


» You Will need to use an Accela Citizen
Access Account in order to apply online.

» If you currently do not have an account,
please choose

» If you are currently using ACA with the
Environmental Health Unit, you will use
the opftion.

» If you have forgotten your password,
please choose

ACCELA CITIZEN ACCESS (ACA)

m EHU EHS Permits Planning

Advanced Search +

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 powarful e-
‘government services and provide valuable information about the community while
making your interactions Lgitn 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 EHU

ookup Property Information Search Applications

EHS Permits

Search Applic Search Permit Records
Schedule an Inspection

Planning

Search Applic;

Sign In

USER NAME OR E-MAIL: %
PASSWORD: *

Forgot Password?

|| Remember me on this device

Not Registered?

* CREATE AN ACCOUNT




Login Information

STEP 1 OF 2: ACCOUNT DETAILS

Enter your User Name and Password. You must also
enter a unique email address

% Required Fields

USER NAME: *

E-MAIL ADDRESS: *

PASSWORD: *

TYPE PASSWORD AGAIN: *

ENTER SECURITY QUESTION: *

Select

ANSWER: *

CREATING YOUR ACCOUNT

> Fillin the appropriate fields

> You will need to through the fields in order to
reach the button at the boftom

> You cannot scroll on this page.

» Once you have submitted your information, follow
the on-screen prompts to confinue with registration




> View your own pe
» Search for permits
> Apply for a permit

m EHU EHS Planning Permits Licenses Enforcement /

Dashboard My Records My Account Advanced Search v

HOW TO APPLY FOR A PERMIT



» Once in the module, click on

Home EHU EHS Planning m Licenses Enforcement

Apply for a PEI’I‘I"II Search Permit Records Schedule an Inspection

HOW TO APPLY FOR A PERMIT



> Please read the disclaimer before ot Coleciors(0) WG @) fporst 7 pccount Harogerrt

e n ‘I-e ri n g yo U r O p p | i C O ‘I-i O n S Home EHU EHS Planning Wz-yyl 8l Licenses Enforcement

Apply for a Permit Search Permit Records Schedule an Inspection

Online Permit Application Submittal

‘Welcome to the Online Permitting System. Using this system you can submit an
application, pay fees, schedule inspections, track the status of your application, and

> Once yOu have read throu g N it, i you i ecnd il o convnence ofyou home oo, 24 hurs .

. Please "Allow Pop-ups from This Site” before proceeding. You must accept the
p I e O S e C h e C |< 'I'h e b OX S'I'O 'I'I n g yo U General Disclaimer below before beginning your application.

General Disclaimer

8 ave red d an d acce pT th e e Agerey ot  keep s Web formation sccurse and imet. 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

. .
d I S C | O I m e r ‘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.

» Press “Continue Application”

HOW TO APPLY FOR A PERMIT



HOW TO APPLY FOR A PERMIT

» Click the arrow to expand your application opfions
» Planning only has a Standard Application and Permits (Building) goes by permit
type.
» For Planning, you will describe your project and upload documents then staff
will determine the final permit type once it has been submitted.

S m Permits Licenses Enforcement EHS  Planning LUt Licenses  Enforcement

Create an Application Search Applications Apply for a Permit Search Permit Records Schedule an Inspection

Select a Permit Type

Select a Record Type Counter Complete Definiti

" An application is not considered counter complete until the following conditions have been satisfied:
Counter Complete Definition "9

is not considered coufiter complete until the following conditions have been satisfied: 1. The initial application information has been submitted and approved.
2. The required additional documents have been submitted to and approved by the department.®
application information has been submitted and approved. 3. Allinitial fees have been paid.
2. The required additional documents have been submitted to and approved by the department.* *Please refer to the Cowlitz County Code (CCC) 18 02 080(A) for complete list of Permit requirements.
3. All initial fees have been paid.

please contact us.

Choaose one of the following permit types available for online application. For assistance or to apply for a permit type not listed below
*Please refer to the Cowlitz County Code (CCC) 18.02.080(A) for complete list of Planning Permit requirements. \

Choose one of the following permit types available for online application. For assistance or to apply for a permit type not listed below rmits
Commercial - Factory Assembled Structures

lease contact us. - 8 N N
Commercial - Industrial Building Permit
Demolition Permit
" wation and Grading Permit
,_P‘l?:m_g_ ative A - re Code Permit
tJ) Administra “'_" ppea_ - Manufactured Home Permit

Pre-Application Meeting Mechanical Permit

() Standard Planning Application Plumbing Permit
Reroof Permit
Residential 1 or 2 Family Dwelling
Residential Utility Structure

Continue Application »

Continue Application »




Home EHU EHS Planning m Licenses  Enforcement

» Choose to search by street address or
p arc el number 1Lccaﬁm.&:awe 2 Permit Detail
> You will receive the best results if you 1P LA ReOPIe N It
choose street number, street name, and
zip code only. R e—
» Occasionally the system will tell you the e ot the streat
record has not been found. If you geft this - number, street name,
message, please press Search again. If you Press Search,

get the message again, check your
information for errors.

Parcel

*Parcel Number:

Put in the parcel number
and press Search.

Address Searci Result List

LOOKING UP YOUR PARCEL



» Each page of the permit application will provide you with the
option to “Save and resume later” or “Continue Application”
» “Save and resume later” can be used when you need to
save a partially completed application and finish it later.
> “Confinue Application” is how you will complete your
application through subbmission.

Continue Application »

APPLYING FOR YOUR PERMIT



Step 1:Location & People > Contact Information

> Applicant: You can select a name(s) from your Applicant
account you created, or you click *Add New”

Licensed Professional

» Here is where you would add a Licensed
Professional (i.e., contractor) if you will be using
one.

Licensed Professional is only necessary if a contractor is being utilized.

=

ADDING CONTACT INFORMATION



. ; . Agreement & . -
1 Location & People 2 Permit Detail 3 Documents 4 Review 5 Record Issuance

» Describe your project here. Please Step 2: Phrmit Detail> Work Description
make sure you provide enough Detail Information
details for staff to understand the
scope of what you want to do.

* indicates a required field.

* Description of Work:

» Continue with the rest of the

application. — Continue Appicaton -

PROJECT DESCRIPTION
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