
Accela Citizens Access (ACA) Instruction Modules 

Module: Records Management ς Includes statuses, activities, and actions for post application submittal 

Step 1 ς After you have logged into your account click the Home tab at the top and then click the My Records button 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 2 ς After clicking My Records you will see the different categories of records for your account listed below in 

sections. Each section can be expanded by clicking the arrow next to it.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click Home and then My Records 

to take you to a listing of all your 

records that are in the system 

 

Click the arrow next to each category 

section to expand your list of records 



 

Step 3 ς For this example, 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 will be 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 you is dependent on the status of the record which is indicated in the 

Status column. To look at the record details and additional information click directly on the Record Number. Please 

note that only applications that have been successfully submitted can be clicked on. Unfinished records will be 

grayed out.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 4 ς Click Record Info for more information and take other actions 

 

 

 

 

 

 

 

 

 

 

Click on Record Number 

to get more details 

 

 

General information about the record.  

Click Record Info to obtain the processing 

status, any attachments and manage 

inspections 

 



Step 6 ς Click on Processing Status under Record Info to view all the activities and processes for this record. There 

will be multiple expandable sections depending on the type of application. Each section can be expanded by clicking 

the down arrow. Some sections may have an additional button to click for further expansion. Please make sure that 

you click that if it is part of the section as it will have important information about the status.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

Click the arrows to expand 

the sections 

Click the small + sign to expand additional 

information and comments 



Step 6 ς Schedule an Inspection: Select the record that you want to schedule an inspection for. Click on the record 

number to open to the details 

 

 

 

 

 

 

 

 

Click Inspections from Record Info 

 

 

 

 

 

 

Step 7 ς Choose which inspection. You may see several different types of inspections available to select. Look at the 

list and click the Actions button to the right. Click View Details or Schedule. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click the record number 

 

Click the View Details button 

to view the details of any 

previous inspections or click 

the Inspections button to 

schedule an inspection 

 


