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1. Register for an Account
1. Go tothe Macomb County Accela Citizen Access (ACA) at https://aca-prod.accela.com/MACOMB
2. Select ‘Register for an Account’ in the upper right corner or ‘Not Registered? CREATE AN ACCOUNT’ near the

bottom.

Register for an Account  Lbgin

LLLEN Public Works  Environmental Health
Advanced Search

Sign In

USER NAME OR E-MAIL: #
PASSWORD: ®

Forgot Password?

Remember me on this device

Not Registered?
CREATE AN ACCOUNT
—_

3. The login information page will appear. Enter the required information (indicated by a red asterisk *). Check
the box to agree to the Terms of Service and click Continue.

Login Information

STEP 1 OF 2: ACCOUNT DETAILS

¥ Required Fields

USER NAME: *

E-MAIL ADDRESS: *
PASSWORD: #*

TYPE PASSWORD AGAIN: *
ENTER SECURITY QUESTION: #*

Select

ANSWER: #*

| have read, understand, and agree to the Terms of
Service

CONTINUE
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Note:

* Do not use your email address for your user name. User name can be between four (4) and thirty-
two (32) characters and contain letters, number and special characters.

* User name must be unique.

* If the email address is already in used, it will show the below error message and take you back to
the landing page.

An error has occurred.
The e-mail address entered is already in use. Please enter a different e-mail address.

Please click <Here> to continue exploring the system.

Password guide:
e 8-20 characters
e Atleast 1 upper-case letter (s), 1 number (s) and 1 special character (s)

* Security question will help us identify you if you experience account difficulties. There is a limit of
twenty (20) characters in an answer.

4. Select Contact Type from the dropdown list. In general you can select either Applicant or Citizen. More

fields will pop-up after selecting the Type. Enter all the required fields (indicated by a red asterisk *) and
click Submit.

Select Contact Type

WTEF 2 OF 3] CONTAET DETAILE

Select Contact Type

STEP 2 OF 2: CONTACT DETAILS I

CONTACT DETAILS FOR:

AGENT FOR APPLICANT

[ CITIZEN l
COMPLAINANT -
DESIGNATED AGEMNTS

l EMGINEER - -
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5. Once you have completed the registration, the notification shown below will appears.

m Public Works  Envircnmental Haalth

Advanced Search

@ Your account Is successiully registered. -$

Congratulations. You have successfully registered an account.

Account Information

iser Fame Test Hairmil
F-rmad naimul ¢ cdbv@gremad com
a0 wwmmm
Secunty Question To what city did you go the frst tme you flew on & plane
Contact Information
Test Maimul2 Home Phone: T13-782-5001
Work Phone:

S50 Rifryon drive

maimul codbi greai com Hatule Phane

Fan

6. An email will be sent to the email address provided with a subject of “Welcome to the Macomb County Self-
Service Portal’. Check your email for a message from ‘noreply@macomb.org’. You may need to check your
‘Spam’ or ‘Junk’ folders as well. Please click on the confirmation link to activate your account.

Sample Email:

Welcome to the Macomb County Self-Service Portal (Estenal) inbex e =@
® noreply@macomb.org noreply@macomb.org via sendgrid.net Wed, Jan 4, 2:00 PM (5 days ago) ¥y “ Reply i
. tome *

Dear Naim Test1
Welcome Naim Test1, to the Macomb County Self-Service Portal!

Thank you for registering for an account. Please remember your user Name, password, and security question answer for future logins. Your email address will
be used for communication from the Macomb County Self-Service Portal.

Regards,
Macomb County Support

This is an automated email, so please do not reply
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2. Resetting a Password

1. In case of a forgotten password, click on the Forgot password? link.

A0l
ES

e
L i e

m Public Works  Environmental Health
Advonced Search

-l!ll”““"‘_l

Register for an Account  Login

Sign In

USER NAME OR E-MAIL: #

PASSWORD: %

Forgot Password?

Sign In

2. The system will display a screen to allow you to enter your email address, click Continue.

m Public Works  Environmental Health

Advanced Search

Reset Password

* E-mail Address:

[ l

To reset your password, please provide the email address registered with your account.

3. The Security Question will display, enter your Security Question and click Send New Password.

m Public Works  Environmental Health

Advanced Search

Reset Password

Security Question:
To what city did you go the first time you flew on a plane?

*Security Answer?

( ]
Send New Password »

The security question you answered when you first registered is displayed below. Please provide your security answer so we can verify your identity.

4. After sending the request, the following screen will appear. An email will be sent with a temporary password.
Check your email for a message from ‘noreply@macomb.org. You may need to check your ‘Spam’ or ‘Junk’
folders as well. Enter the temporary password to the Sign in section (marked in the photo) and click Sign In. It

will take you to another screen.




m Pubilc Works  Enveonmeniial Hean

Adwanced Search

-";J Your password has been resed. An e-mail has been sent comaining your new password. Please use the new SignIn ¢
el passward 1o login.

USER MAME OF £-MAIL- ®

Wi will receive an ¢-Mad shortly comainmg a newly generated password. Once logged in you may update this password n
“Account Managamant”
PASEWORD &

Forgat Password?

Resmmbser i on this devics

Hot Registened?
CREATE AN ACCOUNT

Sample Email:

Reset Password For Naim Test1 (Edermal) inbox x 8 &
. noreply@macomb.org noreply@macomb.org via sendgrid.net 11:32 AM (15 minutes ago) ﬁ “ Reply H
. tome *

Dear Naim Test1,
You have forgotten or requested your password to be reset. Here is your temporary password KX*8*Qem.

Please login with it and create a new password.

Thank you for using Macomb County Self-Service Portal

Regards,
Macomb County Support

This is an automated email, so please do not reply

5. Then the screen below display with pre-fill your user name. Enter the temporary reset password (from email) on
‘Old Password’ filed and new password on ‘New password’ and ‘Confirm Password’ fields, click Submit.

An error has occurred.
Your password has expired and must be changed in order to proceed. For more information about a secure password, please contact your agency administrator.

Change Password

*User Name:

Test naimul

*Old Password:

*New Password:

*Confirm Password:

Note: Please ignore the error message if you see on the top of the screen.
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Once you’ve changed your temporary password, you will be logged in and brought to the user dashboard page.

m Public Works  Environmental Health

Dashboard My Records

My Account

Advanced Search

Hello, Test Naimul

Work in progress (7)

Record Name

Mo records found

Record ID

My Collection (0) View Collections

You do not have any collections right now.

Module ‘Creation Date

View All Records
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3. Account Management

As a user you should able to modify your login and contact information through account management.

1.
2.

3.

4.

Log in to the Macomb citizen portal page at : https://aca-prod.accela.com/MACOMB
Once you logged in, the Account Management is located on the right top corner

Wl

- T ]
ot 7 N &

0 - | |

e e, | Y

Create an Application Search Applications

Showing 1-8 of 8 |

Date Riscard Number Record Type Descrption Project Name Expieation Date. Status Action ‘Short Notes
01/03/2023 0sp23-00001 Septic Permit ousy2023 Submtied
127201202 T5T22-00051 Water Test

Click on Account Management. Following screen will appear

Dashboard My Records My Account Advanced Search

Trust Account Information

Showing 0-0 of 0

Manage Your Account
Your current account information is shown below. Click an Edit button to update information within a section.

Account Type

Citizen Account

Login Information i

User Name: NISLAM

amamacombgow org

Contractor Information

Your contractor(s) may nes to be vaidated by the gency before you can use i
Showing 0-0 of 0
Contractor & Contractor Type Issuzd On ExpiredDate status. Action Country

N records found.

Contact Information "Add 5 Contact

Showing 1-10f1

First Name. Lsst Name. Business Name ssn N ContactType Status

Naimul stam APBLICANT Approved Actions v Naimul lstam

Account D Agency Balance. Description Status Ledger Account Action

No records found.

If you want to change the Login Information, click Edit button on the Login Information section. The Login
Information screen will display and you should be able to change the following information

a. Email Address

b. Password

¢. Security Question

d. Answer
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Enter the information and Save

Login Information

*User Name:
NISLAM

*E-mail Address:

Ina mul.islam@macombgov.org

*Old Password:
*New Password:
*Confirm Password:

*Enter Security Question:

*Answer:

m Back to Account Management

menu.

6. To update existing contact, click on Actions (down arrow). The Contact Information screen will appear. Update
the information and save. To add a new contact, click Add a Contact, then select contact type, enter all
required information and save. If there are multiple contacts you can remove any contact through ‘Action’

Contact Information

Cantact Type

APPLICANT

Full Harme

Naimu Tslam

Manage Your Aceaunt
View Contact Detail

Valiriate and update your comtact inform

Phane 1 Phoore 2 Fhone 1
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