ACA Guide (Create Application)

-Accela Citizen’s Access offers the opportunity to apply for licenses, permits, and plan review online.

-Sign into ACA and arrive at dashboard. You can select which type of review/license/permit to apply for.

The license information listed on the LARA website https://acal.accela.com/lara

may be recognized as a license and all the authority granted with that specific license. Eirst Lastor Licensa # v
Enforcing agencies should rely on this information to issue permits.

BCC Licenses BCC Permits  Plan Review _

Dashboard My Records My Account Advanced Search

Hello,

Action Required (0) () m

There are no actionable items which need your attention right now.

Saved in Cart (0) View Cart My Collection (0) View Collections

The license information listed on the LARA website https://aca3d.accela.com/lara
may be recognized as a license and all the authority granted with that specific license. Eirst Lastor License # v
Enforcing agencies should rely on this information to issue permits.

Home BCC Licenses [Es{oedollylicl Plan Review

Create an Application Search Applications

Online Application

click to start a new application
Welcome to LARA's Online Permitting System. Using this system you can PP
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.




The license information listed on the LARA website https://acald.accela.com/lara

may be recognized as a license and all the authority granted with that specific license.
Enforcing agencies should rely on this information to issue permits.

First Last or License #

Home  BCC Licenses [E:Weloo il Plan Review

Create an Application Search Applications

Online Application

Welcome to LARA'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 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

v

%have read and accepted the above terms.  «fffjmmmmmmmm agree to terms and "continue application" to move forward

Continue Application »

-At this point you can choose which subsection you wish to apply for (i.e. — Permits/Building Permit)

The license information listed on the LARA website https://aca3.accela.com/lara

may be recognized as a license and all the authority granted with that specific license. ‘ First Last or License #

Enforcing agencies should rely on this information to issue permits.

Home BCC Licenses [E:leslCliilicl Plan Review

Create an Application Search Applications

Select a Record Type click arrow to expand and select permit type

Choose one of the followi
contact us.

ilable record types. For assistance or to apply for a record type not listed below please

¥ Permit Applications
® Boiler Permit
(O Building Permit
(O Electrical Permit
(O Mechanical Permit
(O Nuclear Boiler Permit
O Plumbing Permit

Continue Application » sl click to continue




-The process of collecting information for the application will now begin. The first section will require
information about the project or facility.

Create gn Apphcation Search Applications

Building Permit
g Prpctocbaily | o Replcatally | o fihdeg 4 Buiging Dats & Fee Schedule & T 8

Step 1:Project or Facility Info> Project or Facility Info

‘indcales 3 required Bald

Job Location Address

NOTE: If you are applying for a permit that is outside state jurisdiction or incarrectly applied for, the §100
apptication fee Is non-refundable.

Click here to see the Michigan Statewide Jurisdiction List

StreetNo.  Street Name enter address (job location)
12 Whiskey L information
City/Village * State Tip
Lerpng L v ARFLT
County
Address Line 1-
Township Street Type: Direction
L Ll v ~ESeteci-- ¥

33

Detail Information

enter project information

Project Name:

You Can now save your current
Detailed Description: progress and resume later

T — « continue. .. s o ot




-Section 2 will require information about the applicant/facility contact.

Create an Appheation Search Appheations

Building Permit

f o Facili antFacil Buld
 FinE | eeETaky | g DRSO 4 Buding Data 5 Fee Schedule g ‘7 |®

Step 2: Applicant/Facility Contact>Applicant/Facility Contact

" rdicafes A regquirsd feld

Applicant select existing applicant record

add new applicant record

m— look up applicant record

THIS SECTION 1S REQR

General Information

GENERAL INFORMATION
Are you applying as a Homeownen'OwnenCwner's Ageni?: O
Are you applying as & licensed prolessional?; O

Workars Comp Insurance Carmrier [or reason for exemption):

LA Minmber for reason for exemption):




-Continue filling out section 2 of the application then click “continue application” to move to
the next.

Homeowner

To add & new contact chck the Add Contact ink. To adit a contact chick e Bink nexd 10 8 contact name

Home phone:
Mobile Phone:
Work Phone
Fax

Ednt Remove

¥ Contact Addresses

Add Additional Contact Address

To edtt & contact address, click the address Iink

Showing 0-0 of 0
Address Type Address Phone Status Primary Action

No records found

Contractor

To add a new kcensed professional. ciick the Select from Account or Add New bution  To edtt a lcensed professional, click the Edit ink To find a Icensed
professional cck the Look Up bulon

Add New Look Up

Architect or Engineer

To add & new icensed professional, ciick the Sedect from Account or AGd New bution. To edtt a icensed professional, cck the Eait Bnk. To find 8 icensed
professional, chick the Look Up busion

I
continue...




-Section 3 will gather building information.

Creale an Apphcation Search Apphcations

Bullding Permit

4 Proect or Faciity - Applicant®acility
Infe © Contact

Buiding
* insoemation

Building Information
BUILDING DATA

Wil there be fire Supression?:

11th Floor and Above . New:
Total S0FT:

Alterations, Repairs and Additions:

Step 3:Building Information = Building Information

Buildings Rogulated by the Michigan Residential Code:;

T 4

4 Builng Data

O ves O Mo
--Salact—

I P

5 Fes Schedule & T B

SqFt

* indicales & regquired fisld

Save and resume [ater

-Complete section 3 and click “continue application” to move to section 4.




-Section 4 will ask for further building information (building data) as well as offer the
opportunity to upload documents to submit as attachments with the application.

Building Permit

1 g gpleantiFacity -, Buldng 4 Building Data 5 Fee Schedule B Review 7 3

Step 4:Building Data = Building Detail

*indicates a required field.

Plan Review Information

PLAN REVIEW INFORMATION
=Is Plan Review Required?: (O Yes (@ No

School Site Plan Review Number:

Residential Building Type: --Selact-- v
Building Use: --Selact-- v
*Plan Requirements: Plans not Required v

attach existing documents

Attachments

upload new documents

The maximum file size allowed is 1

himl;htm;mht;mhtml;exe are di ed-ﬂle types to upload.

Name Type Size st Update Description ument Status Status Date Upload Date  Virtual Folders  Action

No records foun

Select from Account m




File Upload

The maximum file size allowed is 100 MB

himil; hitn;mht;mhiml;exe are disallowed file types to upload.

click "add" to open file explorer and
select a document to upload

—_—y, -
A -

-

"

,é Choose File to Upload
) i -

Organize ~  New folder

5
.7 Favorites -

P Desktop

4 Downloads

] Recent Places

#& Cnelrive - State o I I

4 Libraries
% Documents ] |
&) Music
=] Pictures | |

select a file to upload then click "open"
BE videos

1Ml Computer
S Local Disk (C:

)
=
=] —— - acalEST
mE Microsoft Word Document
= = 11.0kB
=

€ Network Fix Favorites

Windrwe Ratrh File

File name: | I Files (*.7)

J m | J Cancel




remove individual attachments ﬁ Remove

File:
acaTEST.docx
100%
* Description:
attach to different record
Also Attach To add additional attachments
__sdect_‘ -

m Select from Account Add Remove All ﬁ remove all attachments

rue.

acaTEST.docx
100%

a description is required
#.* Description:
test document

you MUST save or remove
documents to continue

I Save I Select from Account m Remove All




-Section 5 will request information about types of inspections requested to tabulate a fee.

Create an Appbeation Search Applicabons

Building Permit

t pE [N & Building Data % Fee Schedule 6 Review 7 PayFees 8

Step 5: Fee Schedule = Fee Schedule
" indic afes & reguaed fisld
Equipment

enter amount of each type: i.e. 1 special inspection,
EQUIFMENT 2 rough inspections, etc.

Special Inspection: 100 Dollars Each

Rough Inspection: 100 Dollars Each

Additional Inspection: 104 Dollars Each

Certification: 50 Dellars Each

=]

h total amount will tabulate

Total Cost:

g <ontinue.. EET=SA

-Continuing the application at this point will bring you to the “payment method” subsection of
the fee schedule section (5.)

Create an Application Search Applications

Building Permit
1 |z |mPilcg 4 Building Data 5 Fee Schedule & Review 7 Pay Fees 8
Information ng ¥

Step 5: Fee Schedule>Payment Method

*indicates a required field

Payment Method select payment method

PAYMENT METHOD

* Payment Method:

Paper Check

T e




-Section 6 represents an opportunity to review your application before final submittal. All
previously filled sections can be edited if necessary.

Create an Application Search Applications

Building Permit
1 - E- | 4 Buildng Data 5 Fee Schedule & Review 7 Pay Fees 8 Record Issuance

(you'll first need to scroll to bottom of page

Step 6:Review continue... and check certification box)
e

Please review all information below. Click the “Edit” buttons to make changes fo seclions or "Continue Application” to move
on

Record Type

Building Permit edit different areas of

the application
Job Location Address w

100 whiskey
iansing Mi 48517

Detail Information [ Edit |

Project Name: Test Project
Detailed Descnplion Test Project

-When you are satisfied with the review, check the certification box and continue.

Equipment

EQUIPMENT Edit
Special Inspection: 1

Rough Inspection:

Additional Inspection:

Certification:

Total Cost: 0

Payment Method

PAYMENT METHOD Edit
Payment Method: Credit Card

| 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 omitied.
By checking the box below, | understand and agree that | am electronically signing and filing this application.

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

continue...




-The next section (7) is where fees are paid. This will be one of two upcoming options to check
out and finalize request or continue shopping.

Create an Application Search Applications

Building Permit

i % |3 4 Building Data &5 Fee Schedule 8 Review 7 Pay Fees 8 Record Issuance

Step 7:Pay Fees

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.
Application Fees

Fees Qty.  Amount

Check out or add additional
Adminisirative Fee 1 $100.00 :
items

Special Inspection Fea 1 £100.00
TOTAL FEES
Mote: This does not include additional inspection fees which may be assessed Ealer.

§200.00

Check Out » Continue Shopping »




Dashboard My Records My Account Advanced Search »

Can

P A Bk Payment ReceptRecord
Select tem to pay 2 \ntormation 3 wsuance

Step 1.Select item to pay

Cick on the amrow in front of a row 1o display acamional information items can be saved for a future checkout by clicking on
the Save for later link

PAY NOW

U 8 regured 10 Ddy &1 Redd That Nave DESN BEEE4E6I UG T SDDIC AD0N DFOtEEE DNOF 10 SIS réviiratng yOur Spphcation I y i abie 10 Dévy HOW

1 Application(s) | $200.00

» Budding Permat $20000 Edit Save for later Remove
16T MP 021815

Total amount to be paid: $200.00
Note: Application fees arée non refundable
proceed to checkout or continue shopping

oo ] ot s

-You will be forwarded to the CEPAS Processing Module. Simply enter the information
requested of your payment source. Click “Next” as you complete your entries to move on.

- i s
t Math
MI Accela LARA

Welcome to the CEPAS Credit Card Processing Payment Module for MI Accels LARA.

This process is being used as a secure means of processing online payments 24 hours 2 day, seven days 2 week.

Payment may be made using 2 valid Credit or Debit card (Visa, MasterCard, or Discover)

In order to make a payment, please select "Next' below.

Choose method of |



MI Accela LARA

Billing Address

#First Name:
M.1.:

*Last Name:

Street Line 1:
Street Line 2:
City:

State:

Zip:

Country:

Phone:

E-Mail:

Il Please use credit card billing !

address information

* Indicates required field

Select State

(<]

UNITED STATES

Payment Details

*Payment Amount

: 200.00 USD

Payment Method

*Name on Card: IDF

*Card

*Expiration Date:

Humber:l

* Month |12
* ‘rearED?_‘ﬁ

*Card Verification Value(CVV2): I What's This?

Backext [ exit




-This is the final screen before your paymet is submitted. “Pay Now” submits your payment and
application.

- —
Department af Licensing snd Begulstsy Afair | o
MI Accéla LARA
anfem pour paymeit infoaim atisn, cick on "Pay Now® in G bax below
-
i Adisiisiial

I Jmennn 1At




-You will receive an onscreen receipt as well as an emailed receipt for your transaction/application
submital. [END]

se license information listed on the LARA website hirps

ay be recognired as a license and all the authority granted with that specific license.,

-
orcing agencies should rely on this information to issue permits,
m Licenses Permits Boiler Plan Review
Dashboard My Records My Account Advanced Search »
. 5 Payment RecectRecord
Saelect tem 1o pay 2 irtormaton 35 oy
Step 3: Receipt/Record issuance
Receipt
Your submatal has been successhully recerved
Your appicaton will be revewed. Please check your account for updates regarding the status. of thes apphcation and
for any adddonal actons required from you fo move forward with the plan reveew process by Searching Applcatons
and selecting this record number
Once your appbcabon & approved you will be notibied by the depariment
W you selected 1o pay by paper check. please print the Summary-Invoice page and mail a copy with your
check. See invoice for mailing information
100 whiskey, lansing MI 48917
View Recept
H S O+ 4 = File submission successful for BLDG16-00982 - acaTEST.docx - Message (Plain Text) T EH - O
MESSAGE
& Y r - s Y
Tlgnore @ @ [ [ Mesting Move to: 7 3 To Manager Vo SRl - =II > % # Find O\
o o (I- . -)d Sim~ EJ Team Email v Done y JE OneNote L Fottonr | Tros [ Related - .
. Delete Reply Reply Forwar - ove ark Categorize Follow — Translate com
& dunk al EiMore- |CeReply&Delete F CreateNew [ MO mppgin,. oo ol Up~ o Ly Select -
Delete Respond Quick Steps ] Move Tags LF] Editing Zoom

Wed 06/15/2016 2:01 PM
AccelaDocumentService@accela.com
File submission successful for BLDG16-00982 - acaTEST.docx
To W

nWE removed extra line breaks from this message.

Your recent file upload has been successfully submitted to:
LARA TEST.

The following is the summary of the file uploaded:
File name: acaTEST.docx
File size: 11291 bytes

Case/Application/Permit/Entity ID: BLDG16-00982 Entity Type: CAP Uploaded date/time: 06/15/2016 14:01 Last status date/time: 06/15/2016 14:01 Uploaded By: PUBLICUSER213167 (Id:
PUBLICUSER213167)

Agency/Organization: State of Michigan (LARA) Document name: acaTEST.docx Document description: test document Document type: application/msword |
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This is an automated email notification. Please do not reply to this email.




