents (this will vary depending on type of license being applied for) 
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File Upload – Select Add.  Select the files from your device to upload and then click Continue 
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Select the document for each Type of document you need to upload.  Click on Save and then Continue 
Application. 

 
 
You should see a green banner stating the documents have been successfully uploaded.  The documents you 
uploaded will be listed under Attachment.   Click Continue Application. 
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Review all the information and documents to make sure they are correct.   Check the box certifying the 
information you have submitted and click Continue Application 
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A green banner will populate stating your application has been successfully submitted and your license number 
will be listed.  Please note – this is not an approval of the license or registration.  You will be notified by a staff 
member about payment of fees and any other additional documents that may be needed.    
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