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Thak you for reviewing ACHD’s Adding a Company/Professional License to Your 

Account/Collection User Guide. This guide will walk through the steps of adding an existing 

Company/Professional License to your own Account/Collection on your Dashboard in Accela.   

Adding an existing Company/Professional License to your Accela Dashboard 

Account/Collection 

1. Login to Accela using your credentials. If you are having issues with your account, please email 

achdasbestos@alleghenycounty.us.  

2. Start at your Home Page. The Home Page is your “Front Page” containing a view of your 

Dashboard, Collections, and Records in addition to other options. Click on the “Home” tab 

 

mailto:achdasbestos@alleghenycounty.us
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3. Fine the “My Records” tab and click there 
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4. On the next page, click on the drop-down arrow before “Professional License” 

 

5. Select one or more of the below records by checking the box or boxes for each license 
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6. To choose all the records easily, check the top box to select all the records at once 

 

7. After you have selected one or all the records you want to add, click on “Add to collection”  
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8. From the drop-down menu you can choose to add the license records to an existing collection on 

your account, or you have the option to create a new collection to add the license to 

 

9. If you are adding the license to an existing collection select the small blue arrow and choose the 

collection to add to and then select the “Add” tab 
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10. If you are creating a new collection, select that option, add a name to the new collection and then 

select the “Add” tab. Adding a description to a new collection is not a required field (it is 

optional) 

 

11. Once added, you should receive the following message (it is in small print when it appears) 

 

12. To confirm the licenses have been added refresh the page and go to the “Collections” tab in the 

upper right-hand corner of the webpage 
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13. Locate the Collection you added the licenses to and click on it 

 

14. There you will see all the records added to that specific Collection 

 

 


