
 
 

1 | P a g e  
 

How Schedule an Inspection in Accela  

1. Open the following website: https://aca-prod.accela.com/TOS/Default.aspx  
2. Login to Existing account  

a. If you do not have an account, please see the how to create an Accela account document 
3. You need to open the permit you are trying to schedule the inspection for. If the permit does not 

appear on your dashboard you can search it with the green magnifying glass  
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4. Click on the record info drop down and select inspections  

 

5. Do not click on the schedule or request an Inspection link at the top. Find the inspection you 
are trying to schedule in the list (there may be several pages to scroll through) click on the 
actions drop down and select schedule. 
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6. Select your inspection date and continue 
a. Inspection requests for the next business day must be made before 6:00PM 

 

7. You must select all day and continue 
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8. Verify the information is correct and Continue  

 

9. If you would like to leave a note for the inspector you can now select include Additional Notes 
if you do not want to leave a note or instructions you can click finish and your inspection will 
be scheduled  

a. Helpful Notes 
i. Contact name/phone number 

ii. Request AM/PM inspection 
iii. Lockbox code/location  

 


