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City of Rochester, Minnesota 
4001 W River Parkway NW, Suite 100 
Rochester, MN 55901-7090 

Phone:  507-328-2600 
Fax:  507-328-2601 
Email: buildingsafety@rochestermn.gov 

Guide to Creating an Accela Citizen Access Account 
Address for the logging in: https://aca.rochestermn.gov/citizenaccess/  

Online Permitting requires a public user account 

1. Begin by registering for an account in the Citizen Access system 

 
 

2. Review the General Disclaimer, check the box below it, and click Continue Registration in the 
blue box 

 

https://aca.rochestermn.gov/citizenaccess/
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3. Enter the account information to create your account, the fields are as follows 
4. Click the blue Add button when you get to the bottom to add the contact information for the 

account, this is mandatory 

 
5. The highlighted fields are mandatory, adding the Name of Business and a phone number will 

help later on 
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6. Click the blue Continue button when finished 

 
 

7. You should get a message stating the information you entered is not found, click the blue 
Continue button to add the contact information to your account 

 
 

8. You should be back at the account information screen but will see the Contact Information 
section below, verify it looks correct (click Edit to fix) and click Continue Registration 
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9. This will take you to the home screen and will show you the information for the account you 
just created, verify the username and email as these will be needed if there are issues logging 
in at any point. It should look like this: 

 
 

10. Before you can use the account, you’ll need to go into your email to activate it, the message 
looks like this: 
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11. Once you click the link to activate your account, you will be taken back to the Citizen Access 
log in page. There is a message saying thank you for registering and you can now log into your 
account 

 
 

12. You will also receive an email welcoming you to the Citizen Portal 

 
 

13. Log into your newly created account 


