Citizen Access Portal

City of Manteca Development Services Department

How to Link a Contractor's License to an Existing Account

1. Visit the City of Manteca’s Citizen Portal - https://aca-prod.accela.com/MANTECA and
log in to your account.
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Many online services offered by the Agency require login for security reasons. If you are an existing user, please enter your user name and password in the box on the right Si gn In
If you are a new user you may reg for a free Citizen Access account. It only takes a few simple steps and you'll have the added benefits of seeing a complete history of USERNAME OR EMAIL:*
applications, access to invoices and receipts, checking on the status of pending activities, and more mantecajohn
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Remember me on this device

Not Registered?
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2. Click on “Account Management.
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My Account Advanced Search

Dashboard My Records

Hello, John Smith

You do not have any collections right now.

Work in progress (3) View All Records
Module Creation Date Action

Record Name Record ID

No records found
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3. Thenclick on “Add a License.”
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‘Your current account information is shown below. Click an Edit button to update information within a section.

Account Type

Citizen Account

Login Information

User Name: MantecaJohn

E-mail: john@manteca.gov

Password: srare

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

License Information -

:
i

‘You may add professional license(s) to your public user account by clicking the Add a License bution. Your professional license(s) may need lo be validaled by the agency before you can use il
Showing 0-0 of 0

State License # License Type Issued On Expired Date status Action
No records found

4. Selectyour License Type (Contractor), type in your license number and then click “Find
License.”
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Updating Your Account:
Adding a License:

By adding a professional license you may gain access to additional features in the Citizen Portal. Select a license type and enter a license number to look up your license. Your license must be valid and active to be added to your
citizen account. If your license does not display. contact the Agency.

In certain circumstances, such as license-right by proxy through an employer, even after identifying your license(s), an Agency employee must perform additional validation. In these cases, your access to certain features of the
Citizen Portal may be limited pending approval.

* indicates a required field.
License Information

* License Type: * State License Number:

Architect

Authorized Cantractor Agent

Business

Enginear

Other



City of Manteca Development Services Department Citizen Access Portal

5. Ifyoulicense is found, click on connect.

Adding a License:

License Information

If your license is listed below, click CONNECT to add the CSLB license.

If your license is not found, we will need to add your license to our system first before you can connect it with your account
( to your account. You will be notified by email after we have venfied and approved

Type License Number Business Name License Expiration Action

CONTRACTOR

6. Ifyourlicense is not found, please complete the Requestto add a CSLB License to a
User Account Form to request that the license be added to your account. After
completing the form, sign it, attach a Letter of Authorization on company letterhead
and email the form to MantecaPermits@mantec.gov.

Please note - If your license was not found, you will need to wait for your request to be
reviewed, and approved, and the Contractor’s license to be linked to your user account
before proceeding with a permit application. If you have already started an application, you
will need to start a new one after your account and CSLB license have been connected. If
you were already logged in when the license was connected, please log out, close the
webpage, and start the application process.
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