
Applying for a Temporary Certificate of Occupancy (TCO)

STEP 1

Complete your log in information and click on SIGN IN.

STEP 2

Click on My Records.
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https://aca-prod.accela.com/DALLASTX/Default.aspx
https://aca-prod.accela.com/DALLASTX/Default.aspx
https://aca-prod.accela.com/DALLASTX-NONPROD2/Dashboard.aspx


STEP 3

Locate and click on the Record Number.

STEP 4

Scroll Down on the Record Page and click on Provide Update.
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https://aca-prod.accela.com/DALLASTX-NONPROD2/Cap/MyRecordsCap.aspx?TabName=Home&TabList=Home%7C0%7CBuilding%7C1%7CPlanning%7C2%7CEnforcement%7C3%7CLicenses%7C4%7CPublicWorks%7C5%7CAdministrative%7C6%7CCurrentTabIndex%7C0
https://aca-prod.accela.com/DALLASTX-NONPROD2/Cap/CapDetail.aspx?Module=Building&TabName=Building&capID1=REC25&capID2=00000&capID3=005F6&agencyCode=DALLASTX&IsToShowInspection=


STEP 5

The application for a TCO will display the requred contacts, and auto-popu-
late available from the record.

STEP 6

Click Select from Account if the missing required information is attached to
 your account, or Click Add New to comeplete the missing required Contact
 Information.
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https://aca-prod.accela.com/DALLASTX-NONPROD2/Cap/CapEdit.aspx?Module=Building&stepNumber=2&pageNumber=1&isFeeEstimator=&TabName=Building&FilterName=CO+Request&agencyCode=DALLASTX&isAmendment=Y


STEP 7

Once all required Contacts have been added successfully, click on Continue
 Application.

STEP 8

Verify Work Location Information which will be auto-populated based on the 
Record information.
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STEP 9

Click on Continue Application.

STEP 10

Complete Detailed Description .
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https://aca-prod.accela.com/DALLASTX-NONPROD2/Cap/CapEdit.aspx?stepNumber=3&pageNumber=2&currentStep=1&currentPage=1&Module=Building&ssn=600573&isRenewal=N&isFromShoppingCart=&isFromConfirmPage=,N&confirmStepNumber=0&isFromConfirmPage=N&FilterName=CO%20Request&agencyCode=DALLASTX&isAmendment=Y


STEP 11

Complete Project Details - Part 1 Information

Some of the information will auto-populated from the record. Fields with the red asterick (*) 
are required.

STEP 12

A.. erify / Update / Complete Project Details - Part 2, as applicable.
B. Cl ck on Continue Application/
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STEP 13

Click on Add to upload Required Documents.

STEP 14

Click on Continue Application.
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https://aca-prod.accela.com/DALLASTX-NONPROD2/Cap/CapEdit.aspx?stepNumber=4&pageNumber=1&currentStep=2&currentPage=0&Module=Building&ssn=600573&isRenewal=N&isFromShoppingCart=&isFromConfirmPage=,N,N,N&confirmStepNumber=0&isFromConfirmPage=N&FilterName=CO%20Request&agencyCode=DALLASTX&isAmendment=Y


STEP 15

A. Review information on the application.
B. If information needs to be changed, click on Edit.

STEP 16

A. Read through the disclousure certification.
B. Select checkbox  to agree to the certification
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https://aca-prod.accela.com/DALLASTX-NONPROD2/Cap/CapConfirm.aspx?stepNumber=5&pageNumber=1&currentStep=3&currentPage=0&Module=Building&isRenewal=N&isFromShoppingCart=&isFromSpearForm=Y&ssn=600573&FilterName=CO+Request&agencyCode=DALLASTX


STEP 17

Click on Continue Application.

STEP 18

Click on Check Out »
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https://aca-prod.accela.com/DALLASTX-NONPROD2/Cap/CapFees.aspx?stepNumber=6&pageNumber=1&Module=Building&isRenewal=N&isFromShoppingCart=N&agencyCode=DALLASTX


STEP 19

Click on Checkout.

STEP 20

Click on Submit Payment.
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https://aca-prod.accela.com/DALLASTX-NONPROD2/ShoppingCart/ShoppingCart.aspx?TabName=Home&stepNumber=2
https://aca-prod.accela.com/DALLASTX-NONPROD2/Cap/CapPayment.aspx?stepNumber=3


STEP 21

Complete required payment information, and click on pay.

Required fields have an astericks.

The TCO application has been submitted.
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https://connect.velosimo.io/app/paydallassup/accela/authorizenet/initialize_payment?ApplicationID=1&TransactionID=31773&PaymentAmount=15&ConvFee=0&PostbackURL=https%3a%2f%2faca-nonprod.accela.com%3a443%2fDALLASTX-NONPROD2%2fpayment%2fpaymentpostback.aspx&RedirectURL=https%3a%2f%2faca-nonprod.accela.com%3a443%2fDALLASTX-NONPROD2%2fpayment%2fpaymentredirect.aspx&UserID=PUBLICUSER471&FullName=John%2520%2520Customer&UserEmail=dsdtraining%40dallas.gov&AgencyCode=DALLASTX&PaymentType=CC&MerchantAccountID=0&Lang=en-US&access_token=H71rMyFFE6Wsu7UDVgRX&access_key=N368179017
https://connect.velosimo.io/app/paydallassup/accela/authorizenet/initialize_payment?ApplicationID=1&TransactionID=31773&PaymentAmount=15&ConvFee=0&PostbackURL=https%3a%2f%2faca-nonprod.accela.com%3a443%2fDALLASTX-NONPROD2%2fpayment%2fpaymentpostback.aspx&RedirectURL=https%3a%2f%2faca-nonprod.accela.com%3a443%2fDALLASTX-NONPROD2%2fpayment%2fpaymentredirect.aspx&UserID=PUBLICUSER471&FullName=John%2520%2520Customer&UserEmail=dsdtraining%40dallas.gov&AgencyCode=DALLASTX&PaymentType=CC&MerchantAccountID=0&Lang=en-US&access_token=H71rMyFFE6Wsu7UDVgRX&access_key=N368179017



