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I. Introduction

The purpose of this document is to provide an overview of the City of Detroit Electronic Licenses and
Permits System (eLAPS) and to help customers get started using the system, by providing step-by-step
instructions for:

e registering for an account

e logging into the system

e viewing and managing account information

The State of Michigan (SOM) Uniform Construction Code (also known as Act 230 of 1972) requires that
permits be obtained by homeowners and/or licensed trade professionals before work is performed on
residential or commercial structures. Michigan also regulates the licensing of trade professionals who
wish to do work in the state. In addition to the State of Michigan, both the City of Detroit (the City) and
Grand Rapids also issue licenses for trade professionals who live in their respective cities, and issue
registrations for those trade professionals already licensed by the SOM. Various City ordinances and
municipal codes also govern construction and property maintenance.

eLAPS is Detroit’s implementation of the Accela Automation
(Accela) software, to manage online licensing and permitting
activity for the Buildings, Safety Engineering and
Environmental Department (BSEED) and permitting activity
for various other City agencies. elLAPS is comprised of 5
modules: Planning, Permits, Licenses (trade licenses), Business
Licenses and Code Enforcement (Property Maintenance). The
ACA (Accela Citizen Access) portion of eLAPS will provide
online access to the services of BSEED.
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Users of eLAPS should familiarize themselves with the language of the General Disclaimer, the Permits
Disclaimer, the Homeowner’s Affidavits (for homeowners pulling permits to perform work on their
owner occupied homes) and the Electronic Signature Certification, before using the system. You will be
asked to click acknowledgement and acceptance of this language whenever you are performing
various transactions in the system. These affidavits, certifications and disclaimers are necessary to
ensure that users are aware of the potential penalties for willfully circumventing state law/municipal
codes and ordinances, and for providing false or misleading information regarding either identity or
licensing status of the person performing the work, or the nature of the work that is to be performed.

Please note that from time to time disclaimer, affidavit or certification language may be changed in
the system. The City of Detroit will normally advise users when such language has been updated, but
might not always do so. Therefore, it is a good practice to always review the language that is presented
to you.

1
ACA USER GUIDE - REV. 6/11/2018 PAGE 2 OF 27




eLAPS/ACA “Account Management” User Guide

A. General Disclaimer

GENERAL DISCLAIMER

While the City of Detroit (City) attempts to keep its web information accurate and timely, the City
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 City as a result of updates and corrections.

All trademarks and service marks contained in or displayed on this web site are the property of
their respective owners. Any commercial use of the materials stored on this web site is strictly
prohibited without the prior written permission of the City.

The City is neither responsible nor liable for any viruses or other contamination of your system
nor for any delays, inaccuracies, errors or omissions arising out of your use of the site or with
respect to the material contained on the site, including without limitation, any material posted
on the site. This web site and all materials contained in it are distributed and transmitted "as is"
without warranties of any kind, either express or implied, including without limitation, warranties
of title or implied warranties of merchantability or fitness for a particular purpose. The City is not
responsible for any special, indirect, incidental or consequential damages that may arise from
the use of, or the inability to use, this Web site and/or the materials contained on this Web site
whether the materials are provided by the City or a third party.

In addition to the preceding terms and conditions the City, its officers, employees, agents or
representatives shall not be liable for any damages of any kind arising from your use of the online
payment service. Nothing contained in this web site constitutes or is intended to constitute legal
advice by the City or any of its agencies, officers, employees, agents, or representatives.

EXTERNAL LINKS

This web site may contain links to other sites on the Internet, which are provided for the
convenience of the user. The City is not responsible for and makes no representation about the
content or material available on such other sites. Links are not intended to imply sponsorship,
affiliation, or endorsement by the City.

PRIVACY POLICY

While the City does not sell any information collected and provided through this web site, such
information may be subject to disclosure as required by any federal, state or local laws, rules.
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B. Permits Disclaimer

ftHome QSearch~ +New~ [MRequest~ @Help

A neements  Logoed b as Test O ollections (D) W9 Cart (0] Account Man

elcome to (& f Detroit PS e Page
5 T  Permittig. S

Home m Ucenses Planning Business Ucense  Code Enforcement

Apply for a Permit Search Permint Records Schedule an Inspection

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
print your final record all from the convenience of your home or office, 24 hours a day,

ection 23a of the State Construction Code of 1972, PA 230 1972, MCL 125.1523a, prohibits a person from conspiring to circumvent the Licensing Requirements of
this State relating to persons who are to perform work on a residential building or a residential structure. Violators of Section 23a are subjected to civil fines,

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

Gonaral Desclaimar

Whille the City of Detrot (City) stlempts 10 heep 23 web ficemation scourate sexd
timely. the Clty neither warrants nor makes representations as 10 the functionalfty
Of COnton of This web site, its sutabiity for use. freedom from interruptions o
froen comgriter virus, O NON- indringement of peopriotiry rights. Web matenals have
beon compiied from 3 variety of 10crces and are wject to change withoot notice
froen the City a5 a resul! of updates and comrectons

| hrew read and accapted the above terms

Continue Application »
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C. Homeowner’s Affidavit

fAHome QSearch~ +New~ [MRequest~ @Help

Home BEDLEME Licenses Planning Business License  Code Enforcement

Apply for a Permit Search Permat Records Schedule an Inspecuon

Plumbing Permit

1 Jeth Liscation : ; : ‘

Step 2: Permit Detail > HOMEOWNER AFFIDAVIT

| hereby certify the plumbing work described on this permit application shall be installed by me in my own home in which | am living or about to occupy. All work
shall be installed in accordance with the Michigan Plumbing Code and shall not be enclosed, covered up, or put into operation until it has been inspected and
approved by the Plumbing Inspector. | will P with the Plumbing Inspector and assume the responsibility to arrange for necessary inspections.

* IncBCat 3 recuarnd feld

Homeowner's Affidavit

HOMEQWNER AFFIDAVIT

*1 hereby corvify that | have read and und: d the above

D. Electronic Signature Certification

| Certify Ehat | have read and undersiand the minactions that socompany e application and that the staterment made o part of this application are true. camplebe, and cormect and that no matertal
Infiormanion Fas been emitted. By checking i box bolow, | understand and agros thar | am sleceronically sgning and filing this application

/

[ By chvesc ko thas e | sgress i the sboe et atee Luate
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II. eLAPS ACA (Accela Citizen Access) Overview

This is the home screen. From this screen you will be able to access any of the five modules, plus search
for records that may exist in the system. Note that you must log in to do anything other than search for
basic information.

fMrHome QSearch~ +New~ [Request~ @Help

Permits Licenses Planning BusinessLicense  Code Enforcement

Advanced Search

User Name of E-mail: Password: | m

[F] Remember meon this computer e forgotten my password  New Users: Register for an Account

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

Accela, Inc powertul &-goi ana While making your more
efficient, convenlient, and interactive. To use ALL the servk provide you must register and create account Information, get questions answered and have limied 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 ke to do today?
To get started, select one of the services listed below:

Permits

Search Permit Records Schedule an Inspection

Licenses

Modules:

e Permits — This module allows contractors and property owners to obtain the construction, trade
and environmental permits that are issued by BSEED and several permits that are issued by other
city agencies. Permits requiring plan review or verification of documentation will require review
and approval by BSEED before issuance.

e Licenses (trade licenses) — This module allows trade professionals to obtain a license or
registration to do business in the City of Detroit.

e Planning — This module allows users to submit applications covered by the planning and zoning
activities in BSEED. It includes plan review and special land use.

e Business Licenses this module allows business owners to apply for a license to operate a business
in the City of Detroit.

e Code Enforcement — This module allows property owners to register vacant and rental properties
or request pre-sale inspections.
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III. Register for an Accela Citizen Access (ACA) Account

Permits  Licenses Panning  Business License  Code Enforcemaent

Achvanced Search
User Mame or E-mail Pasgyeond: m
...... T e ¢ pr— v

Click Here

Wlcome bo the rirw Citizen Portal
W are pleated (0 offer our Citizens, businesses, and VSO 300055 10 GOVEIIMEnt Servoes onlineg, 24 hours 3 day, 7 days 3 wesk

i pasrirsership withi . W are huliiling cur peomise 0 deliver powerul o-goverTIment senaces and provide valuable information about he community whille malking your interactions with us more
SfECnE, Covsnient, S irmaracsiee. To wie ALL the Sereices e i PO TR degriter arkd Oreabe B imed Eodrnt Toed G vidner o, Gt Guarstions andwenidl ared R Bmited ecacir I8 an SSemrman

Vi T I wall B v oo it i e, Fihiind bl OF Givvic Bt ridlis Ling Bid wiorking in auf comimunity b mors snjyhbvs v

What would yeu like te do todiy?
Tio et starbed, select ane of the servoes Insed below

A. Registration - Step 1

Verify that you have read and accepted the terms of the General Disclaimer, check the box and then click
on the ‘Continue Registration’ button.

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 A
While the City of Detroit (City) atternpts to keep its web information accurate and

timely, the City neither warrants nor makes representations as to the functionality

or condition of this web site, its suitability for use, freedom from interruptions or

from computegyirus, or non-infringement of proprietary rights. Web materials have
Tom a variety of sources and are subject to change without notice

fro Ity as a result of updates and corrections. Vv

[ 1 1 have read and accepted the above terms.

Continue Registration» €

ACA USER GUIDE - REV. 6/11/2018 PAGE 7 OF 27




eLAPS/ACA “Account Management” User Guide

B. Registration - Step 2

After clicking Continue Registration, you will be presented with the Account Registration Step 2 form.
Fill in the required fields that are indicated by a red asterisk (*) in the Login Information section:

User Name: Enter a username that you will use
to log in to your account. Do not use spaces in
your user name and do not use your email
address as your user name. Also note that your
username must be unique. If the name you have Login Information
chosen is already registered in the system, you
will receive an error message. In this case, it is
often useful to add numbers after a common
username to reduce the likelihood that it will be

a duplicate. * E-mail Address:

Account Registration Step 2:
Enter/Confirm Your Account Information

*User Name:

E-mail Address: This email address will be the
primary point of contact regarding your online * Password:
account. It can also be used to log in if you
forget your user name.

*Type Password Again:
Password: Enter a password for your account.
Choose a password that you can easily
remember. Strong passwords are at least 8
characters long and include at least (1) capital
letter, (1) number (1) lowercase letter and (1)
special character.

* Enter Security Question:

* Answer:

Security Question: The security question that
you enter will be used to verify your identity,
should you ever need to reset your password.

Security Question Answer: enter the answer for the security question you chose. This answer will need
to be entered correctly whenever your security question is presented to you to verify your identity.

The tool tips icons @ will also provide you with information regarding acceptable values that can be
entered into fields.

1
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C. Contact information

At the bottom of the Account Registration - Step 2 form, there is a Contact Information section for you
to add your contact information. Click on the ‘Add New’ button.

* Enter Security Question: )

* Answer:

Contact Information

Please select whether you are registering as an individual or as an organization {business) and enter your contact information.

: '

Select Contact Type
» A pop-up window will appear requesting a Contact Type be selected.

*Type:

Individual hd

Discard Changes

» If you are an individual who will be submitting
applications, such as a homeowner or a trade professional, | Select Contact Type
select ‘Individual’.

» If you are registering an account for a business or .
*Type:

organization, select ‘Organization’. ————————
—Sdel:t—
.. . . . . O izati
TIP: Individuals and Organizations can assign delegates to their bl
accounts. For instance, a contractor firm can register as an _
. . . . Continue Discard Changes
Organization, and then delegate permission to submit

applications, or perform other tasks on their records, to one or
more individuals within their company. Those delegates would need to have their own Individual
citizen access accounts. See IX. Add a Delegate.
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> |If ‘Individual’ was selected:

Enter the required fields (*) that will enable us to contact you.

Contact Information
*First: Middle: *Last:
*Primary Phone: Maobile Phone:
*E-mail:
P Contact Addresses

Continue [o([:-T3 Discard Changes

Home Phone:

*Preferred Channel:

Email

Home Phone
Mobile Phone
Postal Mail
Primary Phone
Waork Phane

*Please note that Preferred Channel refers to your preferred method of contact.

Mobile Phone:

* Preferred Channel:

Email

Home Phone
Mobile Phone
Postal Mail
Primary Phone
Work Phone

> If ‘Organization’ was Contact Information
selected, these are * Name of Business:
the fields that must
be entered to enable
DBA/Trade Name:
us to contact you.
Please enter at _
L * Primary Phone:
minimum all of the
required fields (*)
* E-mail:
*FEIN:
P Contact Addresses
Continue Clear

Discard Changes

ACA USER GUIDE - REV. 6/11/2018
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» Expand the ‘Contact Addresses’ link by
clicking on the arrowhead.

Click on the ‘Add Additional
Contact Address’ button. Add at
least one contact address and
indicate if the address is business,
home or mailing in the Address
Type field.

@ Contact Addresses
Continue Clear Discard Changes

¥ Contact Addresses

Add Additional Contact Address /

To edit a contact address, click the address link.

Showing 0-0 of 0

Action Address Type Address Status

No records found.

Continue Clear Discard Changes

Contact Information
Contact Address Information

*Address Type:

Business
Home
Mailing

United States v

*Address Line 1:

Address Line 2:

*City: * State/Province:
Code:

*ZIP/Postal

After entering your data, click on the ‘Save and
Close’ button to complete your registration or
‘Save and Add Another’ button to save your
address information and then add additional
contacts to the registration.

Save and Add Another Clear Discard Changes

A

ACA USER GUIDE - REV. 6/11/2018

PAGE 11 OF 27




eLAPS/ACA “Account Management” User Guide

Once you have completed the registration, the notifications shown below appear at the top and bottom
of the screen respectively, indicating a successful registration:

Contact Information

Please select whether you are registering as an individual or as an organization (business) and enter your contact information.

" Contact added successfully.

Janet Doyle
|
Home phone:

Mobile Phone:

work Phone: [N
Fax:
Edit Remove

¥ Contact Addresses

m Pormits  Liconsgs  Planning  Business Liconse  Code Enforcomant
Advanced Search

¢ Your aocoant has been cresied successiully. fou can login immedishety using your User Hame and Passeord
| I
&

Your sccount his beon succemfully created,
Congrasulations. You Fave successully created an acoount with the Agency and can login immediately.

You may click the Login Now button to immediately access your new account.

An email will be sent to the email address provided, with a subject of “Welcome to eLAPS!” Check your
email for a message from ‘commgr’. You may need to check your ‘Spam’ or ‘Junk’ folders as well.

From: Commar.

Sent: Wednesday, May 2, 2015 5:45 PM
To: your email address

Cc: commgr

Subject: Welcome to eLAPS!

Welcome Your Name or Company. to the City of Detroit's electronic Licensing and Permitting System Portall

[Thank you for registering for an account. Please remember your User Name, password, and security question
answer for future logins. Your email address will be used for communications from eLAPS.

Regards,
Buildings, Safety Engineering and Environmental Department

This is an aufomated emsail, so please don't reply.
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IV. Login/Reset Forgotten Password

Other than the opportunity to “Login Now” after initial registration, logins take place from the Home
Screen. Simply enter your username (or email address) and password. Then click the Login button.

*If you check the ‘Remember me on this computer’ box before logging in, the system will retain your
username so that you do not have to reenter it when using the same computer. You should only consider
this for a private computer.

Permits Licenses Planning Business License  Code Enforcement

Advanced Search

User Name or E-mail: Password: m

| Femember me on this computer

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, comveniont, and interactive. To use ALL the sarvices we provide you must register and créate a user account. You can view informatian, get questions answered and hawve limited servicas 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:

1
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A. Reset Password Process

In case of a forgotten password, click on “I’ve forgotten my password” link. The system will display a
screen to allow you to enter your email address and answer your Security Question.

Reset Password

Forget your password? A temporary password will be sent to you via e-mail after your e-mail address and security answer have been verified

* E-rnail Address: ,,I Enter your email address so the system can
_— authenticate and send you a temporary password
—

The security question you answerad when you first registered is displayed below. Please provide your security answer S0 we can verify your identity

Security Question:
Favorite colbor?

Enter the answer to vour

+Security Answer? Security Question shown.

Click on Button
e

After sending the request, the following screen appears.

m Permits Licenses Planning Business License Code Enforcement
Advanced Search

. . User Name or E-mail: Password
Your password has been reset. An e-mail has been sent containing
your temporary password. Please use the temporary password to login.
You will receive an e-Mail shortly containing a newly generated password. Once logged in [ Remember me on this computer LRI T e [ R T T

you may update this password in "Account Management’.

Check your email for a message from ‘commgr’. You may need to check your ‘Spam’ or ‘Junk’ folders as
well.
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Sample Password Reset Email:

From:
Sent: Wednesday, May 9. 2018 2:29 PM
To: your email address

Cc: commar
Subject: Reset Password for Your Name

Dear Your Name,

You have forgotten or requested your password to be reset. Here is your temporary password &%1iC6
Please log in with it and create a new password.

Thank you for using eLAPS.

Regards,
el APS Support

Thiz i= an sutomated email, so please don't reply.

B. Changing Your Password

Once you log in with your

temporary password, you An error has occurred. -
. . . Please update your login information with a new password.
will receive a warning

message that you must

update your password by:
. Change Password
a) entering the temporary

password you were sent,

b) entering a new password |*User Name: The system will
pre-fill your
and User Name

c) reentering the new
*Old Password:

i
passwo rd. J Enter the temporary passwcurd
—r from the email

-

*MNew Password:

*Confirm Password:
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V. Account Dashboard

The first page you will receive after you log in is your Account Dashboard. It will provide you with some
high level information about the transactions you have in the system. From this page you can see:

A. ltems that have been saved in your shopping cart, for which you have not yet paid.

B. Collections: This is a useful tool that allows you to group records together, providing the ability
to treat them as a group for viewing, obtaining statistical information, making payments, etc. See
VII. Managing Collections

Work in Progress: The last 10 records recently created by you, but not yet completed.

My Records link: Provides a list of all of your records.

My Account — Allows you to view and update your personal account information.

Logout Link - Use this to log out of the system.

-
@ Busingss License  Codoe Enforcoment
Cashbos Saarch

rd My Reconds My Account Advancid

mmoo

Hello, Janet Doyle

Sarved i Car 10} Wierw Cart Iy Cllecsien (3 Wiew Collections

There are no items in your shopping cart right now. You do not have any collections right now.

Work in progress (7 o Ve Al Rocords
Hevord Warre L] Mot Creation Dabe ALgien

M recorts lound

1
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VI. Manage Account Information

The Manage Account page is used to view and update account information. You will reach this page by
clicking either the My Account link or the Account Management link.

Announcements Logged in as:Janet Doyle Collections (0) ™ Cart (0) Account Management Logout

-

m Permits  Licenses lﬂlng Business License  Code Enforcement

Dashboard My Records My Account Advanced Search

From this page you can do the following:

A. Edit login information (You Manage Your Account

Four currens sccount informarion i thows below. Dlick sn [ Bution m updste informasion withis 5 sscion

cannot change your
username)

B. Add a professional license

to your account —

€. Update oradd contact
. . License Information Rl 3

information. If you have

obtained professional m;a,"m”- I
licenses via the system, they
will appear here, as well as
any licensing exams you
have taken.

D. Upload and add

attachments (documents)to |[mmmosznin .
your account e [ T un Lowm llgdes Cocepuos. Donsmreiuns s Dw [y e

E. View and manage any trust @
accounts you have
. Trust Account Information
established for payments
F. Delegate who can access —
your account and see the " —
accounts to which you have
been given delegated access
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VII. AddA License

Professional Trade Licenses that are associated with your account allow you to pull applicable permits.
When you apply for a new license or registration, it is normally automatically added to your account
once approved. You may also manually add existing licenses and registrations that belong to you to
your account by clicking Add a License on the Account Management page.

Choose the License Type and enter the License Number. Then click Find License.

a required field.

License Information

*License Type: * License Number:

--Selact-- v

Click Connect to attach this license to your account.

Adding a License:

* indicates a required field.

License Information

Showing 1-1 of 1
License Number Type Name Action

LIC2018-00046 Plumber Master John Daoyle Connect

Search Again »

You will be asked to verify that you want to associate this license with your account.

Message from webpage

e Do you want to associate this license to your account?
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Click OK to verify and you will receive notification that the license has been associated successfully. You
will also receive an email advising you that your request is under review.

LIC2018-00046 professional license added successfully to your public user account.
This license must be activated before use.

Your license will appear as ‘Pending’ until the agency has reviewed your request to verify that this is
your license. You might be asked to upload additional documentation to assist in this verification.

I LIC2018-00046 Plumber Master 08/31/2016 08/31/2018 Pending v I

Once the agency has approved your request, your license will now appear on your My Account page as
‘Approved.’

I LIC2018-00046 Plumber Master 08/31/2016 08/31/2018 Approved . I

You may view details for
your I|Cense by C||Ck|ng the LIC2018-00619 Plumbing Firm Reg 06/09/2018 06/29/2018 Approved Actions v

View
Actions dropdown and —_—
selecting ‘View.’

You may also remove a license from association with your account under the Actions dropdown.

If you select Remove, you will receive a Message from webpage *
warning to verify that this is what you
want to do. This operation cannot be undone.

Are you sure you want to remove this license?

Cancel
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VIII. Attachments

Various transactions require that you upload documents for verification. For instance, applying for a
professional trade license might require the upload of a driver’s license or state ID, among other
documents. The system will allow you to attach those documents that you are uploading to the record
you are currently creating, and it will also ask if you want to attach the document to your account.
Attaching documents to your account makes them available for easy upload the next time you need
them. You can also attach documents to your account even when you are not creating a license,
registration or permit record, via the Attachments section of your Account Management page.

The Attachments section of your Account Management page allows you to manage your attachments
by uploading documents to your account or removing documents from your account.

The maximum file size allowed is 500 MB.
hitmil;htm:mht:mhtml are disallowed file types to upload.

MName Entity Type Type Size Latest Update Description Document Status  Status Date Upload Date Action Entity
e Master Plumbers - _ Individual - Janet
Whitecat.pn; Contact License 39.32 KB 05/25/2018 master Uploaded 05/25/2018 05/25/2018 Actions v Doyle

State of Michigan : Individual - Janet
Builderlicense.png  Contact Contractor's 209.29 KB 05/25/2018 contractor's license Uploaded 05/25/2018 05/25/2018 Actions v Doyle

License
e Driver S - Individual - Janet
MiLicense.png Contact Licanse/State ID 109.77 KB 05/25/2018 driver's license Uploaded 05/25/2018 05/25/2018 Actions v Doyle

Notarized Individual - Janet
addnew_png Contact Assignment Letter 162 KB 05/25/2018 notarized agent letter Uploaded 05/25/2018 05/25/2018 Actions v Doyle

for Agent

Upload Date Adction Enmntity . . . . .
" The Action dropdown gives you the option of viewing
: ) Individual - Janet . . .
LT Actions ¥ 1\ or deleting an existing attachment.
= _ Individual - Janet
05/25/2018 Actions oIS TR The Add button allows you to add new attachments.
_ Individual - Janet You will receive a File Upload popup box to browse
05/25/2018 Actionsw vie
your computer and add documents for attachment.
- Individual - Janet
05/25/2018 Actionsw Doyle
View Details

Delete

1
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File Upload %

The maximum file size allowed is 500 MB.
Itmk:htmcmirt;mhtmil are disallowed file types to upload

Cancel

*Attach Toc
Select bl
Pl
serall jpg
0
* Descriphon
Sawve Add Remove All

Click the Add
button in File
Upload to select as
many documents as
you wish to attach,
one at a time.

File Upload

The maximum file size allowed is 500 MB.

scrollipg

When you are
finished selecting
documents, click

htmbhtm;mitmitenl are disallowed file types to upload.

100%

Cancel

Continue.

* Attach To:

Associated License

Jane Doyle - LIC2018-00578
Associated Contact

Janet Doyle

L

100%

* Description:

Determine whether you are attaching the document to a specific
record (e.g. an existing license) or to your general account
(Associated Contact). If you connect it to your associated contact, it
will be available for any future transactions.

You will also enter a description for the document before clicking Save to attach it to your account.

The document will appear in your

account without a Type. Type is applied
to a document when it is being attached

to a specific record or application that
you are submitting, that requires
specific types of documents be
uploaded.

ACA USER GUIDE - REV. 6/11/2018

The maximunm file size allowed is 500 MB.
htmbhtm;mht;mhtml are disallowed file types to upload.

Name Entity Type Type Size

Master Plumbers

Contact £
License

Whitecat.png 3032 KB
Notarized
Assignment Letter
for Agent

Contact 162 KB

Drriver

Coas License/State ID

109.77 KB
State of Michigan
Contractor’s
License

o Contact 209.29 KB

Latest Update

05/25/2018

05/25/2018

05/25/2018

05/25/2018

Description

master

notarized agent letter

driver’s license

contractor's license

Contact 850.90 KB

05/30/2018

‘general document I
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IX. Add a Delegate

License holders can appoint delegates to submit applications, create records and perform transactions,
such as fee payment, on their behalf. The Delegate form allows the license holder to have control over
the specific types of actions the delegate can take.

To add a delegate, navigate to the Account Management page and locate the Delegates section.

Delegates sl Uz oz

People who can access my account

None

People whose account | can access

None

Click Add a Delegate to receive the popup window where you will provide the name and email address

of your delegate, and give them the

permissions you want them to have. Set Add a Delegate x
DEIante Permissions determines the Enter the name and e-mail address of the person to whom you would like to grant delegate access to your account.
actions they can take on your behalf. * Name + E-mail Address

Check the box next to each permission
you are granting. If you click Change

. X X . Delegates can view records across all categories unless you choose to restrict them to specific categories.
next to any permission, you can limit the | ViewRecordsinall categories (Change)

Ca tego r'i es fo rt h at pe rm | SS i on. For the following permissions, the available categories are limited to the ones that you have granted the delegate access
to view records.

Set Delegate Permission

[ Create Applications in all categories (Change)
[] Renew Records in all categories  {Change)

[] Amend Records in all categories  (Change)

You are required to check the I’'m not a - .
[] Manage Inspections in all categories  (Change)

rObOt bOX before you can InVite ad [C] Manage Documents in all categories  (Change)
Delegate- [] Make Payments in all categories  (Change)
Add Personal Note

™
I'm not a robot

reCAPTCHA

Privacy - Terms.

Invite a Delegate | Cancel
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Your Account Management page now shows the delegate that you have invited. An invitation email
will be sent to your delegate.

Delegates sy b

People who can access my account

Janet Doyle (DOYLEJANETES7@GMAIL.COM) View Invitation
Invitation sent on 05/30/2018

Add a Delegate

People whose account | can access

None

If you are the delegate and you receive an invitation email, you can navigate to your Account

Management

page and the

People who can access my account

invitation will o

a ppea r- People whose account | can access
John Doyle (doylejohn940@gmail.com) Actions v
Last accessed account on 05/30/2018

Accept the

invitation and you can now perform the approved actions on behalf of the person who invited you.
Your page now reflects the people whose accounts you can access.

At any time, you may click Actions to view your permissions or remove yourself as a delegate.

Delegates sidld bes s

People who can access my account

None

People whose account | can access

John Doyle (doylejohn940@gmail.com)
Last accessed account on 05/30/2018

Actions v

View Permiss

Remove

Accela Citizen Access | Copyright 2016

Manage Delegates *
{doylejohnd40mgmaileom)

Added on QRAIAI1E
Voo bast scosiied on 05302018

Permissions

Woi cusrenithy Fave SO0 Lo the dollowing on the sccowint
= Virw Records i selecied caegonies

= Creabe Applcation in sslected caegonies

* Henew Records in selected categones

& fmeerd Brcorch m beleched categonet

* Manage Doouments in selecied cmegonies

* Msne Paprrerili i delectiod Cabbgariel

Back to account

Remove my SCcess b this sccount
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X. Managing Collections

The collections feature allows users to create folders to organize and manage their records. Summary
information, including inspections and fees, can then be obtained for the collection.

To create a collection: Go to your records list by clicking the My Records link. Mark the check box next
to each record you want to organize into a group. Click the ‘Add to collection’ link. Enter a name and
description for the group when prompted.

Click “View Collections” on your Dashboard Page, or the Collections link at the top of any web page, to
go to your collections. You can rename or delete a collection at any time. Deleting a collection will not
delete the records that were in the collection. It only deletes the grouping.

Collections
This Is a list of your collections. To manage a collecton, click the link next o the collection name

Showing 1-1of1

Date Modified Name Description Number of Records
04/02/2018 Weird Test Records 8
Data

Weird Tes: Records

Total Records: B (2 Permits, 2 Code Enforcement, 4 Licensas)

Inspections Summary: 0 (0 Schedulad, 0 Raschedulad, 0 Approved, 0 Denied, 0 Pending, 0 Cancelled)
Fees Summary: $746.00 Paid, 515.00 Dusa

Code Enforcement

|
Showing 1-2 of 2

[] Date ﬁicrmr Record Type Description Address Seatus Actlon Short Notes
Fire Insurance 433 KITCHENER,
[ osmerzoe _— e
M1 namsemme VDM Dancerasinn 493 KITCHENER,
>
Licenses
| |
Showing 1-4 of 41 1
Expiration Shont
[] rRecom Number  Recond Type DEA Name Address Dats Status Action Notes
Wrecking
|:| Contractor Submitted
Application
Elecrical
rentice
O ag;lmamn Approved
Application
Machanical
| Oooupational undefined 030772015 Active
License
Machanscal
Ocoupational 2 o
O Licanse Approved
< >
Parmits
|
Showing 1-2 of 2 I
Record
[] Date e Record Type Project Name Address Status Action Short Notes
485 Kirchenes
; St. Bldg, Detrolt .
|:| 03132018 Plumbing Permit  J-7 M1 48715 Issue Permit
Unived States
421 Drexed 5t
Mechanical Bldqg Desroit M1
L] osnsmzom Permit 48215 Unhed
< >
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XI. Making Payments

In some cases, after you have submitted an application, and after the back office has reviewed your
application and associated documents, you will receive an email that instructs you to log into your
account and look for any fees that are due for that application. When you log in, your My Records page
will show you which applications require payment. If you click on the Pay Fees link it will take you into
the payment process. In other cases, your application workflow will take you right into the payment
process.

Example:

Showing 1-2 of 2 | Add to collection | Add to cart | Copy Record
D Record Number Record Type DBA Name Address Expiration Date Status Action Short Notes

Electrical Contractor - P
[] 1sTmp-oo1151 e Resume Application

Plumbing Contractor

PAPPZ018-00044 mbing ctor
O FRz01E-000 Registration Application

Approved for lssuance

Click Check Out to select invoices to pay.

Home Permits @ Planning Business License Code Enforcement

Apply for a License Search, Amend & Renew Licenses

Listed below are the license application fees based upon the information you've entered.

Application/Renewal Fees
Fees Oty. Amount

Electrical Master License 1 $55.00

TOTAL FEES: $55.00
Note: This does not include additional inspection fees which may be assessed later.
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If there are multiple items, you will need to add the

Cart
ones you are paying to your cart. Click Checkout
when you are ready to enter your payment
information. Step 1: Select item to pay

Click on the arrow in front of a row to display additional information. ltems c
Continue Shopping button.

No Address

1 Application(s) | $55.00
»  Master Electricians Application Total due: $55.00
EMAPP2018-00011

Total amount to be paid: $55.00

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

o T

The payment information page will present you with options for making a payment: by credit card or
with a bank account. After you have entered your credit card information, you can select “Auto-fill
with” and choose the account whose contact information you want to use. The system will auto-fill all
your contact information fields with information from that account. Otherwise, you can enter each of
those fields individually. Make certain that all required fields have been completed before clicking

Payment Options Submit Payment.

Amount to be charged: 555.00

@ Pay with Credit Card
(@) Pay with Bank Account

Credit Card Information:

*Card Type: * Card Number: *Security Code:
Visa -

*Name on Card: * Exp. Date:

| oL 20197

Credit Card Holder Information:
[C] Auto-fill with

John Doyle ™

1
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XIII. Glossary of Terms

TERM _ DESCRIPTION/DEFINION

Accela Citizen Access Accela Citizen Access (ACA) is a product of Accela, Inc. The City of Detroit has configured
and customized this product as the citizen access portal for licensing and permitting.
Address Type Dropdown selection includes:

» Business

» Home

» Mailing
The selection made is used to indicate the type of contact address for your registration.
Answer Supply the answer to the Security Question you entered. There is a limit of twenty (20)
characters.
Contact Type Dropdown selection includes:

> Individual

» Organization
If you are registering as the homeowner or a contractor, choose ‘Individual’
If you are registering as a business, choose ‘Organization’

Password Choose a password for your account. It must be between eight (8) and twenty (20)
characters.
Preferred Channel Preferred method of contact. Dropdown selection includes:
»  Email
» Home Phone
» Mobile Phone
» Postal Mail
» Primary Phone
» Work Phone
The selection indicates the best method to contact you.
Security Question Write a question that will help us identify you if you experience account difficulties.
User Name A unique sequence of characters used to identify a user and allow access to a computer

system or online account. This will become part of your login.

DO NOT USE YOUR EMAIL ADDRESS for your USER NAME.

It can be between four (4) and thirty-two (32) characters and contain letters, number
and these special characters:

1. Atsign[@]

2. underscore [ _]

3. hyphen|[-]

4. Period[.]

5. right parenthesis [) ]

1
ACA USER GUIDE - REV. 6/11/2018 PAGE 27 OF 27




