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How to Apply for a Commercial Permit (Multiple Buildings) and Upload Plans/Documents 
 

General Notes 
• Files must be saved on your computer that can be easily accessed 
• Files must be in PDF, XLS, XLSX, DOC, DOCX, DWG, JPG, JPEG, PDFA, or PNG file type. 
• File names must not have any special characters (including semicolons) and maximum of 90 

characters. 
• Ensure that you are uploading attachments to the correct permit number. 

 
1. Visit the City of Manteca’s Citizen Portal - https://aca-prod.accela.com/MANTECA and 

log into your account. 

 
 

2. Click the “Building” heading then “Create an Application.” 
3. A new screen will load. Please read the disclaimer, check the box that you’ve read and 

accepted the terms, and then click “Continue Application.” 
 

 

https://aca-prod.accela.com/MANTECA
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4. Select the appropriate permit type and then click “Continue Application.” 

 
5. Input the street number and street name for the project address and click “Search.” 
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6. A new screen will populate with a list of addresses that meet the search criteria that 

was input. Select the correct address and then scroll down and click “Select.” 
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7. The parcel information will load, including the address, parcel number, and owner 

information. Please review ownership information before proceeding, if correct click 
“Continue Application.”  
 

If the ownership information is not correct click the “Ownership has Changed” box and 
then “Continue Application.” You will be prompted for additional information later to 
confirm the new owner's information. 
 

 
 
8. On the next screen under the “Application Name” please include the scope of work for 

the project. 
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9. Scroll down and complete the fields.  

 
 
 
***If your project has multiple buildings, be sure to add a row for each building. (This part 
is critical as the system will automatically create a child permit application for each row 
(building) so fees and inspections can be accurate.) 

 
 
Example below: 
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10. Input the remaining applicable information and then click “Continue Application.” 

 
 

 
11. The next screen is for linking the “Licensed Professional” (Licensed Contractor) to the 

application. If this is already linked in your account, the information will appear, and 
you can click “Continue Application.” If not, please proceed to the next step below. 
 

 
 
 
12. If your “Licensed Professional” information is not automatically populated select “Add 

New.”  
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13. A new window will populate that will allow you to select the License Type, input the 

Contractor State License Number. The system will look up your license information and 
prepopulate the information in the fields below. However, please ensure that the 
contact email and mobile-phone number are included if not pre-populated. Click “Save 
and Close” to proceed. 
 

 
 
14. The window will close, and the information will be input on the next screen. You can 

now click “Continue Application.” 
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15. The next step is uploading the required documents. If there are no required 

documents this screen will not populate and proceed to step 20. As an example, for 
multiple new commercial buildings this will include the Construction Waste 
Management Form, Energy Documents, Plans, Site Plan, Soils Report, Stormwater 
Prevention Plan, Stormwater Quality Operation & Maintenance Plan and Truss 
Calculations/Plans. Your project may require different documents depending on the 
project type and the data entered in step 1. Drag and drop the required documents 
into the box. 

 
16. Once the files are uploaded a new area will populate below the blue box. Please 

select the “Doc Type” for each document uploaded (like plans in the first example 
below). Once all required document types, listed in the blue line, have been 
uploaded and selected you can proceed at the bottom of the screen. (“Doc Type” 
should match the verbiage listed in the blue line to remove requirement) 
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17. The program will seek to identify the plan sheet numbers for you. However, if the 

program finds an error it will help you in resolving it. Click on the red status link. 
 

 
 

18. Include the sheet reference for the document, wait a few seconds, and then you will 
be able to select “Save” and continue. 
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19. Once all documents are ready, scroll to the bottom, and select “Continue.” 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

20. On the next screen, review all information including the General Permit Application 
Information, Detailed Information, Additional Information, Licensed Professional, 
Applicant, Contact List, and Certification of Understanding. Please select “Edit” to 
correct any errors. Once all information is correct, please select “Continue 
Application.” 
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21. Congratulations your permit application has been submitted. Staff will review all 

materials and reach out if any additional information is needed, payment 
information, etc. in order to be able to issue your permit. 

 

 
 
 
 
 
 


