Accela Citizens Access (ACA) Instruction Modules
Module: Records Managemert Includes statusesctivities,and actions for post application submittal

Step 1¢ After you have logged into your account click themetab at the top and then click thiely Recordsbutton

ning & Zoning Applications  Construction Enforcement  Licenses, Signs, & Elevators  Engineering Permits  Memphis Fire

Dashbua. & My Records My Account Advanced Search

~—, -

Cartq)

22TMP-023815 $137.48

Welcome Della1929
You are now logged in.

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

Click Home and then My Record
to take you to a listing of all your
records that are in the system

General Information

Lookup Property Information
Obtain a Fee Estimate

Search Cases

Construction Enforcement Licenses, Signs, & Elevators

Apply for a License, Sign, Elevator
Search & Renew Licenses

Create an Application
Search Applications

Schedule an Inspection Schedule an Inspection

Memphis Fire

Create an Application
Search Applications

Engineering Permits

Create an Application
Schedule an Inspection

t Event Ord...pdf ~

Step 2¢ After clicking My Recordsu will see the different categories of recoffds your accountisted below in
sections. Each section can be expanded by clicking the arrow next to it.

m Planning & Zoning Applications  Construction Enforcement  Licenses, Signs, & Elevators  Engineering Permits  Memphis Fire

Dashboard My Records My Account Advanced Search

Dlanning &amp; Zoning Applications

Showing 1-1 of 1 | Download resul RO collection | Add to cart | Copy Record
[] Date Record Number Project Name Address Status Action Short Notes
TESTING-DO NOT PROCESS 6063 CHANDELEUR DR, .
\ 03/16/2021 2V 2021-230 Zoning Letter APPLICATION MILLINGTON 38053 Closed - Complete Pay Fees Due

e Click the arrownext to each category

P ——— section to expand your list of records

—enses, Signs, &amp; Elevators

wagineering Permits

Showing 1-1 of 1 | Download results | Add to collection | Add to cart | Copy Record

() Date Record Number Record Type Description Project Name Expiration Date Status Action Short Notes

() 022312022 22TMP-009023 Right of Way Permit Resume Application




Step 3¢ For thisexample the Construction Enforcement section has been expanded to list the records in my account
that are part of this category. Please notice that there are options for taking needed action right from this view.

Under the Actions column there Whe the opportunity to click the green link to take a specific action on your record.
For example, you can Resume Application for an unfinished application; you can Pay Fees if there are additional fees
to be paid. The actions that are available to yoddpendent on the status of the record which is indicated in the

Status columnTo look at the record details and additional information click directly on the Record Number. Please
note that only applications that have been successfully submitted caridd@dlon. Unfinished records will be

grayed out.

m Planning & Zoning Applications  Construction Enforcement  Licenses, Signs, & Elevators  Engineering Permits  Memphis Fire
Dashboard My Records My Account Advanced Search
i Planning &amp; Zoning Applications
- Construction Enforcement
Showing 1-10 of 26 | Download results | Add to collection | Add to cart | Copy Record
(] Record Number Date Record Type Project Name Address Description
— ] 6063 CHANDELEUR DR.
RES-ELC-22-004406 05/03/2022 Residential Electrical Permit DNP TEST MILLINGTON 38053 DNP TEST
22TMP-023163 05/03/2022 g:::‘x““" Mechanical 125 N MAIN ST, MEMPHIS 38103 Resume Application test for mechanical permit
22TMP-018741 04/12/2022 Residential Plumbing Permit  DNP TEST ;gglc;‘ssmv I Resume Application DNP TEST
22TMP-018896 04/12/2022 Residential Plumbing Permit ~ DNP TEST 403 CASSIDY LN, Collierville 38017 Resume Application DNP TEST
. 6063 CHANDELEUR DR. -
— 03/16/2022 Certificate of Occupancy DNP TEST MILLINGTON 38053 Resume Application DNP TEST
— TESTING - DO NOT PROCESS 6063 CHANDELEUR DR, DNP TEST TESTING - DO NOT
J RES-ALT-21-000853 07/2021 Residential Alteration Permit THIS APPLICATION MILLINGTON 38053 Pending PROCESS THIS APPLICATION
Resigenms o TESTING - DO NOT PROCESS 6063 CHANDELEUR DR. DNP TEST TESTING - DO NOT
RES-ACC-21-000621 06/23/2021 Stracture Parmit THIS APPLICATION MILLINGTON 38053 Ready to Issue Pay Fees Due PROCESS THIS APPLICATION
~ 1. Residential Accessory testing - do not process 6063 CHANDELEUR DR, DNP TEST testing - do not
RES-ACC-21-000576 0s/08/2021 Structure Permit application MILLINGTON 38053 esued process application
A . TESTING - DO NOT PROCESS 6063 CHANDELEUR DR. DNP TEST TESTING - DO NOT
RES-ALT-21-000711 06/04/2021 Residential Alteration Permit o/ on Con oy MILLINGTON 38053 Revisions Required Pay Fees Due PROCESS THIS APPLICATION
" TESTING - DO NOT PROCESS 6063 CHANDELEUR DR, DNP TEST TESTING - DO NOT
RES-ALT-21-000712 06/04/2021 Residential Alteration Permit THIS APPLICATION MILLINGTON 38053 In Review Pay Fees Due PROCESS THIS APPLICATION
B A Riees -
Record RES-ALT-21-000711: Add to cart
Record Info Add to collection

Residential Alteration Permit
Record Status: Revisions Required
Expiration Date: 06/04/2021

Record Info
S

Click 'Re®8M Info' tOWgY Status, Attachments, = agpections. Click ‘P
contact our office.

Record Details

Payments v Processing Status

Attachments te a payment. If you have questions regarding the balance due, please

Inspections

Record Details

Applicant: Licensed Pr3

Individual Torrie Maclin tormeggre@shelbycountytn.gov
Maclin Incorporated 6063 Chandeleur Drive | 1 f 1 b h d
Work Phone:5555555555 Millington, TN, 38053 Genera In Ormatlon a OUtt € record.
Mobile Phone:9014823940 Owner-Agent 00000

torrie.moore@shelbycountytn.gov

Click Record Infeo obtain the processing

Project Description: Owner:
TESTING - DO NOT PROCESS THIS APPLICATION QUEST IRA INC FBO KATHRYN D GEBLER IRA Status any attachments and manage
DNP TEST TESTING - DO NOT PROCESS THIS 17171 PARK ROW !
APPLICATION HOUSTON TX 77084 Inspectlons

» More Details

Copy Record




Step 6¢ Click orProcessing StatusnderRecord Infao view all the activities and processes for this recditere

will be multiple expandable sections depending on the type of applicaianh section can be expanded by clicking
the down arrow. Some sections may have an additional button to clickiftvefr expansion. Please make sure that
you click that if it is part of the section as it will have important information about the status.

Processing Status

OCCE Review - Electrical

OCCE Review - Mechanical

OCCE Review - Plumbing
v/ w OCCE Review - Building

07/2021, assigned to TBD
Marked as Ap on 06/04/2021 by ADM

OPD

Health Department
MLGW

Arlington

Click the arrows to expand
the sections

Germantown
Lakeland
Millington Zoning

, assigned to TBD
ted on 06/04/2021 by ADM

Marked as Ac

Plans Distributio,

06/05/2021, assigned to TBD
ed as Routed for Review on 06/04/2021 by ADM

Due

ntown Fire
Floodplain Review

=

w Plans Coordination

=

Due on TBD, assigned to TBD
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Click the small + sign to expand addition
information and comments

N\

B T ee—
ol iy 1 svupn s v

~ w Plans Coordination

-

>
_ v Plans Coordination

Due on TBD, assigned to 18
Marked as Ready fge€oordination on 06/04/2021 by ADM

Due on TBD, assigned to TBD
Marked as Ready for Coordination on 06/04/2021 by ADM

Due on 10/29/2021, assigned to TBD

=] Marked as it jred on 10/28/2021 by ADM
Comment: Testing this comment box in aca

on 10/29/2021, assigned to TBD
arked as Additional Info Required on 10/28/2021 by ADM




Step 6¢ Schedule an Inspectior8elect the record that you want to schedule an inspection@ick on the record
number to open to the details

Create an Application Search Applications Schedule an Inspection

Records >

Cliccon

e Record Number field below 10 select rec

Showing 1-4 Of 4 | Download results | Add to collection | Ad¢ 1o cart | Cog

Click the record number

Record Number Progect Name Address Status Action Duscripton

Fermt  Statee Wort 160 NMAIN ST, MEMPHIS 38103 1suec Amendment Setup statue in garden
21TMP-005789 Fermit  Bud Box 160 NMAIN ST, MEMPHIS 18103 Resume Appucaton Baid 3 lcckbox or paciages
29TMP-005621 Fermit  Home Mechanical 160 NMAIN ST, MEMPHIS 38103 Resume Applicaton Home Machanical Work
21TMP-005603 /0312021 Demottion Permet Remove Statue 160 NMAIN ST, MEMPHIS 38103 Resume Applcation m"‘""““""

Search for Records

Enter information below to sesrch for records.

Clickinspectionsfrom Record Info

T_ >

Step 7¢ Choose which inspectionYou may see several different types of inspections available to select. Look at the
list and click theActionsbutton to the right. Click/iew Detailsor Schedule

Clickthe View Details buton
| to view the detailsof any

/ previous inspections or click
the Inspections button to

schedule an inspection




