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PLANNING & DEVELOPMENT SERVICES 

 

 OBTAINING AN 
INSTANT PERMIT 
EFFECTIVE: June 23, 2023 

The information provided in this document is general and intended as a guide 
only. Each project is unique and additional requirements may apply. 

 

 
INSTANT PERMIT 
Instant Permits can be filed online through Palo Alto’s Accela Citizen Access (ACA) portal link, however, a 
valid contractor’s license number is required. You may also paste this link into your internet browser to 
access the portal: https://aca.accela.com/PALOALTO.   
 
CREATING AN INSTANT PERMIT 

1. Open your web browser and go to https://aca-prod.accela.com/PALOALTO/ and sign in to your 
ACA account. 

 
 
 

2. When the homepage loads, click on the “Building” button, located above the green bar. After the 
Building page loads, click “Create Application” on the green bar. 

 

 
 
 

Sign in to your account to start 
the instant permit process. 

 

https://aca.accela.com/PALOALTO/Default.aspx
https://aca-prod.accela.com/PALOALTO/
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3. Read through the disclaimer and agree to the terms by checking the box. Then click “Continue 
Application”. 

 
 
 
 

4. Select the permit type for your project. Each permit type will have different requirements and 
different fees. When you have made your selection, click “Continue Application”. 

 
  

Read the disclaimer and check the box to 
agree to the terms. 
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5. Enter the project address. You only need to enter the street number and first few letters of the 
street name, then click “Search”. The search function should automatically populate the Parcel and 
Ownership information by default.  
 
Please note: If the address you are searching for has suite numbers, you will need to select the 
correct address from a pop-up window that will appear. Also note that you will likely need to add 
homeowner contact information for this permit. 

 

 
 

 
 

 
6. Add a contact for this application. Click the “Select from Account” button to pull your information 

from your ACA account for this permit. When complete, add your Contractor information. You can 
search for them using the “Lookup from CA State License Board” function or by “Look Up from 
Palo Alto Database” if your contractor is already in our system. 

 

 
 

 

 

Add any missing information for 
the Property Owner. 

Enter the street number and street 
name, then click search. Parcel and 
Property Owner information should 

automatically appear. Then click 
“Search”. 

Search for your contractor using their 
license number through either of 

these search options. 
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a. Selecting either option will open a pop-up window where you will enter the state license 
number, scroll down then click “Look up”. 

 
 

If your CSLB license does not appear to be in our database, please contact 
PDSData@CityofPaloAlto.org. 

 

 

b. The pop-up window will close and you will receive a notification that the licensed 
professional was added successfully. When complete, click “Continue Application”. 

 
 

7. Complete the project details sec�on and answer all required fields. Note that we collect different 
informa�on for different types of permits. When complete, click “Con�nue Applica�on”. 

 
  

Enter the license number, then scroll 
down and click “Look Up”. 

Your contact information and the 
Licensed Profession information 

should now appear. 

mailto:PDSData@CityofPaloAlto.org
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8. Upload the required documents by clicking the “Add” buton. 

 
 

a. A pop-up window will appear. Click on the “Add” buton again and a file selec�on 
window will now appear. Select your required files, then click “Open”. 

 
 

b. Wait un�l the files reach 100%. When done, click “Con�nue”. 
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c. Select the document type and provide a brief document descrip�on. When complete, click 
“Save”.  

 
 

d. Your files will now officially be uploaded and shown in the documents list. When 
complete, click “Con�nue Applica�on”. 

 
 

9. Review all the informa�on you provided, if you need to make any changes, click on the “Edit” 
butons on the right side of the webpage. If complete, click “Con�nue Applica�on”. 

 
  

Provide the document type and a 
description of the documents, then 

click “Save”. 

If you need to make any changes to 
the information you provided, click on 

the “Edit” button for the field. 
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10. The portal will now show you the itemized fees for the project. Once finished reviewing the fees, 
click “Con�nue Applica�on”. 

 
 

11. Finally, the portal will bring you to the payment webpage. Enter the required informa�on and 
click “Submit Payment”. There is no fee when using a credit card. 

 
 
If the payment was successful, you will receive a notification on how to download your permit packet. If 
you require any additional assistance, please contact PDSData@CityofPaloAlto.org. 
 

 

mailto:PDSData@CityofPaloAlto.org
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