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NOTE:  

 Inspections can only be requested on BUILDING permits in APPROVED Status. 

 Inspections requested prior to 7:00 am may be scheduled for the same working 
day. 

 Inspections requested after 7:00 am will be scheduled for the next working day. 

 Inspections scheduled with a 5:00 am time is a morning inspection. 

 Inspections scheduled with a 10:00 pm time is an afternoon inspection. 

1. Open your web browser and navigate to  https://www.cityofalbany.net/aca 
 

2. Enter the email address and password you used when you registered for your 

account, and click Login.  

a. If you have not registered previously, click the Register for an Account button. 
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3. Once you are logged into Accela Citizen Access, click the Request an Inspection link 

under the Building section. 
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4. If you previously applied for the permit, it should be listed in the Records section 

below. Permits are called Records in Accela Citizen Access.  

  

 
 

5. Alternatively, you can search for the permit by Address, Record Type, or Permit Number.  
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6. Complete your search. Click on the Record # you want to request an inspection for to 

continue the process. 
 

 
 

7. Scroll down to the section for Inspections. Click on the Request an Inspection link and 
select the type of inspection you want to schedule. 
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8. After selecting the type of inspection you are requesting, click the Continue button.  

9. Note: You can only choose one inspection type at a time.  To request additional inspections 
on the same permit, complete the request for the first type and repeat.  

10. If a desired inspection type is not showing, it’s not available for the permit type. Call 541-
917-7553 for more information.   
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11. After you select the type of inspection, you will be asked to confirm the address and 

contact information.  

a. To change the inspection contact information click Change Contact. 

b. Complete new contact information, click Submit. 

 

 
  



Accela Citizen Access – Request/View Inspections 
 

City of Albany 541-917-7553, permits@cityofalbany.net  7 
 

12. You will now see the new contact information. If everything looks correct, click the 

Continue button. 

 

 

13. Review your inspection information and click Continue again.  
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14. At this point you can add additional request details by clicking Additional Request Details 

link.   We will do our best to accommodate your request.   

Step 1. Click on Additional Request Details 

 
 

Step 2. Complete details and click Finish 
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Step 3. Click Finish again to complete your inspection request.  
 

 
 

15. Once the request is complete, the pending inspection will be displayed. If you need to 

cancel or reschedule an inspection please call 541-917-7553.  

16. To schedule an additional inspection click on Request an Inspection link and complete the 

process again.  

17. If you are finished, you can logout. 
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Viewing Inspection Schedule, Results, and Comments 
 
Once you’ve requested your inspection you’ll have four options in ACA.  

1. Your inspection request shows in pending status until scheduled by the Building 
inspectors.  

2. Your inspection will be scheduled with an AM or PM time frame.  5 am reflects a 
morning inspection, 10 pm reflects afternoon, any time showing other than that is 
an approximate.  

3. The Completed Inspection section in the ACA record detail provides a count of 
competed inspections and their results. 

4. You can view your completed inspection results.  
5. You can view inspection comments and print inspection results via View Details 

link.  
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Note: With the implementation of ACA you may receive an email with your inspection 

result. By the end of 2016 we anticipate all inspections will result in an automatic result 
email being sent to the email address of record.  

 

 
 

View Details link 
 
Shows permit information, inspection status, record detail and result comments.  

1. Click on View Result Comments link to display inspections comments.  
2. Use Ctrl + P to print detail screen.  

 

 
 


