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ACCELA CITIZEN ACCESS (ACA):
GUIDE TO CREATING AN
ACCOUNT
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Step 1: Launch Web Browser.

Launch your web browser and navigate to the City of Watertown’s Accela Citizen Access, https://aca-
prod.accela.com/WATERTOWNNY/Default.aspx. It is recommended that you use Google Chrome or Microsoft
Edge.

Before you begin, be sure to allow pop-ups in your web browser.

For instructions on how to allow pop-ups in Google Chrome, read more here:
https://support.qgoogle.com/chrome/answer/95472 ?co=GENIE.Platform%3DDesktop&hl=en

For instructions on how to allow pop-ups in Microsoft Edge, read more here:
https://support.microsoft.com/en-
us/search?query=allow%20pop%20ups%20in%20edge#.~:text=Microsoft%20Edqge%20app%20help,pop%2Dup
$%200n%20your%20device.

Step 2: Create an Account.

There are two ways to create a new account. (1) Click “Register for an Account,” or (2) click “CREATE AN
ACCOUNT,” as shown below.

Welcome to the City of Watertown
For Code Enforcement Assistance Contact: 315-785-7735
Return to City Website

MAHome QSearch~ +New~

[ Accessibility Support  Register for an Account  Login

m Permits  Rental Registration

Sign In

USER NAME OR E-MAIL: *
PASSWORD: *

Forgot Password?

SignIn

Remember me on this device

Not Registered?

CREATE AN ACCOUNT

Welcome en Access (ACA) Portal
We are pleased to Citizens, and businesses access to (e Enforcement services online, 24 hours a day, 7 days a week.

In partnership with Accela, Inc., we are fulfiling our promise to deliver powerful e-government services and provide valuable information about the community while making your interactions
with us more efficient, convenient, and interactive. To use ALL the services we provide you must register and create a user account. We trust this will provide you with a new, higher level of
service that makes living and working in our community a more enjoyable experience.

What would you like to do today?
To get started, select one of the services listed below:
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Step 3: Login Information
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Under the “Login Information” section, fill in the required fields marked with a red asterisk (*). For help in a

specific field, hover your mouse over the field. Read and accept the Terms of Service to continue.

m Permits Rental Registration

Login Information

STEP 1 OF 2: ACCOUNT DETAILS

* Required Fields

USER NAME: #
E-MAIL ADDRESS: *
PASSWORD: *

TYPE PASSWORD AGAIN: %
ENTER SECURITY QUESTION: %

ANSWER: *

I have read and accepted the above terms. Terms
of Service (3

CONTINUE

[Search... <
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Step 4: Enter Contact Information

Select the appropriate contact type for your account and complete the required fields.

Select Contact Type

STEP 2 OF 2: CONTACT DETAILS

Individual

© Organization

*Required Fields

NAME OF BUSINESS: *
FIRST:

MIDDLE:

LAST:

E-MAIL: *

WORK PHONE:
MOBILE PHONE:

PREFERRED CHANNEL: %
Select

To optionally add additional address information, (1) click “ + Add Address” to continue. Otherwise, (2) click
Submit.
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ADDRESS |Delete

ADDRESS TYPE; *
Select

ADDRESS LINE 1: *

ADDRESS LINE 2:

CITY: *

STATE: *

Select

ZIP CODE: *

+ Add Address

Submit

Back
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Step 5: Confirmation

Congratulations! Your account has been successfully created.

Welcome to the City of Watertown
For Code Enforcement Assistance Contact: 315-785-7735
Return to City Website
fArHome QSearch~ +New~

Register for an Account  Login

Isearcn... ]l

Permits Rental Registration

Your account has been created successfully. You can login immediately using your User Name and Password

o fi

Your account has been successfully created.
G ions. You have created an account with the Agency and can login immediately. If you have registered as a licensed professional, additional activation by the
Agency may be required. If activation is necessary, another e-mail will be sent notifying you when activation is complete.

Account Information

User Name: cityofwatertown
E-mail: cityofwatertown@cityofwatertown.gov
Password:  wsssss

Security Question:

Contact Information

City of Watertown Work Phone:
City of Watertown Mobile Phone:
cityofwatertown@cityofwatertown. gov Preferred Method of Contact: E-mail

Contact Address List
» Contact Addresses

Login Now

©2022 City of Watertown. All Rights Reserved.

To begin a Rental Registration Application, refer to Accela Citizen Access: Rental Registration Guide.

To begin a Permit Application, refer to Accela Citizen Access (ACA): Permit User Guide.
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