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Accela Guide
Add Contractor License to Record
For State Certified Licenses Regulated by the Florida DBPR

Updated 09/11/26
GENERAL INFORMATION

e Only Contacts and Licensed Professionals already assigned to a permit record may add a
new contractor license to it.

CONTRACTOR BENEFITS ASSIGNED TO A PERMIT RECORD

e Access to Plan Room.
¢ Ability to submit and view plans (including draft formats).

¢ |Included in record status automated email notifications.

FOLLOW THESE STEPS TO ADD A CONTRACTOR LICENSE TO A PERMIT RECORD.

1. Visit the Accela permitting portal and sign into your account.

Sign In
USERNAME OR EMAIL:"
PASSWORD:"

Forgot Password?

Remember me on this device

Mot Registered?

CREATE AN ACCOUNT
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https://aca-prod.accela.com/Tampa/Welcome.aspx

Add Contractor License to Record
For State Certified Licenses Regulated by the Florida DBPR

2. Once logged in, click on New and select Building Permit from the drop-down menu.

Building Permit

Planning Application

As of January 2026, thd  Right of Way and Easements
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3. Read and accept the Conditions & Use for Online Services and click on Continue Application.

Conditions O Use For Online Services

City of Tampa online payment (ecommerce) services are not available during certain hours due to normally
scheduled maintenance activities according to the schedule below. If your business transaction has a due
date associated with it, it is your responsibility to ensure that your payment is made by that due date. Delays
caused by unavailability of any online service DO NOT warrant the reversal of late fees, as payments may also
be made by other means, such as postal mail and walk-in during normal business hours.

At present, we accept MasterCard, Visa, Discover, and American Express only. After completing your payment,
you will be presented with an online receipt to print for your records. If you provide a valid email address, you
will also receive a receipt via email. Your payment will be processed at the close of the current business day,
except for weekends, holidays or after 9:00 pm, in which case your payment will be processed at the end of
the next business dav.

E’ | have read and accepted the above terms.

Continue Application »

&

4. Click on General to expand the menu options and select Add Contractor License to a

Record, then click Continue Application at the bottom of the screen.
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= General
i Add Contact to a Building Record
® Add Contractor License To a Record

Commercial for Condo or Business or Apartment
Residential for Single Family Residence or Duplex
Pool Permits

Trade Permits

Fire Permits

Annual Facility Permits

Building Revisions

Continue Application »

5. On the next screen, click on Look Up.

TO ADD MULIPLE LICENSED PROFESSIONALS:

- Click on the “Look Up’ button.

- Enter search criteria. Click on the "Look Up” button.

- Select one or more Licensed Professionals by placing a checkmark in the box next to Licensed Professional of interest
- Click on the “Continue” button.

- Click on tha "Look Up” button to add additional Licansad Professionals of a different Licensa Typa OR

click on the "Continue Application” button to continue with the permit application
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Add Contractor License to Record

Look Up License

For License Professional that registered before July 1st, 2026 please use [State License Number]
Field.
For License Professional that registered after July 1st, 2026 please use [Business License #] Field.

License Type: ta e N

~Select-- v
First Middle: Last
Name of Business. Business License #
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Address Line 1.
City: State: Zip:
Home Phone: Mobile Phone: Fax

E-mail

m = i

Application Information

GENERAL INFORMATION

*Record ID:

Continue Application »

For State Certified Licenses Regulated by the Florida DBPR

6. On the Look Up License screen, enter only the contractor’s license number in the

Business License # field, not the State License Number field; then click on Look Up.

NOTE: To be found, the contractor’s license/insurance must be current and registered with the City and
with the Florida DBPR.

7. Enter the permit record number into the *Record ID field, then click Continue Application.

8. The message below will confirm that license has been added to permit record.

Licensed Professional List

Showing 1-1 of 1

License Type License Number Contact Name Business Name

Electrical =
Contractor-
Alarm System |

Bu:

9. IMPORTANT NOTE: Please disregard BLDLP numbers; it is only a tracking ID to document the
addition of a license. It is not a permit number!
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