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Registering for DallasNow (http://dallas.gov/DallasNow)

Follow the steps below to register for a DallasNow Citizen Access

Account. All sections with red asterisks are required.

STEP 1

Click on Create an Account.

http://dallas.gov/DallasNow
https://aca-nonprod.accela.com/DALLASTX-NONPROD2/Default.aspx
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STEP 3

Click on the dropdown arrow for enter security question.

http://dallas.gov/DallasNow
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STEP 4

Select a question you won't forget the answer to.

http://dallas.gov/DallasNow
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STEP 5

Type your answer.

STEP 6

1. Click on the blue Terms of Service hyperlink

to read the terms. You must agree to the Terms

of Service to register for an account. 2. Check

the box to agree that you have read, understand,

and agree to the Terms of Service.

http://dallas.gov/DallasNow
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STEP 7

Click on continue.

http://dallas.gov/DallasNow


Registering for DallasNow (http://dallas.gov/DallasNow)

STEP 8

Click on a contact type.

Select Individual if you are registering on behalf of yourself only.

Select Organization if you will be working in DallasNow on behalf of a business.

http://dallas.gov/DallasNow
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STEP 9

Type your first name.

STEP 10

Type your middle name, if you have one.

This is not a required field.

http://dallas.gov/DallasNow
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STEP 11

Type your last name.

STEP 12

Type in name of business, home phone number,

and work phone number, if desired.

These are not required fields.

http://dallas.gov/DallasNow


Registering for DallasNow (http://dallas.gov/DallasNow)

STEP 13

Type your mobile phone number.

STEP 14

Type your e-mail address.

http://dallas.gov/DallasNow
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STEP 15

Click add address
This link will open a window to allow you to add your address
information. (This is not required but strongly encouraged at
this time, and can be added after account registration.)

STEP 16

http://dallas.gov/DallasNow
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STEP 17

Scroll down and click add additional contact address
This link will open a window to allow you to add your mailing address information. (This
is not required at this time, and can be added after account registration.)

http://dallas.gov/DallasNow
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STEP 18

Select “Mailing” as address type.

Complete all fields with a red asterisk. 

http://dallas.gov/DallasNow
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STEP 19

Click save and close.

STEP 20

Click continue. Note, a mailing address has been 
added for the current contact. 

http://dallas.gov/DallasNow
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STEP 21

Click on submit.

http://dallas.gov/DallasNow
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STEP 22

Check your email, and click the complete registration link.

Note: If you do not see the email to confirm your account

registration, please be sure to check your junk or spam folder.

http://dallas.gov/DallasNow
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STEP 1

Sign in. Complete the required fields and click on sign in.
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STEP 2

Click on planning. 
The planning 
landing page to 
the right displays.
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STEP 3 & STEP 4

Click on create an application. 
Read the disclaimer and check 
the box to accept the terms of 
use. Click on continue 
application to proceed.
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STEP 5 

Click on Certificate of 
Appropriateness. Select the 
Certificate of Appropriateness 
option button. Click on 
continue application to 
proceed.
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STEP 6 

Select or enter contact 
information. An applicant and 
a property owner are required 
contacts for each COA. 
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STEP 7 

If you select from account a 
list of saved contacts displays. 
Click the option button for the 
appropriate contact. Click on 
continue to enter details on 
your selection. (Add mailing 
address information for all 
“frequent” contacts to your 
Citizen Account.)
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STEP 8 

Continuing the select from 
account action, select the type 
of contact (applicant, 
authorized agent or property 
owner). Also check a mailing 
address. Click on continue to 
save your selection. 
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STEP 9 

Click on continue to save your 
contacts. (You can also click on 
save and resume for later, on 
each step moving forward.)
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STEP 10

Indicate where the proposed 
work will take place. Type in a 
street address, number and 
name. Click on search to 
autofill parcel information.
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STEP 11

Select the option button next 
to the correct address. Make 
sure the correct parcel number 
is selected below. Also make 
sure the correct owner is 
selected below. Click on select 
to save.
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STEP 12

Click on continue application. 
The system should autofill the 
parcel number and the owner 
information.
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STEP 13

Type in an application name 
(brief sentence/title describing 
proposed work). Next type in 
details describing proposed 
work (a paragraph or two). 
Note the red asterisks these 
fields are required.
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STEP 14

Provide project details. Type in 
the reason for proposed 
changes. Select certificate type 
from drop-down list. Select 
whether a prior courtesy 
review was conducted by the 
landmark commission for this 
project.
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STEP 15

Provide project details 
continued. To add a new work 
detail record, click on add a 
row.



Entering a Certificate of Appropriateness (COA) in DallasNow

STEP 16

In the work details dialog box 
select proposed work, and 
type of work from drop-down 
lists. Type in a detailed 
description -- identify 
scope/extent of alteration(s). 
Read the instructions for 
required supplemental 
materials. Click on submit to 
save work request item.
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STEP 17

Click on continue application 
to save project details.

https://aca-nonprod.accela.com/DALLASTX-NONPROD2/Default.aspx
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STEP 18

Review the application and 
accept the terms. Applications 
are due the FOURTH MONDAY 
OF EACH MONTH BY 12:00 PM 
(NOON) according to the 
official calendar. Check the box 
if you agree. Click continue 
application after reviewing 
your proposal.
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STEP 19

The system acknowledges 
successful submission. Make 
note of your certificate of 
appropriateness application id 
number. You should receive an 
email indicating your success.



Entering a Certificate of Appropriateness (COA) in DallasNow

STEP 20

To upload documents, digital 
photos, forms etc. click on 
planning to return to the 
planning landing page. Next 
double click on the COA 
application id (highlighted in 
blue).

https://aca-nonprod.accela.com/DALLASTX-NONPROD2/Default.aspx
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STEP 21

To upload documents 
continued. Select attachments 
from the record information 
drop-down list. 
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STEP 22 & STEP 23

To upload documents 
continued. Click on 
add. When the file 
upload dialog box 
displays click on add 
again. Choose a file 
from the open dialog 
box. Repeat for all 
supplemental files.
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STEP 24

To upload documents 
continued. Select the 
type of information 
provided from the 
drop-down list. 
Describe the 
document/photo. Click 
save, if you are 
finished adding 
documents.
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STEP 25

Congratulations! You 
have successfully 
uploaded 
supporting/supplement
al materials for your 
certificate of 
appropriateness 
application. You should 
receive an email 
indicating your 
success.
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Click to go to DallasNow

http://dallas.gov/DallasNow
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