ACA Citizen Portal — Scheduling an Inspection

https://aca.longmontcolorado.gov/CitizenAccess/

Welcome to the Citizen Portal page. This website allows users to submit various types of applications or code

complaints. This website will also allow users to search existing permit information for any address within the city of
Longmont. The current available applications are:

e Building
o Combo Permit —Residential
o Fence

e Enforcement
o Create a Complaint

e Licenses
o Contractor Application
o Backyard Chicken Hens
o Wood Burning
o Sales and Use Tax

This guide demonstrates how to schedule
an inspection for any record. To schedule an
inspection registering for an account is
recommended but not required.

The Home Page
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https://aca.longmontcolorao.gov/CitizenAccess/

After loading the website, you will
be directed to the home page.
More features become visible once
you log in.

Please register for an account to
take advantage of an easier way to
apply for various applications. If you
work for a company as an assistant
it would be best to create an
account on behalf of the company.

Please take note of announcements
and information about upcoming
maintenance or down time in the
center of the page.
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m Building Enforcement Licenses Planning Public Works

Advanced Search

Welcome to the new Citizen Portal

Citizen Portal is compatible with IE 7 to IE 10, Firefox and Chrome. Try
running IE 11 in compatibility mode if having issues.

Please sign into an account to create an application. If you don't have an account
please Register for a new account.

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 vie!
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.

permit, “Inspections” can be found under the "Record Info” tab. Use the "Action” button

to schedule a date ***

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

General Information Building

Lookup Property Information
Search for a Licensee

Bearch Applications

Enforcement Licenses

Create a Complaint Search Applications

Search Applications

Planning Public Works

Search Applications Search Applications

Sample showing the Home
page before logging in.

Login
User Name or E-mail:

Password:

|| Remember me on this computer

I've forgotten my password
New U

Check this area
for current
announcements




Schedule an Inspection

In order to schedule an inspection please follow the
instructions below.

1. Typein the permit number in the search bar on the

top right corner of the page. Press enter or click the

magnifying glass to search.

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

[Search... Qv l
Planning  Public Works /
Enter the
Permit

Login

User Name or E-mail:

lnumber here.

refox and Chrome. Try e —
Jes. | | |

Password:
| |

[] Remember me on this computer

I've forgotten my sword
New Users: Register for an Account

fyou don't have an account

isitors access to government

‘omise to deliver powerful
ion about the community while
enient, and interactive. To use

ate a user account. You can view
Services as an anonymos user.

Next, click on the record info tab underneath the
record status. Please note that only permits with the
status of “Issued” will be allowed to schedule an

inspection.
Home Buildlng Enforcement Licenses Plannlng

Search Applications

Record B2018
Electric Service - Residential

Record Status: Issued . Click on
Record Info

Payments

Record Info ¥

Work Location
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3.

Click on Inspections.

Home Q:HIGIGGE Enforcement Licenses
Search Applications
Record B2018 "
Electric Service - Residential
Record Status: Issued
Record Info = Payments *

Record Details

Processing Status

Click on

inspections.
Related Records
Attachments - -
] ()
= = TR
[ [ I |
Inspections e ..E": a0

]

Locate the inspection you want to schedule. There are
only five inspections listed per page. If you do not see
your inspection on the first page please click the next

button to view the next five pending inspections.

Inspections

Upcoming (45)
Use Actions Arrow Below to Schedule Corresponding Inspection
Click the link above to scheduile or request one.

TBD at TBD Pending Occupancy Separation (876602)
Inspector: unassigned

Actions v

TBD at TBD Pending W/WW Water Meter Final (875509
Inspector: unassigned

Actions v

TBD at TBD Pending Final Drain/STS (875508)
Inspector: unassigned

Actions v

TBD at TBD Pending Residential Lawn Spi
Inspector: unassigned

Actions v

%

< Prev 1 2 3 4 5 [ 7 8 9 Next >

Use the page
navigation to view

ing ILC/ Setback Certifi . .
TBD at TBD Pending etback Certi more |nspect|on5‘

Inspector: unassigned




5. Click on the blue “Actions” button and then click on

“Schedule an inspection”.
Inspections

Upcoming (3)
Use Actions Arrow Below to Schedule Corresponding Inspection

Click the link above to schedule or request one.

TEBD at TBD Pending Electrical Service Size Verification (877709) Actions ¥

Inspector: unassigned

TBD at TBD Pending Electrical Final (877708) Actions ¥

Inspector: unassigned

TBD at TBD Pending Electrical Service (877707) Actions ¥

Inspector: unassigned

This section will show
completed inspections with

Completed comments from the inspector.

There are no completed inspections on this record.

Actions w

View Detalls
Actions - _Schedule

P

Actions »

6. After clicking “Schedule” a page will appear with a
calendar. Click on the day you want to schedule.
Below the calendar the available times will be shown.

Select a time that you want and click continue.
Schedule/Request an Inspection x

Inspection type: Electrical Service Size Verification

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

Apr 2018 May 2018 Jun 2018
Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa
1 2 3 4 5 6 7 1 2 3 4 5 1 2
8 9 10 1 12 13 14 6 7 8 9 10 1 12 2 4 5 6 7 8 9
15 16 17 18 19 20 21 13 14 15 16 17 18 19 10 1 12 13 14 15 16
22 23 24 25 26 27 28 20 21 22 23 24 25 26 o8 19 20 2 22 2
20 30 27 28 20 30 M 24 25 26 27 2 20 30

Available Times for Thursday. May 10 2018
Morming

(@ 08:30 AM - 12:30 PM
Afternoon

(0 12:30 PM - 04:30 PM

Click continue to
/ proceed.
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7. The next page will allow you to choose contact

information. If the contact listed is the person that
will be there for the inspection then click continue. If
the contact information needs to be changed then
click “Change Contact”. Then, select “Specify another
person”. Then, enter the contact information and click

“Submit”. Finally, click continue to proceed.
Schedule/Request an Inspection

Hispecuarn [ype CleCrical DerviLe JILe vernauon

Location and Contact

Verify whether the location and contact person for the selected inspection are correct.

Location

LONGMONT CO 80504

Contact

Change Contact v

(O Select an existing contact

™

@m:lher person (for this inspection only)

*First Name Middle Name *Last Name

Test Tester

*Phone Number

k0z-303-3003

Cancel

Back Cancel

8. The next page will show all of the information for the

inspection. Please review the information and click
finish if everything is correct. If there is something
that needs to be changed then click “Back” to



navigate backwards and correct the information.

Schedule/Request an Inspection

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

Inspection Type: Electrical Service Size Verification
Date and Time: 5/10/2018 8:30 AM
Location:

LONGMONT CO BO504
Contact: Test Tester 3033033003

Include Additional Notes

Cancellation and Reschedule Policy:

Reschedule must be made before 08:00 AM.
Cancellations must be made before 08:00 AM.

m Cancel

9. The scheduled inspection will now appear on the list
as scheduled instead of TBD. Repeat the process for
any other inspection that needs to be scheduled.
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