Registering for an Account in Citizen Access

To register for an account please navigate to: https://dublinohiousa.gov/aca

Step 1: Click on New Users to register for an account as shown below in the Login section of the page.

Return to

[ Accessibility Support  Register for an Account  Reports (1) ¥ Login

m Building Planning Enforcement License Registration

Please Login
Many online services offered by the Agency require login for security reasons. If you

are an existing user, please enter your user name and password in the box on the right. accelaplan l

New Users
If you are a new user you may register for a free Citizen Access account. It only takes a _
few simple steps and you'll have the added benefits of seeing a complete history of

applications, access to inveices and receipts, checking on the status of pending
activities, and more.

Register Now »

Step 2: Read the General Disclaimer, check the box I have read and accepted the above terms, and click Continue
Registration.

Return to

Register for an Account Reports (1) ¥  Login

m Building Planning Enforcement License Registration

Account Registration

‘You will be asked to provide the following information to open an account:
+ Choose a user name and password
« Personal and Contact Information
« License Numbers if you are registering as a licensed professional (optional)

Please review and accept the terms below to proceed.

General Disclaimer
‘While the Agency attempts to keep its Web information accurate and timely. the

Agency neither warrants nor makes representations as to the functionality or
condition of this Web site, its suitability for use, freedom from interruptions or from
computer virus, or non-infringement of proprietary rights. Web materials have
been compiled from a variety of sources and are subject to change without notice
from the Agency as a result of updates and corrections.

I [#] | have read and accepted the above terms. I

Continue Registration »

EVERYTHING GROWS HERE.



https://dublinohiousa.gov/aca

Step 3: Fill in the Login Information section with a username, email address, password, and a security question.
\ B

m Building Planning Enforcement  License Registration

Account Registration Step 2:
Enter/Confirm Your Account Information

* indicates a required field

Login Information

*User Name:
dublinacce laplannin: a

*E-mail Address

dublinaccelaplanning@gmail.com

*Password:

* Enter Security Question:

Dublin Planning Division Address?

*Answer:

5800 Shier Rings Road

Contact Information

Choose how to fill in your contact information

I'm not a robot

Continue Registration »

Step 4: Click Add New in the Contact Information section. Once you've finished completing the Contact Information
section, click Add Additional Contact Address and fill in the required fields. Click Continue when you have filled in all
required fields.

Contact Information

*Individual/Organization:

Individual -

*First: Middle: *Last:

Dublin Accela Planning

Home Phone: Work Phone: Mabile Phone:

6144104600

*E-mail:

dublinaccelaplanning@gmail.com

Name of Business:

¥ Contact Addresses

Add Additional Contact Address

0 edil a conlacl address, click (e adaress hnk.

+ Contact address added successfully.

Showing 1-10of 1
Action Address Type Address

Actions v Mailing 5800 Shier Rings Road

EVERYTHING GROWS HERE.




Step 5: Click and check the ‘I'm not a robot” CAPTCHA box at the bottom of the page and click Continue Registration.
You have now created an Accela Citizen Access Portal account. Please click Login Now at the bottom of the page to login
using your username/email and password.

m Building Planning Enforcement License Registration

@ Your account has been created successfully. You can login immediately using

your User Name and Password

Your account has been successfully created.

Congr {{ You have st created an account with the Agency and can login
immediately. If you have registered as a licensed professional, additional activation by the Agency
may be reguired. If activation is necessary. another e-mail will be sent notifying you when
activation is complete

Account Information

User Name: dublinaccelaplanning

E-mail: dublinaccelaplanning@gmail.com
Password: e

Security Question: Dublin Planning Division Address?

Contact Information

Dublin Accela Planning Home Phone:

Work Ph. - 6144104600
dublinaccelaplanning@gmail.com oricPnons

Maobile Phone:
Contact Address List
W Contact Addresses
Showing 1-1 of 1
‘Action ‘Address Type Address R
Mailing 5800 Shier Rings Road
4 >

Login Now

EVERYTHING GROWS HERE.




Applying for a Building Application

To apply for a Building Application, please first navigate to: https://dublinohiousa.gov/aca and login.

Step 1: Navigate to the Building tab at the top of the page. Next, click on Create an Application, read the General
Disclaimer, and check the related box. Click on Continue Application.

City of

Dublin

Return to

Logged inas:Debra JFite Collections (0) Reports () ™  Account Management Logout

| "]
Home Q:WIGILWE Planning Enforcement License Registration

Online Application

Welcome to Agency's Online Permitting System. Using this system you can submit and
update information. pay fees, schedule inspections, track the status of your
application, and print your final record all from the convenience of your home or
office, 24 hours a day.

Please "Allow Pop-ups from This Site” before proceeding. You must accept the
General Disclaimer below before beginning your application.

General Disclaimer

While the Agency attempts to keep its Web information accurate and timely, the
Agency neither warrants nor makes representations as to the functionality or
condition of this Web site, its suitability for use, freedom from interruptions or from
computer virus, or non-infringement of proprietary rights. Web materials have
been compiled from a variety of sources and are subject to change without notice
from the Agency as a result of updates and corrections.

] I have read and accepted the above terms.

Continue Application »

5800 Shier Rings Rd. Dublin, Ohio 43016

EVERYTHING GROWS HERE.



https://dublinohiousa.gov/aca

Step 2: Select the Application Type you would like to apply for. If you cannot find your application type, you can search
for it in the search bar. Once you have selected the application type you would like to apply for, click Continue
Application.

City of

Dublin

Return to

OHIO, USA
Logged in as:Debra J Fite  Collections (0) Reports (1) ¥  Account Management Logout

Home Q:IHIGIGZGE Planning Enforcement License Registration

Select a Record Type

| M

Choose one of the following available record types. For assistance or to apply for a record type not listed below please contact us.
» Building Commercial

» Commercial Over the Counter Permits
¥ Building Residential

(O Residential Accessory Structure

(O Residential Addition

(C) Residential Alteration

(") Residential Demolition

() Residential Fire Suppression

(® Residential New Single Family Home

P Residential Over the Counter Permits
» Sign

» Encroachments

» Building Revisions

Continue Application »

5800 Shier Rings Rd. Dublin, Ohio 43016

Step 3: Fill in the address associated with the application you are applying for and complete the application. Anything
with a red asterisk is a required field. Please be aware, the applicant will be the only person with upload rights
in ePlan. You will get a chance to add as many people as you would like to the applicant view only group in ePlan. They
will be able to view changemark comments and download/print documents and drawings. Please remember to always
include email addresses and telephone numbers when requested. If there is an upfront fee associated with your
application, you will be able to pay through Accela Citizen Access.

EVERYTHING GROWS HERE.




Step 4: You will receive your permit number and will get an email from ePlan with your login and temporary password. If
you do not see the email, please check your spam filter. Please refer to the ePlan Quick Guide for all instructions
prior to starting the ePlan process.

City of

Dublin

Return to

Logged inas:Debra J Fite  Collections (0) Reports (1} Account Management Logout

Home QUIGILGE Planning Enforcement License Registration

Residential New Single Family Home

1 Location O People 2 Permit Detail 3 Review 4 Record Issuance

| d

Your application has been successfully submitted.
Please print your record and retain a copy for your records.

Thank you for using our online services.

Your Record Number is RNEW-19-02303.

You will need this number to check the status of your application or to schedule/check results of inspections. Please print a copy of your
record and post it in the work area.

Alicensed professional is now authorized to proceed with work at the designated location.

Your record type requires a follow-up inspection once work is completed. You may schedule the inspection now or return to schedule
the inspection upon completion of the work. Choose "View Record Details” to Schedule Inspections, check status, or make other
updates.

A" [Tl 3 CTale) (o MR T-1F-1103 W ('Vou must post the record in the work area)

5800 Shier Rings Rd, Dublin, Ohio 43016

Please call Building Standards at 614/410-4670 with any questions regarding the Citizen Access portal.

EVERYTHING GROWS HERE.




Submitting an Amendment/Revision to a
Previously Approved/Phased Approval or
Submitting Amendment Requesting Phased to Full Approval

1. Please go to the Citizen Access portal https://dublinohiousa.gov/aca. This is the same portal where you
completed the original application online.

2. If you need to request an amendment for a permit that was created prior to December 9, 2019, please send an
email to the Review Coordinators through ePlan email with the permit number you would like added to your
Citizen Access account. We will need to add the existing permit to Citizen Access for you. Note: If you have not
already set up your account in Citizen Access, you will need to do so before sending the email request.

3. Search for your permit number that previously was issued an approval or phased approval. Click on “amendment”
as shown in the example below under the Action tab. Next, you will receive an email and task from ePlan and the
process will continue with same instructions as noted above with a new permit submittal. The target date for
plan review completion is nine days.

Step 1

City of

Dublin

Return to

Logged inas:Debra JFite  Collections (0] Reports i1 Account Management  Logout

Home Q:NlsIhisl Planning Enforcement License_Registration

Records

Showon Map

Showing 21-30 of 78 | Downlosd results | Add o collaction

| | Datz Racord Mumbar Racord Typz Projact Hama Addrass Status Action
Carmmercial SE00 POST Rd, DUBLIM )

| 10222015 CACC-15-D023 T CACCI0Z715 Ol 42017 Submitted
Carnmercial S200 POST Rd, DUEBLIM S :

| 08f2201% CALT-1%-00118 Alteratian AUGUST 21 CALT OIH 43017 Revisions Required  Amendr

EVERYTHING GROWS HERE.



https://dublinohiousa.gov/aca

Step 2

City of

Dublin

Return to

Leggedin asDebradFite  Collections (0] Reports (1™ Account Management  Logout

Home Bullding Planning Enforcement License_Reqglstration

Revlslon Request

1 Revision Detail 2 Review I PayFees 4 Record lssuance

Step 1. Revision Detail = Revision Information

If the proposed plans are not revisions to plans a new application will be required. Please contact Dubin Building Review Services for
additional information and assistance.

*indicates a required field.

Revision Request

REVISION REQUEST

Permit Information:

spall chack
* I this a request for a change to submitted Plans?: ) Yes () Ha
* Please describe proposed revisions:
P
spall chack

Continue Application » Save and resume later

EVERYTHING GROWS HERE.




Step 3

Home [E:il=ll;l-W Flanning Enforcement Llcense_Reglstration

Revlslon Request

1 Revision Detail 2 Review 3 PayFees 4 Record Issuance

Step 2. Review

Continue Appllcation » Save and resume later

Flease review all infarmation below, Click the "Edit” buttons to make changes o sections or "Zontinue Application” to moveon.

Record Type

Rawvision Raguast

Revision Request

REVISION REQUEST m

Permit Information:

Is this a request for a change to submitted Plans?: Yos
Please describe proposed revisions: Tast
Fy
| certify that | have read and understand the instructions that accompany this application and that the statements made as part of
this application are true, complete, and correct and that no material information has been omitted. By checking the box bealow, |
understand and agree that | am elactronically signing and filing this application.

[# By checking thisbox | agree tothe above cartification. Data: 11521720159

Continue Application » Save and resume later

EVERYTHING GROWS HERE.




Please note that your amendment to a permit previously issued an approval/phased approval will have the same permit #
but show the amendment number at the end of the number. This example was issued an approval for permit CALT-19-
00118 and now the amendment is number CALT-19-00118-001. The ePlan process will be identical to the original
submission.

Home Bullding Planning Enforcement License_Reglstratlon

Revlslon Request

1 Reavision Detail 2 Raviaw 3 Record Issuance

Your application has been succeassfully submitted.
Plaase print your record and retain a copy for your records.

Thank wou far using aur anline sefrices.

Your Record Humber is CALT-19-00118-001.

Youwill need this number to chack the status of your application or to schedulefchack results of inspactions. Please print a copy of your
record and post it inthe work area.

A licensed professichal is now authorized to procesd with work at the designated location.

Your racerd type raquires a follow -up inspectioh once work is completad. You may schadule the inspection now of raturn to schaduls
the inspection upen completion of the work, Choose Wiew Record Details”to Schedule Inspactions, check status, of make other updates.

Yiew Record Detalls »  [REPlulErER e LR R et =)

EVERYTHING GROWS HERE.




HOW TO REGISTER AS A CONTRACTOR
IN THE CITIZEN ACCESS PORTAL

1. Visit the following link:
https://aca3.accela.com/dublinoh/default.aspx

2. Click new user

Return to

[ Accessibility Support  Register for an Account Reports (1} ¥  Login

| v |

m Building Planning Enforcement License Registration

Welcome to the new Citizen Portal
We are pleased to offer our citizens, businesses, and visitors access to government
services online, 24 hours a day, 7 days a week.

In partnership with Accela, Inc., we are fulfilling our promise to deliver powerful
e-government services and provide valuable information about the community while
making your interactions with us more efficient, convenient, and interactive. To use
ALL 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 in our community a more enjoyable experience.

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

General Information Building
Lookup Property Information Search Applications
Planning Enforcement

Search Cases Search Records




3. Check mark the box next to “I have read and accepted the above terms then click Continue
Registration

Register for an Account Reports {1} ¥ Login

v

m Building Planning Enforcement License Registration

Account Registration

You will be asked to provide the following information to open an account:
+ Choose a user name and password
= Perscnal and Contact Information

+ License Numbers if you are registering as a licensed professional (optional)

Please review and accept the terms below to proceed.

General Disclaimer A
While the Agency attempts to keep its Web information accurate and timely, the
Agency neither warrants nor makes representations as to the functionality or
condition of this Web site, its suitability for use, freedom from interruptions or from
computer virus, or non-infringement of proprietary rights. Web materials have
been compiled from a variety of sources and are subject to chapge without notice
from the Agency as a result of updates and corrections.

( [1 I have read and accepted the above terms. ’

(e ) —

4. Fill out all required Login Information fields

Account Registration Step 2:
Enter/Confirm Your Account Information
* indicates a required field.

Login Information

*User Name:

* E-mail Address:

*Password: ©)

*Type Password Again:

* Enter Security Question: €

* Answer: ©)



5. Click “Add New”

Contact Information

Choose how to fill in your contact information.

Add New

o

6. Select type (Individual or Design Professional then click Continue

Select Contact Type

*Type: --Select-- v

iscard Changes

7. Fill out the Contact Information Fields and click “Continue”

Contact Information

*First: Middle: *Last:
Home Phone: Work Phone:
*E-mail:

Name of Business:

¥ Contact Addresses

Add Additional Contact Address

To edit a contact address, click the address link.

Showing 0-0 of 0
Action Address T Address

Mo records found.

<

‘ Continue ' [o{CFT8 Discard Changes

--Select-- v

Mobile Phone:

Recipient

Status




8. Scroll to the bottom of the page and Click “Login Now” and log in using the User Name &
Password you just created.

9. Click “License Registration

City of
Dublin

OHIO, USA

Return to

Logged in as:Lacie test Collections (0) JEports (1) ¥ Account Management Logout

Home Building Planning Enforcemen

‘ v

10. Click Register a License (Please note this is for New AND Renew)

City of

Dublin

OHIO, USA

Return to

Logged in as:Lacie test Collections (0) Reports (1) ¥ Account Management Logout

Home Building Plannj Enforcement

| d




11. Check the “I have read and accepted the above terms” box then click “Continue

Application”
\

Logged in as:Lacie test Collections (0) Reports{1) ¥ Accao

Home Building Planning Enforcement

Online License Application

Welcome to our Online Licensing System. Using this system you can submit
information, pay fees, and track the status of your application all from the convenience
of your home or office. 24 hours a day.

Please "Allow Pop-ups from This Site” before proceeding. You must accept the
General Disclaimer below before beginning your application.

General Disclaimer A
While the Agency attempts to keep its Web information accurate and timely. the

Agency neither warrants nor makes representations as to the functionality or

condition of this Web site, its suitability for use, freedom from interruptions or from
computer virus, or non-infringement of proprietary rights. Web materials have

been compiled from a variety of sources and are subject to change without notice

from the Agency as a result of updates and correc(ions./ v

] I have read and accepted the above terms. '

' Continue Application » /

12. Click “Contractor Registration”

Return to

Logged in as:Ryan E Robinson  Collections (0) Reports{1) ¥ Account Management Logout

Home  Building Planning Enforcement

Select a License Record Type

| 7]

Choose one of the following available record t

G Contractor Registration )
Continue Application »

. For assistance or to apply for a record type not listed below please contact us.




13. Select the appropriate contractor type that applies to your company then click “Continue
Application.” If you need to register for more than one type, please call the office directly at
614-410-4670 before proceeding.

Home Building Planning Enforcement

Select a License Record Type

Choose one of the following available record types. For assistance or to apply for a record type not listed below please contact us.
[=]
¥ Contractor Registration
(O Concrete Contractor
() Demolition Contractor
() Electrical Contractor
(O Engineering Contractor (ROW, Sewer, Excavation, Utility)
() Fire Protection Coniractor
(O General Contractor
(O Home Improvement Contractor
(O Landscaping Contractor
(O Low Voltage Contractor
() Mechanical Contractor

() Plumbing Contractor
(O sign Contractor

' Continue Application » )

14. Fill in your Company Name and click “Continue Application’

)

Return to

Logged in asiryan test Collections (0) Reports (1) ¥ Account Management Logout

Home Building Planning Enforcement

Electrical Contractor

\ "

Detailed

1 |nformation 2 Contacts 3 Review 4 Pay Fees 5 Record Issuance

Step 1:Detailed Information > Additional Information

*indicates a required field.

Custom Fields /
GENERAL INFORMATION /

- - T o |
Company Name: ‘ ‘ COMPANY NAME| X ‘ '

Doing Business As (DBA) Name:

( Continue Application » j Save and resume later




15. Click Add

Electrical Contractor

Detailed

1 Information 2 Contacts 3 Review 4 Pay Fees 5 Record Issuance

Step 1: Detailed Information > Required Documents
* indicates a required field.

Attachment

Please attach a valid copy of your Commercial Liability Insurance and State of Ohio Certification

The maximum file size allowed is 100 MB.

html;htm;mht;mhtml are disallowed file types to upload.

This application type requires you to submit the following types of documents. Subject to the collected information. you may be required to submit
additional documents prior to approval.

State of Ohio Certification, Certificate of Liability Insurance

Name Type Size Latest Update Action

No records found.

Continue Application » Save and resume later

16. Locate your Certificate of Liability Insurance on your computer, double click to upload
then click continue.

File Upload x

The maximum file size allowed is 100 MB.
htmth are disall d file types to upload.

SAMPLE INSURANCE . pdf 100%

Cancel




17. Select the document type “Certificate of Liability Insurance from the dropdown menu.

Click Save and then Continue Application.
- If your Contractor Type requires a State Certificate, continue the steps above to upload that

document before continuing application.

Attachment

Please attach a valid copy of your Commercial Liability Insurance and State of Ohio Certification

The maximum file size allowed is 100 MB.

html;htm;mht;mhtml are disallowed file types to upload.
This application type requires you to submit the following types of documents. Subject to the collected information, you may be required to submit

additional documents prior to approval.
State of Ohio Certification, Certificate of Liability Insurance

Name Type Size Latest Update Action

No records found.

* TYPE Remove
Certificate of Liability Insurance ‘

File:
SAMPLE INSURANCE .pdf
100%

Description:

spell check

‘ Save ' Add Remove

‘ Continue Application » ' Save and resume later



18. Click “Add New”

Home Building Planning Enforcement

Electrical Contractor

Detailed

1 Information

2 Contacts 3 Review 4 Pay Fees 5 Record Issuance

Step 2:Contacts > Contact Information

*indicates a required field.

Applicant

* Required at Application

Select from Account

Continue Application » Save and resume later

19. Fill out Contact Information based on Individual/Organization

Contact Information

* Individual/Organization:
--Select-- v
*First: Middle: *Last:
*MName of Business:

Phone Number:

*E-mail:




20. Click “Add Additional Contact Address”

+ Contact Addresses /
C Add Additional Contact Address

To add a new contact address, click the Add Contact Address link. To edit a contact address, click the Edit link. To remove one of your addresses
from this application, click on the Remove link.

Required contact address type(s):Mailing

Showing 0-0 of 0

21. Fill out all Address information and click “Save and Close”

Contact Information

Contact Address Information

* Address Type:

Mailing v

*Country/Region:
United States hd

* Address Line 1:

Address Line 2:

*City: State/Province: ZIP Code:

--Select-- b

Save and Close Save and Add Another Discard Changes

22. When it says Contact address added successfully, click Continue

To add a new contact address, click the Add Contact Address link. To edit a contact address, click the Edit link. To remove one of your addresses
from this application, click on the Remove link.

Required contact address type(s).Mailing
/' Contact address added successfully.
Showing 1-1of 1

Address Type Address

Mailing L
— ]

Recipient Action

Actions »

Continue | (ol-XT3 Discard Changes



23. Click “Continue Application”

* Contact Addresses

Add Additional Contact Address

To add a new contact address, click the Add Contact Address link. To edit a contact address, click the Edit link. To remove one of your addresses
from this application, click on the Remove link.

Required contact address type(s)Mailing

Showing 1-1of 1

Address Type Address

Recipient Action

N — Actions v

' Continue Application »

Save and resume later

| certify that | have read and understand the instructions that accompany this application and that the statements made as part
of this application are true, complete, and correct and that no material information has been omitted. By checking the box
below, | understand and agree that | am electronically signing and filing this application.

By checking this box, | agree to the above certification. Date:

p—
‘ Continue Application » b e'_. Save and resume later



23. Check the box next to “By checking this box, | agree to the above certification” then click
“Continue Application”

-

Electrical Contractor Registration Application

Detailed

1 Contacts 2 Information

3 Review 4 Pay Fees 5 Record Issuance

Step 4:Pay Fees
Listed below are the license application fees based upon the information you've entered.

Application/Renewal Fees
Fees Qty. Amount

Contractor Registration Annual Fee 1 $70

TOTAL FEES:[ $70 )

Note: This does not include additional fees which

Continue Application »

e assessed later.




25. Select Payment, fill out required information and click “Submit Payment”
rayment uptions

on/

{®} Pay with Credit Card
() Pay with Bank Account

Credit Card Information:

*Card Type: *Card Number: *Security Code: @
--Select-- v
*Name on Card: * Exp. Date:

o1~ 2019«

Credit Card Holder Information:

[] Auto-fill with

Lacie testw
Country:
United States v
*Street Address:
*City: *State: *Zip:
--Select--»
*Phone:
E-mail:

| Submit Payment »




INSTRUCTIONS FOR PAYING BUILDING PERMIT FEES IN
ACCELA CITIZEN ACCESS PORTAL

1. Go to the Accela Citizen Access Portal at:
https://aca3.accela.com/dublinoh/default.aspx

2. Log in using your Username/Password. If you do not have an account, you can

still pay fee.

3. Click on Building

Home - Manning Enforcement Contractor Registration

Welcome to the new Citizen Portal Login
We are pleased to offer our citizens, businesses, and visitors access to government User Name or E-mail:
services online, 24 hours a day. 7 days a week. | ‘
In partnership with Accela, Inc., we are fulfilling our promise to deliver powerful

P P 9 P P Password:

e-government services and provide valuable information about the community while
making your interactions with us more efficient, convenient, and interactive. To use | |

ALL 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. Login »

We trust this will provide you with a new, higher level of service that makes living and
working in our community a more enjoyable experience.




4. Type in your Building Permit Number. Please be sure to add any prefixes if your
permit has it such as RALT, CALT, RNEW, CNEW, etc. If it can’t find your project by
permit number, you can search by address. ONLY fill in the From Street No and
Street Name fields. Click Search

General Search Generz| Search -
Record Mumber: Record Type:
--Saleot--
Project Mame:
Start Date: (7) EndDate: (7}
03/28/2018 03/27/2030
License Type: State License Mumber:
--Eplmei-- b
First: Last: Mame of Business:
Streat Mo.: Direction: {71 Street Mame: e Streat Type:
From | - To --Selact-- ¥ --Solpct-—- ¥
Unit Type: (70 Unit 6 Parcel No.:
--Enlect-- b No.:
City: State: Zip:

5. Once you located your permit, click on Payments, then Fees

v

Record
Historic Permits
Record Status: CofO Issued

S |

Record Info ¥ Payments v Custom Component

Fees




6. This will populate a list of project (including revisions). Beside your main permit
number you will see a blue Pay Fees. Click that link to continue to the next screen
which will list your fee amount due.

7. Verify the fee type and fee amounts on this screen then click Continue Applica-
tion. If the fees do not look correct for any reason, please do not proceed and call
the office at 614-410-4670.

Home QR:DVIGIEM Planning Enforcement  Contractor Registration

Listed below are preliminary fees based upon the information you've entered. Some fees are based on the quantity of work items installed
or repaired. Enter quantities where applicable. The following screen will display your total fees.

|Ippllcauon Fees
L ] 1 -

MNote: This does not include additional inspection fees which may be assessed later.

Continue Application » |




8. Select your method of payment:
Pay with Credit Card

Pay with Bank Account

Then proceed filling out any sections with a red asterisk. Click Submit Payment.

Amount to be charged:

@ ° 7 Crect Card Select your type of payment

(O Pay with Bank Account

Credit Card Information:

*Card Type: *Card Number: *Security Code: @
--Select-- L 4
*Name on Card: * Exp. Date:

01w 2020v

Credit Card Holder Information:
Country:

United States v

*Street Address:
*City: *State: *Zip:
--Select--v

*Phone:

E-mail:

Submit Payment »

9. If this is an Eplan project, you will then proceed to Project Dox and accept the
task that you’ve paid so your Approved Documents/Plans can be released for
download.



INSPECTION SCHEDULING INSTRUCTIONS:

1. visit the Citizen Access portal at:
https://aca3.accela.com/dublinoh/default.aspx

If you’ve created an account, go ahead and log in. It is not necessary to schedule inspections. Click on the Building tab

Planning, Zoning, Code Enforcement: 614-410-4600

City of Building: 614-410-4670
Dublin
OHIO, USA
Return to Dublin Website
Announcements (] Accessibility Support  Register for an Account  Reports (1 ¥ Login
SPECIAL NOTES: l

Garage Sale, Peddler/Seclicitor and Home Occupation permits can
be found under the Enforcement tab.

M Building | Planning Enforcement  Contractor Registration

2. Type your complete Record Number in the box (be sure to include any prefixes and dashes) and hit Search

Home QNG Planning Enforcement  Contractor Registration

Search for Records
Enter information below to search for records.
+Site Address
+ Contractor License Information
+ Parcel Number
+ Record Information
+ Contact Information
Select the search type from the drop-down list

General Search General Search v

Record Number: Record Type:

--Select-- v

Project Narme:



https://aca3.accela.com/dublinoh/default.aspx

3. Click “Schedule an Inspection”

Home GGV Planning  Enforcement  Contractor Registration

4. Click “Schedule or Request an Inspection

Upcoming /
Schedule or Request an Inspection

You hava not addad any Inspactions.
Click tha tink above to schadula oF raguast ana.

5. Select your desired inspections and click Continue

Schedule/Request an Inspection

Available Inspection Types (21}

Show optional inspections

O ting (optional)

(O Foundation Steel {opticnal)

(O Foundation {optional}

O Masonry Wall Grout {optiohal})
(O Pre Slab {optional}

(O Fire Rated Assembly (optional}
(O Shear Walls {optional}

(O Structure / Frame {(opticnal)

(O Rated Wall Fasteners {optional}
(O Building Fireplace (optional)

< Prev 1 2 3 Mext >

Cancel




6. Select the date you desire to have your inspection, select All Day and click Continue.

Schedule/Request an Inspection

Inzpection type: Footing

To continue, select an appointment date and time range by clicking a link on the calendar below:

o Jun 2020

Jul 2020 Aug 2020
Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr 5a Su Mo Tu We Th Fr 5a
1 2 3 4 5 & 1 2 3 4 1
78 9 10 11 12 13 5 6 7 o8 9 10 11 2 31 4 5 & 7 8
14 15 16 17 18 1% 20 17 1% 14 15 16 17 12 9 10 11 12 13 14 15
212z 23 24 25 26 27 19 20 21 29 73 24 25 16 17 18 19 20 21 22
28 29 10 e o7 om oo 10 1 23 24 25 26 7 8 29
30 3
« Prey Next »
Available Times for Monday, Jun 15 2020
@ All Day
Continue e
- Back  Cancel
7. Verify and/or change the Contact for the inspection, then click Continue
Schedule/Request an Inspection X

Inspection type: Footitig
Location and Contact

Werify whether the location and contact person for the selected inspection are correct

Change Contact and manually enter
the desired information. Click Submit.

If the contact name listed is correct,
you can click Submit.

To change the Contact click on

Change Contactw

@ Select an existing contact

| — - |

“First Name

(O Specify another person (for this inspection only)
Middle Name

*Last Name

||

l

*Phone Number

]




8. Click “Include Additional Notes” to expand this selection. Here is where you can give details about meeting places, etc. Once
you've filled out this section, click Finish.

Schedule/Request an Inspection X

Confirm Your Selection

Please confirm the details below and click the Finish button to schedule the inspection.

Inspection Type: —

Date and Time: 0152020

Locatlon: I
Contact:

Include Additional Notes o

Optional Comments or Instructions for your Inspector:

spell check
(Flease include an alternate phone number if different from the contact information provided in
wour application.)

Cancellatlon and Reschedule Policy:

Please call 614-410-4670 to cancel your Inspectlon.
Please call 614-410-4670 to cancel your Inspection.

Back Cancel




INSTRUCTIONS FOR PULLING
ELECTRIC, HVAC, GAS OR PLUMBING PERMITS

1. Visit the Accela Citizen Access Portal at https://aca3.accela.com/dublinoh/Login.aspx

2. Login to the portal. If you have not created an account yet, you will need to do so before proceeding.

City of
Dublin

OHIO. USA Return to

[ Accessibility Support  Register for an Account  Reports (1) ¥ Login

Building  Planning  Enforcement  Contractor Registration

Please Login
Many online services offered by the Agency require login for security reasons. If you

are an existing user, please enter your user name and password in the box on the right _

New Users
If you are a new user you may register for a free Citizen Access account, It only takes a _
few simple steps and you'll have the added benefits of seeing a complete history of

applications, access toinvoices and receipts, checking on the status of pending
activities, and more, Logm »

Register Now »

5800 Shier Rings Rd, Dublin, Ohio 43016

3. Click on Building

City c:f
Dublin

HIO, USA

Return to

Collections (0} Reports (1) ™ Account Management  Logout

Building |Planning Enforcement Contractor Registration

Hello,

My Collection (0) View Collections



https://aca3.accela.com/dublinoh/Login.aspx

4. Check the Box that you have read and accepted the terms and click Continue Application

Home [REMGIGEM Planning Enforcement  Contractor Registration

Online Application

Welcome to Agency's Online Permitting System. Using this system you can submit and
update information, pay fees, schedule inspections, track the status of your application,
and print your final record all from the convenience of your home or office, 24 hours &
day.

Plezse "Allowr Pop-ups from This Site" before proceeding. You must accept the General
Disclaimer below before beginning your application

General Disclaimer

While the Agency attempts to keep its Web information accurate and timely, the
Agency neither warrants nor makes representations as to the functionality or
condition of this Web site, its suitability for use, freedom from interruptions or from
computer ¥irus, or non-infringement of proprietary rights. Web materials have been
compiled from a variety of sources and are subject to change without notice from
the Agency as a result of updates and corrections

| have read and accepted the above terms. |o
Continue Application » e

5. Select the type of permit you are pulling. MEP will be for Electric, HVAC, Gas, or Plumbing

Home QNG Planning Enforcement  Contractor Registration

Select a Record Type

Choose one of the following available record types. For assistance or to apply for a record type not listed below please contact us,

L Search

Commercial Structure
Commercial MEP's
Residential Structure
Residential MEP's
Permanent Sign
Encroachments

Continue Application »

VVVvVVvVvYYwY




6. Click Commercial MEP OR Residential MEP to bring up a drop down menu

City of

Dublin

Return to

Loggedin aslacie Shiprman  Collections (0] Reports (1) Account Management  Logout

Home Bullding Planning Enforcement  Contractor Registration

Selecta Record Type

Choose one of the following available record types. For assistanca or to apply for a racord type not listad below plaase contact us.
Commercial Structur

Commercial MEP's

»
»
» Residential Structure
b Residantial MEF's OR
b Parmanant Sign
» Encroachments

Continue Application »

5800 Shier Rings Rd, Dublin, Chio 43016

7. Select the type permit you are applying for and Click Continue Application

Home Bullding Planning Enforcement Contractor Reglstration

Selectz Record Type

Choose one of the following availble record types. For assistance or to apply for a record type not listed below please contact us.
> Commercial Structurs

w Commercial MEP's

() Cammercial Electric Low Yaltage

O Commercial Electric Temporary

O Commercial Electrical

O Commercial Gas

O Commercial HWAC Alteration

O Commercial HWAC Newifddition

(0 Cammercial HYAC Replacement

O Commercial Plumbing

O Commercial Plumbing HotvWater Heater

» Residential Structure
¥ Residential MER's

() Residential Electric Low Yoltage

() Residential Electric Temparary

O Residential Elecirical

O Residential Gag

O Residential Hyac

() Residential HAC Replacement

() Residential Plumhbing

() Residential Plumbing Hot Yater Heater

» Parmanent sign
» Encroachments

Continue Applicatlon »




IMPORTANT DO NOT PROCEED WITHOUT READING THE BELOW INFORMATION

- If you are working on a project with a Building Permit number, please check the box in Field #1 that says Yes next to “is this
project associated with a Building Permit.” This is REQUIRED before proceeding. If you do not have this information, you will
need to contact the General Contractor on the job to obtain it. Once the Building Permit Number is entered into Field #2, it
will populate the Square Footage for you.

- If your job does not have a Building Permit number, check no on Field #1 and leave Field #2 blank. You will need to manually
enter the square footage of the area where you are doing work.

- Fill in the project Name and Description of your work

- Click Continue Application

Home Q:UILILTE Planning Enforcement Contractor Registration

Residential Electrical

1 Permit Detail 2 People/Entities 3 Location & Peopls 4 Review 5% Pay Fees 13

Step 1:Permit Detail > Permit Information
*Indicates 3 required field

Permit Information

Dublin Electric

*|s this project associated with a Building permit? if Yes, please () Yes (O Mo o
enter in the building permit number below:

Associated Building Application Number- e

* Square Footage - Minimum 1 square foot. Do NOT enter Zero (0): e

Project Unit ! Suite Number:

Detail Information

Project Name: L6} e

* Description of the Job:

spell check

E==3|0




9. Click on Add New

Home Q:ilILI-W Planning Enforcement Contractor Reglstration

Resldentlal Electrical
1 Permit Detail 2 People/Entities 3 Location & People 4 Review 5 PayFees &

Step 2. People/Entities > May be the same entity

*indicates a required field,

Applicant

* Requirad at Application

Selectfrom Account Add New

Contractor

* Required st Application

Add New Look Up
Continue Application » Save and resume later

5800 Shier Rings Rd, Dublin, Chic 43016

10. This will bring up a pop up box. Fill in everything with a * then click on Add Contact Address and fill that out as well.

Once you have finished filling out Contact Information and Contact Address Information, click Save and Close and then Continue

Contact Information Contact Information

*First Middle: Contact Address Information

- Address Type.

“Name of Business. Mailing

*Address Line
Home Phone: Work Phone: Miobile Phone:

Address Line 2

*E-mail:

= City: *ZIP Code: = Country/Region:

¥ Contact Addresses United States

Add Additlonal Contact Address | Recipient.
Required contact adrss typs(sy Maling
Sheiring 0-0 of 0 Save and Close Save and Add Another Discard Changes

Address Typs  Recipient Address

No recordsfound,

¥ Contact Addresses

Add Addltlonal Contact Address

To edit & cortact address, click the address link
Required cortact address type(s):Mailing

+  Contact address added successfully_
Showing 1-1of 1

Addrass Type Racipiant Addrass Action

Mailing Actions w




11. Under Contractor, click Add New

Contractor

* Raquirad at Application

Add New Look Up

12. This will bring up a pop up window. Fill out all areas with a * (note that some of these may appear different for you) then click

Save and Close

Contractor Information x
*Lizense Type: *Caontractor @ -
N - Registration Mumber:

*First Middle *Last

*MName of Business:

*Address Line 1t

Address Line 2:

= ity *State: *Zip:

--gelect- ¥
*HemeFPhona Mobila Phone
*E-mail

Save and Close Discard Changes -

13. Click Continue Application

Contractor

* Raquirad at Application

"  Licensed professional added successtully.

test test

test

License TypeContractor
License Humber:test
Address: dublin 43015

Edit_Remove

| Continue Application » Save and resume later




14. Fill in the Street Number, Street Name and Zip Code ONLY then click Search. This will auto populate the Parcel Number.

Step 3:Location & People> Location information

*indicates a required field

Address
*Street Mo Drirection: * Street Mame: Strest Type
--Selact-- v ~-Select-- v
Uit Type: Unit Me.
--gselect-- ¥
City, Stater “Zip:
—-Geleck- -
Parcel

*Parcel Mumber

15. Property Owner is not required for MEP permits. Just click Continue Application

Property Owner

Please enter the owrner of the Property. not the Business Owner

Select from Account Add New
Contlnue Application »

Save and resume later

16. Check mark the box beside “By checking this box, | agree to the above certification and click Continue Application

| am the property owner, or have been authorized by the property owner to act as the
representative in all matters pertaining to the processing and approval of this application,
including modification to the application. | agree to be bound by all representations and
agreemeants made by the designated representative.

| have read and understand the contents of this application and verify the information
contained in this application, attached exhibits and other information submitted is complete
and in all respects true and correct to best of my knowledge and belief.

[CJ By checking this box, | agree to the above certification.

Continue Application » 9

Date:

Save and resume later




17. Your fees will calculate based on either the Square Footage of Building Permit number you put in or the base fee if no Building
Permit is associated. Verify those fees. If something doesn’t look right, please do not proceed and call our office at 614-410-4670. If
everything looks good, click Continue Application.

Home Bullding Planning Enforcement Contractor Reglstration

Resldentlal Electrical

1 2 Paople/Entities 2 Location & People 4 Review 5 PayFees % Record Issuance

Step 5: Pay Fees

Listed below are praliminary fees based upon the information you've entered. Some fees are based on the quantity of work items installed
orf repaired. Enter guantities where applicable. The following screen will display your total faes

Application Fees

Fees ity Arnaunt
STATE SURCHARGE RESIDEMTIAL (13) 1 5130
RESIDEMTIAL ELECTRIC PERMIT 2000 5130.00

TOTAL FEES: 813120
Mota: This doas not include additicnal inspection fees which may be assessed latar,

Continue Application »

18. Fill out your payment information and click Submit Payment

Step 5:Pay Fees
Plazse salect a paymeant methad and then fill in all required infarmsation.
The available peyment methods ana:

+Credit Card

+Bank Accaunt

+Trust Accaunt
Usethe drapdown menu ta change the payment type.

* indiczres 2 raquired fiald.

Payment Options

e e If Pay with Bank Account is not
- i e o working, please call the office at

614-410-4670

Credit Card Information:

*Card Type: * Card Humber: * Serutity Code: @
--Beleclo- -
*Mameon Card: * Exp. Date: e
o | 20207

Credit Card Holder Information:

Ao -fillwith
Cauntiy
*Strest Address: Checkmark "Auto-fill with"

e only if the Credit Card Holder Information is the

e e . same as the name next to it. Otherwise don't select

i __::'l_, " and manually fill out all areas with a * beside it.
*Phone:
E-rail:

Submit Payment » o




