‘ DEPARTMENT OF PLANNING AND COMMUNITY DEVELOPMENT
1010 10™ Street, Suite 3400, Modesto, CA 95354

' Planning Phone: (209) 525-6330 Fax: (209) 525-5911
Building Phone: (209) 525-6557 Fax: (209) 525-7759

ONLINE PERMITTING SYSTEM HELP GUIDES

Accela Citizen Access:

Accela Citizen Access (ACA) is Stanislaus County’s online tool that allows the public to perform several tasks
online. Tasks such as applying for a permit, submitting plans, checking the status of a permit, scheduling
inspections, and conducting research are available to the public at any time. This help guide explains how to
attach plans, documents, and specifications. When submitting an application you will be prompted to submit
documents at that time. For revision submittal, please see the help guide for “How to Submit Revised Plans,
Documents and Specifications.”

HOW TO SUBMIT PLANS, DOCUMENTS AND SPECIFICATIONS

Document Requirements:
e Please do not combine PDF Files within a “Portfolio”;

¢ Files containing Plan Sheets should contain a PDF bookmark for each page, that lists the Sheet
/ Page reference number. As in A1.1, A1.2.... Please bookmark each sheet individually and not
under a “top level” or “parent” bookmark.

e Plan Sheet numbers should be unique within a Case / Record, ie no two drawing sheets should
have the same reference / sheet number.

¢ Plan Sheets should be orientated in the PDF files to allow the files to be viewed without needing
to rotate.

¢ PDF files must not require a password in order to view the file.
¢ Files should conform to a naming convention as required by the Agency (See Below).

e The Filename should include the Submission number, which should be incremented for each
submission by the applicant.

¢ For optimized performance, the file size of each file should not exceed 100MB.

o Please combine documents prior to uploading.

= Combine all plans together and upload as one submittal document;

= Combine all specifications together and upload as one submittal document;

= Combine each set and type of calculations and upload as one submittal
document;

= Please label any form or application that may apply to another department’s
review;

» Resubmittals shall be submitted in their entirety. Complete plan-sets rather than
corrected sheets.

STRIVING TOGETHER TO BE THE BEST!



1. Go to the Stanislaus County Accela Citizen Access (ACA) home page at www.scplanning.org Login
and click on “County Building”. If you do not have an existing public user account, click the link on
the home page to begin the process and/or refer to the instructions on “How to Register for an

Account”.
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Welcome to the Stanislaus County and City of Ceres Citizen Portlet Login

We are pleased to offer our citizens, businesses, and visitors access to government services online, 24 hours a day, 7 days a week. W[ = e B

[

To apply for Stanislaus County permits you must register and create a user account. The City of Ceres does not currently offer online permits. You canfview
information and have limited services as an anonymous user. By creating an account you will find you have more access and detailed information whén researching
permits. We trust this will provide you with a new, higher level of service that makes living and working in our community a more enjoyable experie:

What would you like to do today?

To get started, select one of the services listed below:
Login »

General Information County Building

M Remember me on this computer
Lookup Property Information Search Applications Ive forgotten my password
New Users: Register for an Account

Schedule an Inspection

County Planning County Fire

Search Applications Search Applications

Ceres Building

Search Applications

Records” and select the record you want to attach documents to.

Announcement Logqge 1 rrie Freeman Collections (O

m County Building County Planning County Fire  Ceres Building

Dashboard

My Record: My Account Advanced Search

« County Building

Showing 1-1of 1|

[] pDate

Record Number Record Type Status Action

] ©2nir2014d Solar - Residential Rooftop  Issued

\ Click on the record number you want to attach a document to.



http://www.scplanning.org/

3. Once the case is open go to the drop down arrow on “Record info”.

Home ReCGCILIVEITHLILT- M County Planning County Fire  Ceres Building

Create an Application Search Applications Schedule an Inspection

Record BLD2016-0335:

Solar - Under 11 KW Residential Rooftop
Record Status: Issued

Add to collection

Record Info = Payments w Custom Component

Click on the “Down” arrow

Work Location

)

Record Details

Project Description: COwner:

4. Select “Attachments”.

Home ReGULLE:NILIGIE County Planning County Fire  Ceres Building

Create an Application Search Applications Schedule an Inspection

Record BLD2016-0335:

Solar - Under 11 KW Residential Rooftop
Record Status: Issued

Add to collection

Record Info Payments v Custom Component

Record Details

Processing Status

Related Records

Inspections




5. Select “Add”
To add PDF or AUTO CAD plans, PDF engineering calculations and any other supporting
documents to be reviewed, first click on the “Add” button under “Attachment”.

Home [eGULIVEIGIGLE County Planning  County Fire  Ceres Building

Create an Application Search Applications Schedule an Inspection

Record BLD2016-0335: Add to collection
Solar - Under 11 KW Residential Rooftop
Record Status: Issued

Record Info ¥ Payments ¥ Custom Component

Attachments

The maximum file size allowed is 230 MB.
html;htm;mht;mhtml are disallowed file types to upload.

Name Description

No records found.



6. The “File Upload” window will allow you to add all plans, calculations and supporting documents at
one time. Click “Add” and then choose the file you would like to upload from your computer.
To upload file, first Click the “Add” button.

File Upload

The maximum file size allowed i 230 MB.
htmihtm;mht;mhtml are disallowed file types to upload.

Cancel

« v 4 B » ThisPC » Desktop v O Search Desktop 0
Organize » Mew folder = M @
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" Name Date moedified Type Size

# Quick access T Pool Plans Cycle 1 3/28/20194:03PM  Adobe Acrobat D... 164 KB
[ This PC "M poolforwebsite REVISIONS 3/30

Adobe Acrobat D... 201 KB
NAMING CONVENTION OF DOCUMENTS: Please title each document with a naming convention that
specifically identifies the document and a number that represents the submittal version. If there are multiple
document submittals identify them as such. Below are examples of preferred naming conventions:

Initial Submittal Initial Submittal Complete Resubmittal Miscellaneous Docs.

Plans Submittal 1 Structural Calcs 1, 1A, 1B | Plans Submittal 2 Soils Report 1

Plans Cycle 1 Structural Calcs Cycle 1, | Plans Cycle 2 Elevation Certificate 1
1A, 1B

Plans 1 Structural Calcs 1, 1A, 1B | Plans 2 Truss Calcs 1




7. Once the file upload indicator bar reaches 100% the upload is complete. Verify the description of
the document is correct. If there are other documents of the same type to attach, click the “Add’
button again and complete the process until all the documents have been uploaded. Once all the
documents are uploaded click “Continue”. We do ask you combine all plan sheets together into one
document to upload. If there is a specific need to upload separate plan sheets please label what
they are and what department they are intended for. Please do the same for specifications,
calculations and supporting documents. For example, a complete submittal package may contain

the following:

Full set of Plans;

Engineer’s Calculations combined into one document;

All truss calculations combined and in one document;

Specifications or product data and information combined into one document.

aoow

Note: To add additional documents of the
same type, click “Add” for each additional
document you choose to submit. Please do
not add the plans and the specifications at

File Up[oad the same time.

The maximum file size allowed s 230 MB.
htmtm;mirt;mhtmil are disallowed file types to upload.

FPool Plans Cycle 1 pdf

“Add” if there are
additional “Plans”

“Continue” if
you need to
add a to submit.
different

document

type.

|
£l =




8. Once the documents have been uploaded the type of document needs to be chosen along with a
brief description.

Attachment

The maximum file size allowed is 230 MB
are di file types to upload.

Name Type Size Latest Update  Acton

No records found.

*Type: Remove

ans” Note: Choose the type of document
iy Pl that best describes the document.

Ravised Structural Calculations
Revised Truss Calculations

Soils Repart %
Specification .
Structural Calculations @
Supporting Documents i
Truss Calculations

— =




9. Once the information is complete click “Save”.

Attachments

The maximum file size allowed is 230 MB.
htmi;htm;mht;mhtml are disallowed file types to upload.

Name Description Document Status  Action

No records found.
* Type: Note: Verify the description type is Remove

I
File:
Pool Plans Cycle Lpdf
100% Note: Indicates file uploaded

*Description: @

Enter a description of the plans here. Examples: Architectural,
Structural, Full Set, Plot Plan etc.

Cor J o oo
2

CLICK SAVE!N!




10. Once all attachments have been uploaded and saved the document details can be reviewed by
clicking “Actions”. Click “Continue Application”.

Attachment

The maximum file size allowed is 230 MB.
htmi;htm;mht;mhtml are disallowed file types to upload.

Mame Type Size Latest Update Action

Jl':‘goderlans Cycle  plans 163.85 KB 05/20/2019 @1 Note: The use of the “Actions” link
provides a complete detail of the
attachment.
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