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How to Apply for a Short-term / vacation rental license? 

** You must first register a new Online Account** 

***You will need your TPT license number to apply. If you don’t have one apply at 
https://www.aztaxes.gov/Home/Page first with the Arizona Department of 
Revenue. 

Step 1- Login into your account at https://aca-prod.accela.com/scottsdale/Default.aspx   

 

 

 

https://www.aztaxes.gov/Home/Page
https://aca-prod.accela.com/scottsdale/Default.aspx
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Step 2- Click on ‘Licenses’ or ‘Apply for a License’ 

 

Step 3- Read and accept terms. Check the box and then click on “Continue 
Application” 
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Step 4- Enter ONE of the following and click ‘Search’ to find the correct address: 

• Street No. 
• Street Name 

 

 

Step 5- Choose your address and click ‘Select’  
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Click on ‘Continue Application’ 

 

Step 6- Fill out Location & People – All 3 areas 
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Property Owner Information- 

Click on ‘Add New’ to add the 
property owner information.   

Or 

**If you are the owner and applying 
under your account:  

Click on ‘Select from Account’ 

If you click on ‘Add New’: 

  

 

 

 

Fill out for  

Individual 

 

Fill out for 

Organization 

 

 

Mobile Phone, E-
mail, and Contact 
Address required 
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****A mailing address will be required 
Click on ‘Add Additional Contact Address’ 
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If you click on ‘Select Account’ 
Click on the box and then click on ‘Continue’ 

 

 

 

 

 

Owner/Officers/ Local Agents/ Etc. Information- 

Click on ‘Add New’ to add 
owners, officers, local 
agents and etc. 

And/or 

 

** If you aren’t the owner you will want to link yourself to this license:  

Click on ‘Select from Account’ 
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If you click on ‘Add New’: 
Chose a Type and click continue. 

 
 *Are 
required 
fields 
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****A mailing address will be required 
Click on ‘Add Additional Contact Address’ 
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If you click on ‘Select Account’ 
Chose a Type, click on the box and then click on ‘Continue’ 

 

 

 

 

If there is no 
Owner 
Designee- 
Choose ‘No’ 
and Click on 
‘Continue 
Application’ 
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If you have an Owner Designee, choose ‘Yes’ and provide the 
following information: 
**Owner’s designee means a person authorized to act on behalf of the owner of a vacation 
rental or short-term rental. 

 Click on ‘Add New’ to 
add the Owner 
Designee information.   

Or 

**If you are the Owner 
Designee and applying 
under your account:  

Click on ‘Select from 
Account’ 

 

 

 

 

 

 

** If an Owner Designee is added, an ‘Owner Designee Authorization’ document will 
be required under Supporting Documents. 
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If you click on ‘Add New’: 
*Are 
required 
fields 
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If you click on ‘Select Account’: 
Chose a Type, click on the box and then click on ‘Continue’ 

 

Click ‘ Continue’ and then ‘Continue Application on the next screen 
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Step 7- Fill out all required fields and click ‘Continue Application’ 
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Step 8- Emergency Contact 

 

Only ONE Emergency Contact can be current at a time. 
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Only ONE Property Manager can be current at a time. 

 

Click ‘Continue Application’ to go to next page 
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Step 9- Upload Supporting Documents 

*If an Owner Designee is added, an ‘Owner Designee Authorization’ form is a 
required upload. 

Click ‘Add’ 

 

Click ‘Add’ to upload your document 

 

Step 10- Review  
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Please review all information below. Inaccurate information may result in additional wait times 
or additional fees. Click the "Edit" buttons to make changes to sections or "Continue Application" 
to move on. Upon clicking "Continue Application," fees will be assessed based on the application 
information provided and cannot be modified. If changes need to be made to the information 
given after "Review," then this application may become inaccurate, and a new permit application 
will be required. 

 

 

 

 

 

Step 11- Pay Fees 
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Click ‘Check Out’ 

 

 
Complete payment information 
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You are able to Print/ View receipt 

 

 

**It may take up to 7 business days to get an approved license.** 

 

If you have any questions email vacationSTR@scottsdaleaz.gov or call 480-312-
2400. 

mailto:vacationSTR@scottsdaleaz.gov

