Accela Citizen Access — Request/View Inspections

NOTE:

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

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

e 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.

@ CITY OF ALBANY, OREGON PERMITTING & INSPECTIONS pevercity it Accla
Announcements  [] Accessibility Support Register for an Account| Login
Search... [

m Building Planning

Welcome to the City of Albany's Citizen Portal

We are pleased to offer our citizens, businesses, and visitors access to government Login

services online, 24 hours a day, 7 days a week. User Name or E-mail:
janedoe

In partnership with Accela, Inc., we are fulfilling our promise to deliver powerful

e-government services and provide valuable information about the community while Password:

making your interactions with us more efficient, convenient, and interactive. To use ALL m

the services we provide you must register and create a user account. You can view
information, get questions answered and have limited services as an anonymous user. We
trust this will provide you with a new, higher level of service that makes living and working Login »

in our community a more enjoyable experience.

What would you like to do today? ] Remember me on this computer
To get started, select one of the services listed below: I've forgatien

New Users: Account
General Information Building
Search for a Licensee Search Applications
Lookup Property Information Schedule an Inspection
Planning

Search Applications
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Accela Citizen Access — Request/View Inspections

3. Once you are logged into Accela Citizen Access, click the Request an Inspection link
under the Building section.

Logged in as:John Doe [ _]Accessibility Support  Collections (1) 'E[ Cart (

Search
m Building Planning
Welcome John Doe Cart (0)
You are now logged in. Your cart

What would you like to do today?
To get started, select one of the services listed below:

General Information Building
Search for a Licensee Search Applications
Lookup Property Information Tt == oMt Tt ttel

Request Inspections

Planning

Search Applications
Create an Application
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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.

Home [R=ITIGILI-M Planning

Search Applications Create an Application

Schedule an Inspection

Records

Showing 1-10 of 37 | Add to collection | Add to cart | Copy Record

Record

|:| Date T e Record Type Address Project Name Action Status
L ) 333 SE

[] 061242016 B-0040-16 P JEFFERSON ST,
ALBANY OR 97321
333 SW

[] 06242016 PK-0003-16 Parking Lot BROADALBIN ST, Appiication Created
ALBANY OR 97321
IS General

[] 06222016 s-0007-15 Sign BROADALBIN ST, Denera Appiication Created
ALBANY OR 97321 P

— Darle  Trao 399 NAAL ACT AV General

5. Alternatively, you can search for the permit by Address, Record Type, or Permit Number.

» Site Address

» Parcel Number

Search for Records
Enter information below to search for building & public works records

» Contractor License Information
*» Record Information

» Contact Information
Select the search type from the drop-down list.

General Search

General Search
Search by Address

Record Number

Start Date
08/04/2012

License Type:

--Select--

Record Type Record Status:
--Select-- --5Select--
End Date:

07/14/2016 j

State License Number:

Search by Licensed Professional Information
Search by Record Information
Search by Contact

[[] search All Records

City of Albany
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Accela Citizen Access — Request/View Inspections

6. Complete your search. Click on the Record # you want to request an inspection for to
continue the process.

23 Record results matching your search results

Click any of the results below to view more details.

Showing 1-10 of 23 | Add to collection | Add to cart | Copy Record
[] Dpate Record Number  Record Type Address Project Name Action Status
! 1355 SE GOLDFISH
[] o70112016 | B-0685-16 hcdoe?I:gﬁirEI;I - FARM RD, ALBANY gﬁ?nal el Approve
OR 97322
Commercial - 333 SELYON ST, Willamette
[] 0222016 B-0612-16 Mechanical ALBANY OR 97321  Community Bank Approvg
[ 06210016 B-0809-16 Commercial - 1141 SE9THAVE,  Duich Brothers —

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.

+ Record Details

Applicant: Licensed Professional:
Jane Doe D
333 Broadalbin S5t SW Primary Phone:
Albany, OR, 97321 Secondary Phone:
cityofalbanytest@gmail.com ComGenlLev1 084981

Project Description:
Solar panels at 333 Ellisworth
Solar installed on NSFR

» More Details

Print/View Record Print/View Summary Copy Record

» Fees

v Inspections

Not all permits have Inspections. All cancellations must be phoned in to 541-917-7553 prior to inspection.

Upcoming
Request an Inspection

You have not added any inspections.
Click the link above to schedule or request one
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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.

¥ Reco ) X
—  Request an Inspection
Applican Available Inspection Types (5)

Jane O[] Show optional inspections
333 Br

Albany  ~ Byilding Final
cityofa (O Expiration Tracking
Projectl @ Footing

SolarE 5 Framing
Solar i O Other
> More D(

Print/Vie|

» Fees

v Inspe
— | | <. —

Not all p¢ ctic

Upcoming

Request an Inspection
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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.

el

Change Contact ¥

(O Select an existing contact

Jane Doe (5419177553)

(@ Specify another person (for this inspection only)
*First Name Middle Name *Last Name

John Smith

*Phone Number

| 54155555555 |
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12. You will now see the new contact information. If everything looks correct, click the
Continue button.

Contact
John Smith
24125555559

Lhange Contact ¥

m Back Cancel

13. Review your inspection information and click Continue again.

__ Request an Inspection

an Inspection type: Footing
e Location and Contact

Bri  Verify whether the location and contact person for the selected inspection are correct.
any|

nfa i
Location

t0 3233 SWELLSWORTH ST

ar ALBANY OR 97321

ar i
Contact
Jane Doe
5419177553

Dy

Vien
Change Contact w

m Back Cancel
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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

_— Request an Inspection

Confirm Your Selection

ipE Please confirm the details below and click the Finish bution to request this inspection. Click "Additional Request
Details’ to request a specific date or time of day.

Ins Inspection Type: Electrical Disconnect
Date and Time: TED
INS| ocation: 333 NE 15T AVE
Ins ALBANY OR 97321
Ins| Contact: Tari Hayes 54197173686
Ins
Additional Request Details
ing [hoy
R
st
TBD
DI L
m Back Cancel
TBD
or L
TBD
DI ar
TBD
] T
(TBD Pendina Expiration Tracking (590521 Actions w

Step 2. Complete details and click Finish

Additional Request Details

If you have a preferred date and/or time of day, please indicate in the box below.
We will do our best to accommodate your request.

-

Call 30 minutes in advance for a gate code.

-

-

{You may also include an alternate phone number and/or email address if different from the
contact information provided in your application.)

m Back Cancel

= ———
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Step 3. Click Finish again to complete your inspection request.

L x

| Request an Inspection -

Confirm Your Selection

pg Flease confirm the details below and click the Finish button to request this inspection. Click ‘Additional Request
Details' to request a specific date or time of day.

5 Inspection Type: Electrical Disconnect
Date and Time: TED
5| Location: 333 NE 15T AVE
S ALBANY OR 97321
G| Contact: Tari Hayes 5419717566
S5
Additional Request Details
ng
t

BD
“ m Back Cancel
O

L

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.

v Inspections

Not all permits have Inspections. All cancellations must be phoned in to 541-917-7553 prior to inspecti

UEcoming (1!

Request an Inspection

TBD at TBD Pending Footing (59095) Actions ¥
Inspector: unassigned

Completed

There are no completed inspections on this record.
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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.

+ Inspections

Not all permits have Inspections. All cancellations must be phoned in to 541-917-7553 prior to inspection.

Upcoming (2)

Request an Inspection

TBD at TBD Pending Sign Final (59096) 1 Actions w
Inspector: unassigned

07/18/2016 at 01:00 PM Scheduled Sign Footings (59097) ) Actions v
Inspector: unassigned

Completed (5)
Cancelled - 1; Checked - 1; Corrections Required - 1; Partial Approval - 2

Partial Approval Expiration Tracking (59069) View Details 5
Result by: Building Counter on 06/15/2016 at 12:00 AM

Corrections Required F 48 (59070) View Details
Result by: Building Cou 6/15/2016 at 12:00 AM
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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.

From: Albany Community Development [drc@cityofalbany.net]
To: Hayes, Tari

Cc:

Subject: Inspection Results: Sign Setbacks

The Sign Setbacks inspection was done at 333 SW BROADALBIN ST, ALBANY, OR 97321 on 06/15/2016. Please find the results/c

Permit ID: S-0006-16

Permit Addr: 333 SW BROADALBIN ST, ALBANY, OR 97321

Inspection Item: Sign Setbacks

Inspection Result: Checked

Inspection Comment: OSSC Section 1103: Scoping Requirements 2014 OR. OSCC
Inspection Date: 06/15/2016

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.

Sign Setbacks (59073, Optional)

333 SW BROADALBIN ST
ALBANY OR 97321

Status Details
Checked Record
6/15/2016 12:00 AM S_0006-16
Desired Date: TBD Sign
Last updated
Tari Hayes

7/15/2016 9:37 AM
View Status History

View Re%It Comments

Result Comments

Showing 1-1 of 1

Tari Hayes (7/15/2016 9:37 AM)
OSSC Section 1103: Scoping Requirements 2014 OR. OSCC
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