
       

              

            

  

     
               
       

How to Request a Preliminary Plan Review (PPR) 

To schedule a Preliminary Plan Review (PPR), login to Accela (skip to page 3). 

You don’t have an Accela account? here is how to create one: 

Go to: https://aca.tampagov.net 

How to Create an Account in Accela 
1. From the home page, click on “Register for an Account” at the top right, or 

“New Users: Register for an Account” at the bottom right. 

1 

http:https://aca.tampagov.net


         
   

  

       
    

            

1. Read and accept the Conditions & Use for Online Services. 
2. Click on “Continue Registration”. 

4. Complete the registration form. 

5. Click on “Add New” to add your contact information. 
6. Once complete, click on “Continue Registration”. 

7. The account registration process is complete. You will receive an email confirming 
the registration. 
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Preliminary Plan Review (PPR) 

How to Schedule a Preliminary Plan Review 

1. Log into your Accela account 
2. Go to +NEW tab and select BUILDING PERMIT 

3. Check box under Conditions & Use For Online Services, then Click on 
Continue Application. 

4. Select a Record Type; Click on Preliminary Plan Review; Click Continue Application 

5. Fill out project address; enter only the Street No. and 
Street name then click Search. 

6. Once the system provides the complete address, 
parcel and owner information, click Continue Application. 

7. “Step 1: Applicant” Click Select from Account to 
find Applicant’s name among a list of possible matches. 
Click Continue Application. 
(Note: Additional Contacts or Licensed Professional are not needed at this time.) 
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8. “Step 2: Application Information” Enter information for all required fields 
marked with an asterisk (*). Click Continue Application. 

9. At this point, an automatic System Message will populate indicating the next steps, 
based on your previous inputs. Click Continue Application. 

4 



            

            
        

  
         

       
              

   

               
           

        
    

            

10. “Step 3” Review all previous entries and Edit any fields or click Continue Application. 

System will prompt you to pay the Application Fees due at this time. 
Click “Check Out” to process your online payment. 
Once payment is processed, STOP. 
Your PPR Record Number was generated. Upload Plans and Documents Now. 

11. Upload Plans: Plans must be at least 60% complete. 
Enter a description of the PLANS you are uploading. Click Continue to Upload them. 

12. Add and Process Files 

a. After browsing for the Plans to upload from your computer, the System will provide a 
list of plans to be submitted, based on the information you previously entered. 

b. For the purposes of the Preliminary Plan Review, select 
“Building Plans – Contractor Signed”. 
Next, enter a brief description of the plans and click UPLOAD and VALIDATE. 
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c. Once VALIDATED, click Process Files to upload the Plans. 

Notes: 
1. File Processing could take time to complete. The system is separating the 

plan sheets and optimizing them for review. After Processing, click Continue. 
2. After uploading Plans, the system will auto-number the pages. You can accept 

these sheet numbers or change them. Next, add an optional Sheet Title. 

Accept auto-number or update 

Enter Sheet Title (Optional) 

d. Click “BROWSE” again, to upload additional files, such as: 

A list of questions/concerns for our reviewer to address during meeting. 
Information on which you may want clarification from our reviewers. 

e. Click Continue when all files have been uploaded. 

13. Click FINISH to complete the Preliminary Plan Review Application. 

NEXT STEPS: 

1. Allow 15 business days for the Review Process, from the date the PPR Application is accepted. 
2. City Staff will contact you to set the date/time for the PPR meeting. 

If you are having trouble completing these steps, please contact (813) 274-3100 / Option 1 or email us at: 

CSDHelp@tampagov.net 
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