
Accela LUN Training: 
End User - Applicant 
July 21, July 23, & July 25 2025



Audience

● Future Applicants - 
Consultants, Engineers, 
Architects, etc.

● New, Experienced and Expert 
level users 

● Limited attendance to allow for 
comprehensive training



Objectives

To introduce end users to the OPZ Development Division application process 
via Accela LUN.

To communicate with the Development community proactively, supporting your 
needs to understand our new system.

To field questions throughout the presentation, which also allows us to prepare 
help materials for future users.



Training Plan

● ACA: How to use Citizen Portal, 
Access an Existing Project

● Records: Development 
Applications, Revisions, Time 
Extensions

● Functions: Money Processing, 
Documentation, Email 
Communication

● Help: Troubleshooting & 
Assistance, Policy Updates

● Sample: How to Submit an 
Application via Accela LUN



ACA: Accela Citizen Access 
Portal





How to Access an Existing Project

● Existing records that are being converted 
from MST into Accela LUN will be 
available through ACA by using the email 
address on record for the contact person 
listed for that project.

● If you have an existing ACA account, the 
record will automatically show up there. 
The ACA account must have been created 
using the same email address as the email 
address on the MST record.

● If the email associated with the MST 
record is no longer valid, such as a new 
Consultant was hired or an old email is no 
longer active, OPZ Development Division 
Staff will have to manually associate it by 
adding the contact to the record.

● If you do NOT have an existing ACA 
account, you must create one using the 
email we have on the associated record in 
order for it to be automatically available.



Records: Development 
Applications, Revisions, Time 
Extensions



Record Types for Development Applications

Current Project Type Accela LUN Record Application Type

Sketch Plan
Preliminary Plan

Concept Development Application

Final Plan
Minor Plan
Site Development Plan

Final Development Application

Amended Plat Amended Plat Application

Glen Burnie Concept Plan Glen Burnie Concept Plan

Modification (sometimes previously “Waiver”) Modification Application

*NEW as of July 1, 2025* Pre-Consultation Meeting
Redevelopment Concept Plan Application

Administrative Decision for Time Extension
Modification Request for Time Extension 

Time Extension Request “Response”



Application Basics

● Always READ THE HELP TEXT!
● Choose unique project name
● Use the largest parcel or parcel 

that is within Critical Area for 
location

● You must provide an applicant 
and an owner as minimum 
contacts

● Hit SAVE button to be safe
● Fees are assessed and due at 

the time of application
● Most documents should be 

PDFs
● Must allow pop-ups
● If LUN is slow, clear your cache



Transparency in 
Processing

● ACA tracks your Record’s 
progress throughout the review

● A green check indicates a step 
is complete (not necessarily an 
approval!)

● Comments available via the 
OPZ review letters

● Please wait to contact 
reviewers until AFTER you 
receive your review or approval 
letter

● Mid-cycle reviews cannot be 
accommodated due how Accela 
LUN is structured



Revisions & Time Extensions

Revisions

● OPZ Lead Planner will select “Resubmittal 
Required” to trigger “Response” button

● Select “Response” button in ACA to initiate 
a Revision (resubmittal) application

● Certain data fields will pre-populate based 
on existing application

● Certain data fields are non-editable (call 
OPZ Lead Planner if there is an issue)

Time Extensions

● OPZ Lead Planner will select “Resubmittal 
Required” or “Decision Letter Sent” to 
trigger “Response” button

● Administrative Decisions
○ Resubmittal extension
○ Approval extension

● Modification 
○ Resubmittal extension
○ Approval extension

● Must have verification of notice sent if 
submitting a Modification



Use the “Response” to submit either a Revision or Time Extension (if applicable)

Initiate via “Response” button



Select either a Revision or Time Extension to proceed to relevant application

Initiate via “Response” button



Functions: Money Processing, 
Documentation, Email 
Communication



Money Processing

● Application fees are due at the time of submitting an application 
○ Fees are listed in Article 17-11-101
○ There are currently no fees for resubmittals, only new applications

● All fees assessed through Accela LUN can be paid online, through ACA
● Any increases in proposed development will require additional fees

○ Example - changing from 100 to 105 townhomes will require fees for the extra 5 units
○ Refunds are not available for reduction in scope
○ Additional application fees must be paid prior to receiving an Approval Letter

● The payment processor charges a fee
○ % based for credit and debit cards, $0.50 for ACH 



Documentation

● All records will have required documentation to upload
○ Additional requirements may be triggered based on the answers provided
○ Example - Owner Authorization letter if the Applicant is not the Owner

● It may be necessary to upload more documents than the minimum
○ Example - site pictures, signed letters, etc. in response to a review comment

● Preference is for PDF file types in most instances
● Intake staff will provide cursory review, Agency review staff will provide in 

depth review
● No mid-review cycle uploads - you must provide complete documentation 

with each submittal 



Email 
Communication

● Automated emails will alert you 
of your project’s status at 
various points

● Manual emails will come from 
staff as they review your project

● You cannot respond directly via 
email to your Accela LUN record

● Rather, please respond to the 
staff who sends you the email 
via their direct email



Help: Troubleshooting & 
Assistance, Policy Updates



Reminders to Help You When Using LUN

Getting Help:

● We will hold “Office Hours” via an online 
meeting platform so you can ask 
questions as needed when we launch

● Permit Center, Zoning, and Development 
Division websites have user help 
resources

● ACA has help links and Account 
Management available

Policy Update Reminders:

● Paper submittals will not be accepted
● The application submittal date requires 

complete and accurate submittals
● Final Development Applications and 

Amended Plats must be complete for 
approval (i.e. no conditional approvals that 
impact the Plat)

● All applications are now handled by OPZ 
Development Division 410-222-7450



Review, Questions, Conclude

Go-Live dates:

● July 30: 5pm MST shut down (AACO will take in paper submittals thru Fri)
● July 31: Data conversion continues
● Aug 1: 5pm Accela LUN PROD shut down, Permit Center Closed
● Aug 2-3: SMEs work over weekend
● Aug 4: PROD is live 

You are READY!  



Sample: How An Application Is 
Made



Attention!

Keep in mind that the sample application contains the following:

● The sample is of a Final Development Application, other application types 
may have different questions and/or requirements

● The information entered is fictional, used for demonstration purposes only
● Your application will have unique answers to the questions shown on the 

following slides, and not all questions will be applicable to your project



Application Steps
● Navigate to the Accela Citizen Access 

website

● Create a new application through the 
portal

● Submit required documents for the 
application and pay any required fees

● Track the status of your submitted 
application



Navigate to the Accela Citizen Access website

https://aca-prod.accela.com/AACO/Default.aspx.   

* indicates a required field

https://aca-prod.accela.com/AACO/Default.aspx


Creating an Application 



Select a Record Type



Step 1: Getting Started > Important Information



Step 2: Location Information > Project Location

* indicates a required field

Note: If your site 
does not have an 
address yet, 
contact 
addressing_streetnames
@aacounty.org or call 
410-222-7461



Step 2: Location Information > Project Location

* indicates a required field



Step 3: Contact Information > Contact Information

Note: An applicant 
and property 
owner are 
required. Owner 
contact 
information 
including email is 
required. 
You may add 
additional 
contacts. 



Step 3: Contact Information > Contact Information

* indicates a required field



Step 3: Contact Information > Contact Information



Step 3: Contact Information > Contact Information

* indicates a required field



Step 3: Contact Information > Contact Information



Step 3: Contact Information > Contact Information

* indicates a required field



Step 3: Contact Information > Contact Information



Step 4: Application Information > Application Info

* indicates a required field

Pick a unique 
Application Name. 
You may use an 
address, if so, spell 
out the numbers 
then include (###) 
after the spelling.



Step 4: Application Information > Application Info

* indicates a required field



Step 4: Application Information > Application Info

* indicates a required field

Application fees are due at the time of submission. You must provide the site 
acreage for non-residential and mixed-use, and number of units for residential and 
mixed-use development. Make sure this is accurate before hitting continue, it 
cannot be edited once you move to the next page or save.



Step 4: Application Information > Application Info

* indicates a required field

Redevelopment here refers to the definition as shown in the help text. This is 
separate from the Redevelopment Concept Plan definition as per Bill 2-25.



Step 4: Application Information > Application Info

* indicates a required field



Step 4: Application Information > Application Info

* indicates a required field



Step 4: Application Information > Application Info con’t

* indicates a required field

Proposed ownership type only refers to residential and mixed-use development.



Step 4: Application Information > Application Info con’t

* indicates a required field



Step 4: Application Information > Application Info con’t

* indicates a required field

Reminder Subdivision Details only applies to projects proposing a subdivision, not a 
Preliminary Plan or Site Development Plan.



Step 4: Application Information > Application Info con’t

* indicates a required field



Step 4: Application Information > Application Info con’t

* indicates a required field

All applicants will select “yes” to at least one of the questions shown here.



Step 4: Application Information > Application Info con’t

* indicates a required field



Step 4: Application Information > Application Info con’t

* indicates a required field



Step 4: Application Information > Application Info con’t

* indicates a required field



Step 4: Application Information > Application Info con’t

* indicates a required field



Step 4: Application Information > Application Info con’t

* indicates a required field



Step 4: Application Information > Application Info con’t

* indicates a required field

All applications are required to include Limit of Disturbance information.



Step 4: Application Information > Application Info con’t

* indicates a required field



Step 4: Application Information con’t

* indicates a required field



Step 4: Application Information con’t

* indicates a required field



Step 5: Support Documentation 

* indicates a required field

Provide your digital 
documents here. 
Refer to the 
submittal checklist 
to ensure you have 
all the documents 
necessary to 
complete your 
application. 



Step 5: Support Documentation 

* indicates a required field



Step 5: Support Documentation 

* indicates a required field



Step 5: Support Documentation 

* indicates a required field



Step 5: Support Documentation 

* indicates a required field



Step 5: Support Documentation 

* indicates a required field



Step 6: Review

You can edit the 
data fields you 
entered before 
submitting your 
application. 
Please use this 
opportunity to 
quality check 
your application.



Step 6: Review



Step 7: Pay Fees



Step 7: Pay Fees



Step 7: Pay Fees

You will receive 
your application 
record number at 
the completion 
of your 
application.


