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Creating a Public User Account 
To access full functionality that is available in the Citizen Access Portal, you must create a public 
user account. With a public user account, you gain access certain things beyond what an 
anonymous user can view. Creating applications, downloading certain documents, running 
reports, amongst other things, are available to credentialed public users. 

• Begin by navigating to the Mansfield Citizen Access Portal by either: 
o Using the following link: https://aca-PROD.accela.com/MANSFIELD 
o From the button located on the City of Mansfield Code and Permits Webpage: 

https://ci.mansfield.oh.us/public-works-departments/building-codes-and-permits/ 
• Click the “Register for an Account” link toward the upper right corner of the page 

 

• Complete the required fields, check the box next to the terms and conditions, and press 
“Continue” 

https://aca-prod.accela.com/MANSFIELD
https://ci.mansfield.oh.us/public-works-departments/building-codes-and-permits/


City of Mansfield Accela Public User Quick Start 
Licensing 

 

4 | P a g e  

 

• Indicate whether the account is for an individual or an organization, complete the contact 
detail fields, then click the “Add Address” link 



City of Mansfield Accela Public User Quick Start 
Licensing 

 

5 | P a g e  

 

• Enter your address information, then press the “Submit” button 
o **Note** that more than one address can be added if applicable by clicking the 

“Add Address” link again after completing the first address, before pressing the 
Submit button 
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• Congratulations!!! You have successfully created a public user account 
o Once you are logged in, use the “Account Management” link in the upper right 

corner to modify contact information and license information as needed 
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Submitting an Application 
• Begin by navigating to the Mansfield Citizen Access Portal by either: 

o Using the following link: https://aca-PROD.accela.com/MANSFIELD 
o From the button located on the City of Mansfield Code and Permits Webpage: 

https://ci.mansfield.oh.us/public-works-departments/building-codes-and-permits/ 
• Next, using the Sign-In sidebar, enter your user account name and password 

o Refer to the “Creating a Public User Account” section above for instructions to 
create an account if you lack credentials 

 

• Once logged in, hover over the “Create” button atop the page, and select 
“License/Registration Applications” from drop-down menu 

https://aca-prod.accela.com/MANSFIELD
https://ci.mansfield.oh.us/public-works-departments/building-codes-and-permits/
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• Check the box acknowledging the terms and conditions and press the “Continue 
Application” button 

 

• From the drop-down box, select the “None Applicable” item, then press “Continue 
Application” 

o Note that this selection is appropriate because we are creating a new license 
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• Expand the license application list, select your desired license type, and press “Continue 
Application” 

 

• Next, fill out and associate applicant information using either of the methods below: 
 

Select from Account: This allows you to pull in the information you entered when you 
created your public user account, as well as additional contact information associated 
to your public user account 
o Begin by pressing the “Select from Account” button 
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o From the list of associated contacts, select the most applicable for this application, 
then press “Continue” 

 

o Select the appropriate associated address and press “Continue” 
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o Next, the information selected will be displayed as attached to the application 
 If necessary, add additional address information 

 

o If the information is accurate and complete, press the “Continue Application” 
button  
 **Note** if you completed this step, you can skip the “Add New” below 

 

Add New: This allows you to add contact information that is not already associated to 
your public user account. Once the contact information is created, it will be associated 
to your public user account 



City of Mansfield Accela Public User Quick Start 
Licensing 

 

12 | P a g e  

o Begin by clicking the “Add New” button 

 

o Enter the required information, including address information, and press the 
“Continue” button 

 

o Next, the information entered will appear as attached to the application 
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o If the information is accurate and complete, press the “Continue Application” 
button  

• For certain applications, such as any OCILB contractor, Garbage Hauler and a few others, 
additional application specific questions will be presented 

o The application specific questions may be (but are not limited to): 
 State License Number (for OCILB applications) 
 License Plate Number (for Garbage Hauler applications) 

• Answer all of the application specific questions and press the “Continue Application” 
button 

• Next, attach the required documents  
o Note that the required documents are listed in the instructions above 

• To attach documents, begin by pressing the “Add” button 
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• Press the “Add” button in the File Upload box 

 

• Next, navigate to and select the desired documents to upload, then press the “Open” 
button 

o **Note** you can multi-select here and attach multiple documents at once, as 
shown below 
 Hold the ctrl key on your keyboard and use your mouse to click the multiple 

files you wish to upload 
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• Once the documents are fully loaded (100%) in the File Upload window, press the 
“Continue” button 

 

• Next, select the appropriate category from the “Type” drop-down list associated with each 
attachment, then press the “Save” button 
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• Once all attachments are saved (not in pending status), press the “Continue Application” 
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• Review all the selections you made as part of the application 
• If you need to edit a previous entry, press the “Edit” button next to the appropriate section 

which will take you directly that page 
• If all the information supplied is accurate, click the by attestation check box, then press the 

“Continue Application” button 
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Congratulations!!! You have successfully submitted an application. City staff will begin the review 
process, and notify you via email with any associated fees and/or questions. 
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Paying for a License 
After a license has been accepted by City Staff, fees will be attached and invoiced. As the 
applicant, you will receive an email notification that payment is due. Below are two methods for 
paying fees that are due. Licenses cannot be issued until all fees are paid. 

Email Notification with Payment Link 
• You will receive an email notification when fees are due and payment is required 

o The email will be sent to the email address that was indicated on license 
application 

• Click the “Pay Fees” button provided in the email 

 

• Once the Citizen Access Portal opened to the Fees page, click the “Continue Application” 
button 
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• Indicate the payment type as either bank account (eCheck) or Credit Card, then press 
“Submit Payment” 

o **Note** this will redirect you to the City of Mansfield’s payment processor, ACI 
Payments, Inc. 

 

• Enter the credit card information then press the “Continue” button 
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• View the transaction amount, and press the “Accept Terms” button 
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• Enter the credit card contact information, the press the “Continue” button 

 

• Verify all of the details on the review page, then press the “Submit” button 
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• After your payment has successfully been processed, for your receipt, then press the 
“Continue button” 

o **Note** the Continue button will direct back to the Citizen Access Portal 
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• Congratulations!!! You have submitted an online payment 
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Citizen Access Portal Payment Link 
• Begin by navigating to the Mansfield Citizen Access Portal by either: 

o Using the following link: https://aca-PROD.accela.com/MANSFIELD 
o From the button located on the City of Mansfield Code and Permits Webpage: 

https://ci.mansfield.oh.us/public-works-departments/building-codes-and-permits/ 
• Hover over the “Search” drop-down menu and click “Licenses/Registrations” or click the 

“Search Applications” link under the Licenses section toward the middle of the page 

 

• Enter your application number in the “Record Number” field, then press the “Search” 
button toward the bottom of the page 

o If you don’t know your application/record number, you can utilize the search page, 
to perform a detailed search to narrow down your results 

https://aca-prod.accela.com/MANSFIELD
https://ci.mansfield.oh.us/public-works-departments/building-codes-and-permits/
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• From the record detail page, click the “Payments” drop down list and select the “Fees” 
item 

 

• Click the “Pay Fees” link next to the fee item(s) that have a balance due 
o **Note** if you do not see a pay fees link, then there is no balance due on the 

application 
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• Once the Citizen Access Portal is opened to the Fees page, click the “Continue 
Application” button 

 

• Indicate the payment type as either bank account (eCheck) or Credit Card, then press 
“Submit Payment” 

o **Note** this will redirect you to the City of Mansfield’s payment processor, ACI 
Payments, Inc. 
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• Enter the credit card information then press the “Continue” button 

 

• View the transaction amount, and press the “Accept Terms” button 
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• Enter the credit card contact information, the press the “Continue” button 
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• Verify all of the details on the review page, then press the “Submit” button 
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• After your payment has successfully been processed, for your receipt, then press the 
“Continue button” 

o **Note** the Continue button will direct back to the Citizen Access Portal 

 

• Congratulations!!! You have submitted an online payment 
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Searching for a Registration Record 
• Begin by navigating to the Mansfield Citizen Access Portal by either: 

o Using the following link: https://aca-PROD.accela.com/MANSFIELD 
o From the button located on the City of Mansfield Code and Permits Webpage: 

https://ci.mansfield.oh.us/public-works-departments/building-codes-and-permits/ 
• Hover over the “Search” drop-down menu and click “Licenses/Registrations” or click the 

“Search Applications” link under the Licenses section toward the middle of the page 

 

• Enter your registration/application number in the “Record Number” field, then press the 
“Search” button toward the bottom of the page 

o If you don’t know your application/record number, you can use the search page, 
and perform a detailed search to narrow down your results 

https://aca-prod.accela.com/MANSFIELD
https://ci.mansfield.oh.us/public-works-departments/building-codes-and-permits/
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• Select your desired registration/application record from the results grid 
o This step will not be necessary if you entered in a complete registration record 

number 

 

• Applicant and application specific information will be displayed 
• Click the “Record Info” drop down menu to explore the different data pages associated 

with the registration/application record 
o The following pages are included as part of the registration/application record 

 Record Details: specific information about the registration/application 
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 Processing Status: workflow/process statuses detailing the approval 
process 

 Related Records: any other records that are related to the 
registration/application 

 Attachments: view existing attached documents or add new documents to 
the registration/application 

 

• Congratulations!!! You have successfully searched for and interacted with a 
registration/application 
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