How to Apply for a Commercial Permit on ACA
1. Navigate to https://aca-prod.accela.com/ALBANYOH /Default.aspx

2. Click "Building"

3. Click the "I have read and accepted the above terms." field.

4. Click "Continue Application »"

5. Click "Commercial Permits"

6. Click Record Type

7. Click "Continue Application »'

8. Click "Select from Account”

9. Click this dropdown.


https://aca-prod.accela.com/ALBANYOH/Default.aspx

10. Click "Continue"

S€elect Lontact 1rom Account

Britton Johnson

* 2
Type: Applicant v

Select contact addresses for this contact to attach to the record.
Showing 0-0 of 0

No records found.

m Discard Changes

11. Click the "E-mail:" field.

First: Middle: Last:
| Britton | | |

Johnson

Name of Business:

Home Phone: Work Phone: Mobile Phone:

*E-mail: 7N Fax:

¥ Contact Addresses

To edit a contact address, click the address link.

Showing 0-0 of 0

No records found.




12. Click "Continue Application »"

For all licensed professionals listed here, please make sure that their licenses are not expired.
*indicates a required field.

Contact List

To add new contacts, click the Select from Account or Add New button. To edit a contact, click the Edit ink.

Required Contact Type  Minimum
o Applicant 1

T TR XS

« Contact added successfully.
Showing 1-10f 1

Britton

el Applicant bjohnson@newalbanyohio.org  Edit Delete

Licensed Professional List

To add a new licensed professional, click the Select from Account or Add New button. To edit a licensed professional, click the Edit link. To find a licensed
professional, click the Look Up button

Showing 0-0 of 0

No records found.
< >

13. Click the "Street No.:" field.

|oEa o
Create an Application Search Applications Schedule an Inspection
Commercial Alteration Permit
4 Contact . 4 dhpkcaton 3 Review 4 Pay Fees 5 Record Issuance

Step 2:Application Information > Work Location

In this page, identify the physical address where the proposed work will take place.

*indicates a required field.

Address
.streeml)irection: Street Name: Street Type:
| | [oseea -] | [Foeea- -

Parcel

If address is not found, please enter parcel number then click the "Search” button. Select parcel from the search results.

*Darcal Numhar:



14. Click the "Street Name:" field.

| e, B
Create an Application Search Applications Schedule an Inspection
Commerecial Alteration Permit

o fontact 7 Pplcstion 3 Review 4 Pay Fees 5 Record Issuance

Step 2:Application Information > Work Location

In this page, identify the physical address where the proposed work will take place.

Address

*indicates a required field.

*Street No.: Direction: Street Name:/ \ueet Type:

E w7 | JE—

Unit Type: Unit No.:
[ 7]

City: State: *Zip:

Parcel

If address is not found, please enter parcel number then click the “Search” button. Select parcel from the search results.

*Dareal Numhar-

15. Select the "St" option.

| 2eayn.
Create an Application Search Applications Schedule an Inspection
Commercial Alteration Permit
Contact Application
gt 2 e ration 3 Review 4 Pay Fees 5 Record Issuance

Step 2:Application Information > Work Location

In this page, identify the physical address where the proposed work will take place.

*indicates a required field.

Address

TN
*Street No.: Direction: Street Name: StrétType: \
[ ] [ v] [ IBEY J )
Unit Type: Unit No.: \./
[ 5 | |
City: State: *Zip:
I | I
=
Parcel

If address is not found, please enter parcel number then click the "Search” button. Select parcel from the search results.

*Dparcal Numhar:




16. Click this dropdown.

(s =]
Create an Application Search Applications Schedule an Inspection
Commercial Alteration Permit
1 %&Eﬂ 3 pkcaton 3 Review 4 Pay Fees 5 Record Issuance

Step 2: Application Information > Work Location

In this page, identify the physical address where the proposed work will take place.

Address

*indicates a required field.

“Street No.: Direction: Street Name: Street Type:
B | [y B | = 9

Unit Ty, Unit No.:

--sele |

City: tate: *Zip:

Parcel

If address is not found, please enter parcel number then click the "Search” button. Select parcel from the search results.

*parcal Numhar:

17. Click the "City:" field.

e Yjanmasens 3 Review 4 Pay Fees 5 Record Issuance

Step 2:Application Information > Work Location

In this page, identify the physical address where the proposed work will take place.

*indicates a required field.

Address

*Street No.: Direction: Street Name: Street Type:

E | e ] BB | [= s
Unit Type: Unit No.:

~-Select--

*Zip:

Parcel

If address is not found, please enter parcel number then click the "Search” button. Select parcel from the search results.

*Parcel Number:

Lot: Block: Subdivision:

| | | ==

Legal Description:




18. Click the "State:" field.

19. Click the "Zip:" field.

Contact Application 5
1 ; 2fbeacamon 3 Review 4 Pay Fees

Step 2:Application Information > Work Location

In this page, identify the physical address where the proposed work will take place.

Address

*Street No.: Direction: Street Name: Street Type:
| £ | ‘ ~-Select-- > | | main | st

Unit Type: Unit No.:

~-Select-

]
City: State:/ -~ Zip:
L\

[ New Albany| ]

Parcel

If address is not found, please enter parcel number then click the “Search” button. Select parcel from the search results.

*Parcel Number:

Lot: Block: Subdivision:
| J | [ +]

Legal Description:

Intormation ~ Information - e R

Step 2: Application Information > Work Location

In this page, identify the physical address where the proposed work will take place.

Address
*Street No.: Direction: Street Name: Street Type:
| 99 I ‘ --Select-- = | | ain | St
Unit Type: Unit No.:
[ome [ ]
City: State: m
New Albany | [oH {] | \ ‘
Parcel

If address is not found, please enter parcel number then click the "Search” button. Select parcel from the search results.

*Parcel Number:

Lot: Block: Subdivision:

| s %

Legal Description:




20. Click the "Parcel Number:" field.

*Street No.: Direction: Street Name: Street Type:

= | [ ] [rum [« -
Unit Type: Unit No.:

et 3R |

City: State: *Zip:

el B ] [ )

Parcel

not found, please enter parcel number then click the "Search™ button. Select parcel from the search results.

Parcel Numbel

Subdivision:

| [ >

Legal Description:

spell check
Land Value: Improved Value: Exemption Value:

21. Click the "Owner Name:" field.

Lot: Block: Subdivision:
| ] | [~

Legal Description:

spell check
Land Value: Improved Value: Exemption Value:

Owner Nagfie:

Save and resume later Continue Application »



22. Click "Continue Application »"

Legal Description:

spell check
Land Value: improved Value: Exemption Value:

| | | |
B

Owner

Owner Name:

Address Line 1:

Address Line 2:

Zip:

ntinue Applicat/on »

23. Fill in the "Detailed Description:" field.

|2easn
Create an Application Search Applications Schedule an Inspection
Commercial Alteration Permit
1 Contact 2/Abpicaton 3 Review 4 Pay Fees 5 Record Issuance

Information Information

Step 2: Application Information > Project Information

In this page, fill in detailed information for your proposed work. The information in this page needs to
be complete in order for the agency's staff to review your application.

*indicates a required field.

Description of Work

Please briefly describe your proposed work.

The Description of Work must convey a detailed account of the work identified on the plans. Do NOT state “Please see attached
plans.”

“Detailed Description:

s

spell check
Application Name:

Project Details - Part 1




24. Fill in the "Alteration/Remodeling Area (Sq. Ft):" field.

|t Sy e e g e

The Description of Work must convey a detailed account of the work identified on the plans. Do NOT state “Please see attached
plans.”

*Detailed Description:
internal altaration

spell check.
Application Name:

Project Details - Part 1

General Project Information

Estimated Cost (Job Value):

Type of Alteration:

--Select—- =
Building Height (Ft): Building Height (Stories):
* Change of Use?: Existing Use:
*Work in the right of way?: *Occupant Load:
O Yes O No
Proposed Use: *sprinkler System Required?:
—_—

25. Fill in the "Total Building Area (Sq. Ft):" field.

|t sy S g s T

The Description of Work must convey a detailed account of the work identified on the plans. Do NOT state “Please see attached
plans.”

* Detailed Description:
internal alteration

spell check
Application Name:

Project Details - Part 1

General Project Information

* Alteration/Remodeling Area (Sq. Ft): Estimated Cost (Job Value):
.

Buildiniieight (Ft)
C_—1

. Ft): Type of Alteration:

Building Height (Stories):

* Change of Use?: Existing Use:
O Yes O No —Select— v
*Work in the right of way?: *Occupant Load:
O Yes O No
Proposed Use: *sprinkler System Required?:




26. Click the yes or no field for change of use

|t sy S g s T

The Description of Work must convey a detailed account of the work identified on the plans. Do NOT state “Please see attached
plans.”

* Detailed Description:
internal alteration

spell check
Application Name:

Project Details - Part 1

General Project Information

* Alteration/Remodeling Area (Sq. Ft): Estimated Cost (Job Value):
*Total Building Area (Sq. Ft): Type of Alteration:
Building Height (Ft): Building Height (tories):

Existing Use:

ht of way?: *Occupant Load:

*Work

OYesONo

Proposed Use: *sprinkler System Required?:
——

27. Click the yes or no field for right of way

|t sy S g s T

The Description of Work must convey a detailed account of the work identified on the plans. Do NOT state “Please see attached
plans.”

* Detailed Description:
internal alteration

spell check
Application Name:

Project Details - Part 1

General Project Information

* Alteration/Remodeling Area (Sq. Ft): Estimated Cost (Job Value):
*Total Building Area (Sq. Ft): Type of Alteration:

Building Height (Ft): Building Height (Stories):
*Change of Use?: Existing Use:

O Yes @ No

*Occupant Load:

*Sprinkler System Required?:




28. Select from the existing use

| e ey s i g e e

The Description of Work must convey a detailed account of the work identified on the plans. Do NOT state “Please see attached

plans.”

*Detailed Description:

internal alteration

spell check
Application Name:

Project Details - Part 1

General Project Information

* Alteration/Remodeling Area (Sq. Ft):

*Total Building Area (q. Ft):

100000

Building Height (Ft):

*Change of Use?:

O Yes @ No

*Work in the right of way?:

O Yes @ No

Proposed Use:

29. Fill in the "Occupant Load:" field.

Project Details - Part 1

Estimated Cost (Job Value):

Type of Alteration:

Level 1 -

Building Height (Stories):

~sprinkler System Required?:

General Project Information

* Alteration/Remodeling Area (Sq. Ft):

14

*Total Building Area (5q. Ft):

100000

Building Height (Ft):

* Change of Use?:

O Yes @ No

“Work in the right of way?:

O Yes @ No

Proposed Use:

*Business Name:
*Hazard Classification:

* Aisle Width:

*Building Code Edition:

Estimated Cost (Job Value):

Type of Alteration:

Building Height (Stories):

Existing Use:

8 Business v

*sprinkler System Required?:

*sprinkler system Provided?:

~-Select—- -

*Number of Employees:

*Demand at the base of the riser:

*Variance Granted:

O Yes O No



* Alteration/Remodeling Area (Sq. Ft):

14

*Total Building Area (sq. Ft):
100000

Building Height (Ft):

*Change of Use?:

O Yes @ No

*Work in the right of way?:

O Yes @ No

Proposed Use:

*Business Name:
*Hazard Classification:

* Aisle Width:

*Building Code Edition:

Variance Number:

Approved by:

31. Fill in the "Business Name:" field.

* Alteration/Remodeling Area (Sq. Ft):
14

“Total Building Area (sq. Ft):
100000

Building Height (Ft):

*Change of Use?:

O Yes @ No

*Work in the right of way?:

O Yes @ No

Proposed Use:

* Aisle Width:

*Building Code Edition:

Variance Number:

Approved by:

30. Click the yes or no field for Sprinkler System Required

Estimated Cost (Job Value):

Type of Alteration:

Ll

Level 1

Building Height (Stories):

Existing Use:

*Occupant Load:

*SprinR¥gr System Required?:

O Yes OfNo

ler System Provided?:

“Number of Employees:
“Demand at the base of the riser:

*Variance Granted:

O Yes O No

Approval Date:

MM/DD/YYYY

Estimated Cost (Job Value):

Type of Alteration:

Level 1 v

Building Height (Stories):

Existing Use:

B Business

I

*Occupant Load:

“Sprinkler System Required?:

@ Yes O No

*Sprinkler System Provided?:

--Select--

“Number of Employees:
“Demand at the base of the riser:

*Variance Granted:

O Yes O N

Approval Date:

MM/DD/YYYY g



* Alteration/Remodeling Area (Sq. Ft):

14

*Total Building Area (sq. Ft):
100000

Building Height (Ft):

*Change of Use?:

O Yes @ No

“Work in the right of way?:

O Yes @ No

Proposed Use:

*Business Name:

test house

*Hazard Classification:

* Aisle Width:

*Building Code Edition:

Variance Number:

Approved by

* Alteration/Remodeling Area (Sq. Ft):

4

*Total Building Area (sq. Ft):

100000

Building Height (Ft):

*Change of Use?:

O Yes @ No

*Work in the right of way?:

O Yes @ No

Proposed Use:

--Select-

I

*Business Name:

test house

*Hazard Classification:

~-Select-

* Aisle Width:

*Building Code Edition:

Variance Number:

Approved by:

32. Select from sprinkler system dropdown.

Estimated Cost (Job Value):
Type of Alteration:

Building Height (Stories):

Existing Use:

*Occupant Load:

“sprinkler System Required?:

@ Yes O No

*Demand at the base of the riser:

*Variance Granted:

O Yes O No

Approval Date:

/DoAY B

33. Fill in the "Number of Employees:" field.

Estimated Cost (Job Value):

Type of Alteration:

Ll

Level 1

Building Height (Stories):

Existing Use:

B Business -

*Occupant Load:

ERN—

*sprinkler System Required?:

@ Yes ONo

*sprinkler System Provided?:

Dry Sprinkler

*Variance Granted:

QO Yes O No

Approval Date:

B



* Alteration/Remodeling Area (Sq. Ft):

14

“Total Building Area (sq. Ft):

100000

Building Height (Ft):

*Change of Use?:

O Yes @ No

“Work in the right of way?:

O Yes @ No

Proposed Use:

* Business Name:

st house

*Hazard Classification:

--Select-

I

* Aisle Width:

*Building Code Edition:

Variance Number:

Approved by:

* Alteration/Remodeling Area (Sq. Ft):

4

*Total Building Area (Sq. Ft):
100000

Building Height (Ft):

* Change of Use?:

O Yes @ No

*Work in the right of way?:

O Yes @ No

Proposed Use:

~-Select--

I

*Business Name:

test house

*Hazard Classification:

I

~-Select--

* Aisle Width:

*Building Code Edition:

Variance Number:

34. Fill in the "Demand at the base of the riser:" field.

Estimated Cost (Job Value):

Type of Alteration:

Building Height (Stories):

Existing Use:

B Business

I

*Occupant Load:

“Sprinkler System Required?:

@ Yes O No

= sprinkler System Provided?:

Dry Sprinkler v

* Number of Employees:

O Yes O No

Approval Date:

MM/DD/YYYY

35. Click the yes or no field for Variance Granted

Estimated Cost (Job Value):

Type of Alteration:

Ll

Level 1

Building Height (Stories):

Existing Use:

B Business

I

*Occupant Load:

* Sprinkler System Required?:

@ Yes ONo

= sprinkler System Provided?:

Dry Sprinkler -

“Number of Employees:

*Demand at the base of the riser:




36. Select the dropdown hazard classification

* Alteration/Remodeling Area (Sq. Ft):

14

“Total Building Area (sq. Ft):
100000

Building Height (Ft):

*Change of Use?:

O Yes @ No

*Work in the right of way?:

O Yes @ No

Proposed Use:

*Business Name:

*Building Code Edition:

Variance Number:

Approved by:

37. Fill in the "Aisle Width:" field.

* Alteration/Remodeling Area (Sq. Ft):

14

“Total Building Area (sq. Ft):
100000

Building Height (Ft):

*Change of Use?:

O Yes @ No

*Work in the right of way?:

O Yes @ No

Proposed Use:

~-Select-

I

*Business Name:

*Hazard Classification:

Variance Number:

Approved by:

Estimated Cost (Job Value):

Type of Alteration:

Level 1

Building Height (Stories):

Existing Use:

B Business

I

*Occupant Load:

“Sprinkler System Required?:

@ Yes O No

*Sprinkler System Provided?:

Dry Sprinkler

“Number of Employees:

*Demand at the base of the riser:

*Variance Granted:

O Yes @ No

Estimated Cost (Job Value):

Type of Alteration:

Level 1

Building Height (Stories):

Existing Use:

B Business

I

*Occupant Load:

“Sprinkler System Required?:

@ Yes O No

*Sprinkler System Provided?:

Dry Sprinkler

“Number of Employees:
“Demand at the base of the riser:

*Variance Granted:

O Yes @ No

Approval Date:

MM/DD/YYYY E



38. Fill in the "Building Code Edition:" field.

39. Click "Add a Row"

* Alteration/Remodeling Area (Sq. Ft):
14

“Total Building Area (sq. Ft):
100000

Building Height (Ft):

*Change of Use?:

O Yes @ No

*Work in the right of way?:

O Yes @ No

Proposed Use:

I

~-Select-

*Business Name:

test house

*Hazard Classification:

2l

Low

* Aisle Width:

Variance Number:

Approved by:

e ]
*Building Code Edition:
oBC 2024

Variance Number:

Approved by:

Project Details - Part 2

Estimated Cost (Job Value):

Type of Alteration:

Building Height (Stories):

Existing Use:

B Business

I

*Occupant Load:

“Sprinkler System Required?:

@ Yes O No

*Sprinkler System Provided?:

Dry Sprinkler -

“Number of Employees:
“Demand at the base of the riser:

*Variance Granted:

O Yes @ No

Approval Date:

MM/DD/YYYY g

|

*Variance Granted:

O Yes @ No

Approval Date:

MM/DDAYYYY g

Occupancy Type

Showing 0-0 of 0

Showing 0-0 of 0

No records found.

i o tow |~ ] i siced | oo seece |

Continue Application »



40. Select from the Occupancy dropdown

Occupancy Type
*QOccupancy: Area (Sq. Ft):

[B Business v I L }

41. Fill in the "Area (Sq. Ft):" field.

Occupancy Type
*Occupancy: Area (Sq. Ft):
lBBusiness v] l

Cancel




42. Click "Submit"

Occupancy Type
*QOccupancy: Area (Sq. Ft):

B Business b I [445

/¢ iy
{ seoe I

Perform the same task for Construction Type
43. Click "Continue Application »"

*Building Code Edition: *Variance Granted:
0BC 2024 OYes @MNo

Variance Number: Approval Date:

Approved by:

Project Details - Part 2

Occupancy Type

Showing 1-1 of 1

O 8 Business 445 Actions v

CONSTRUCTION TYPE

Showing 0-0 of 0

No records found

Saverand resume laber w
[ mesemeeees =~ ]




44, Please review your information and Click "Continue Application »"

Uty of New Albany

Description of Work =3

Detailed Description:internal alteration

Project Details - Part 1

General Project Information [ Edit |

Alteration/Remodeling Area (Sa. Ft): 445 Estimated Cost (Job Value):
Total Building Area (Sq. Ft): 100000 Type of Alteration: Level 1

Building Height (Ft): Building Height (Stories):

Change of Use?: No Existing Use: B Business

Work in the right of way?: No Occupant Load: 44

Proposed Use: Sprinkler System Required?: Yes
Business Name: test house Sprinkler System Provided?: Dry Sprinkler
Hazard Classification: LoW Number of Employees: 33

Aisle Width: 2 Demand at the base of the riser: 2
Building Code Edition: OBC 2024 Variance Granted: No

Variance Number: Approval Date:

Approved by:

Project Details - Part 2

occpancyTpe =3
e mes

B Business 445

conTucron e =3

No Custom Lists data for the sub group above.

Continue Appication »

45. Here is where your permit number will be. For this guide, the permit number is COM-
NEW-26-0022. You can also upload plans and necessary drawings on this page.

Search.

Bl |

Bu

Create an Application Search Applications Schedule an Inspection

Commercial New Construction Permit

, Contact

Information 3 Review

Your application has been successfully submitted.
Please monitor the website and your email for updates regarding your record submission.

Thank you for using our online services.

Your Record Number is COM-NEW-26-0022.

You will need this number to check the status of your application or to schedule/check results of inspections. By of your record and post it in the work area.

ease print a

To upload your digital plans, specifications, or other supporting documents for review, please click below:

Upload Plans and Documents

Your record type requires a follow-up inspection once work is completed. You may schedule the inspection now or retum to schedule the inspection upon completion of the work. Choose "View Record Details" to Schedule
Inspections, check status, or make other updates.

A CREET DS H BRI (vou must post the record in the work area.)




46. To upload plans and necessary drawings, Click "Upload Plans and Documents"

Building

Create an Application Search Applications. Schedule an Inspection

Commercial New Construction Permit

Contact 2 Application 3 Review

1 z
Information Information

Your application has been successfully submitted.
Please monitor the website and your email for updates regarding your record submission.

Thank you for using our online services.
Your Record Number is COM-NEW-26-0022.

You will need this number to check the status of your application or to schedule/check results of inspections. Please print a copy of your record and post it in the work area.

To upload your di

ifications, or other supporting documents for review, please click below:

Upload Plan{ and Document!

Your record type requires & Tollow-up inspection once work is completed. You may schedule the inspection now or return to schedule the inspection upon completion of the work. Choose "View Record Details" to Schedule

Inspections, check status, or make other updates.

TR ETE = R (vou must post the record in the work area.)

47. Click Browse to upload or drag and drop the files that are required.

Create an Application Search Applications Schedule an Inspection

Record: COM-NEW-26-0022
Address: 99 W MAIN St, NEW ALBANY OH 43054

Status: |NTAKE
Record Details Summary Uploads Issues Conditions Notes. Approved
Plan Review Cycle 1 I Requirements x

3 Review

I @ ¢ rRequired A

o Civil Drawings

Thi
Browse or drag and drop the desired files to upload. Once all files are added, the Upload and Validate button is displayed. Click on it tc SUIELEL
package. When all of the desired files are uploaded and validated, click the Continue button to prepare your files for review.
o Design Narative

Anarrative should always be submitted to
provide a project summary and expiain the goal
of the current submittal and/or any changes to
previously submitted documents.

Note: Please do not combine plans and documents of various types into a single PDF document.

e Site Plan

files here This document is required.

I @ © Recommended v



48. If you look to the right, there are "Requirements” and "Recommended" tabs. Click on
either to show which plans and documents are required and recommended.

Record: COM-NEW-26-0022
Address: 99 W MAIN St, NEW ALBANY OH 43054
Status: | INTAKE

Record Details Summary Uploads Issues Conditions Notes Approved

Plan Review Cycle 1 I Requirements x

2 Stik I © - rRequired A

o Civil Drawings

This document is required.
Browse or drag and drop the desired files to upload. Once all files are added, the Upload and Validate button is displayed. Click on it tc a
package. When all of the desired files are uploaded and validated, click the Continue button to prepare your files for review.

o Design Narrative

Note: Please do not combine plans and documents of various types into a single PDF document. A narrative should always be submitted to
provide a project summary and explain the goal
of the current submittal and/or any changes to
previously submitted documents.

it} o Site Plan
Drag and drop files here This document is required.
or
| @ * Recommended W
Select a document type... v
date.PNG x
Description...

Upload and Validate

49. Here, a form has been uploaded, a drop down box will appear with a list of different files

the form could be. Select what it applicable. For this guide, I have chosen, Application
Form.

Record: COM-NEW-26-0022
Address: 99 W MAIN St, NEW ALBANY OH 43054
Status: | INTAKE

Record Details Summary Uploads Issues Conditions Notes Approved

Plan Review Cycle 1 m I Requirements x

I © - Required ~
o Civil Drawings
This d¢ t d.
Browse or drag and drop the desired files to upload. Once all files are added, the Upload and Validate button is displayed. Click on it tc bt bk
package. When all of the desired files are uploaded and validated, click the Continue button to prepare your files for review:
o Design Namative
s Anarative should always be submitted to
provide a project summary and explain the goal
of the current submittal and/or any changes to
previously submitted documents.
] o Site Plan
Drag and drop files here This document is required.
or
Application Form
date.PNG 4
Description.
Files




50. After selecting what the form that has been uploaded is, please provide a word or short
sentence of what it is in "Description..." .

Record Details Summary Uploads Issues Conditions Notes Approved
Plan Review Cycle 1 Requirements x
, @ - Required ~
Upio 2

o Civil Drawings
Browse or drag and drop the desired files to upload. Once all files are added, the Upload and Validate button is displayed. Click on it tc Thés tlocumenk s regired:
package. When all of the desired files are uploaded and validated, click the Continue button to prepare your files for review.

o Design Narrative

MNote: Please do not combine plans and documents of various types into a single PDF document. A narrative should always be submitted to

provide a project summary and explain the goal
of the current submittal and/or any changes to
previously submitted documents.

) o Site Plan
Drag and drop files here This document is required
or
I @ © Recommended ¥
| Application Form /’\ v
date.PNG X

Description...

Upload and Validate

Files

51. After you have added the description, Click "Upload and Validate"

Record: COM-NEW-26-0022
Address: 99 W MAIN St, NEW ALBANY OH 43054

Status: INTAKE
Record Details Summary Uploads Issues Conditions Notes Approved
Plan Review Cycle 1 I Requirements x
: — ~

o Civil Drawings

This d¢ t d.
Browse or drag and drop the desired files to upload. Once all files are added, the Upload and Validate button is displayed. Click on it tc s
package. When all of the desired files are uploaded and validated, click the Continue button to prepare your files for review.

o Design Narrative

Note: A narrative should always be submitted to

provide a project summary and explain the goal

of the current submittal and/or any changes to
previously submitted documents.

ik o Site Plan
Drag and drop files here This document is required.
or
I @ + Recommended v
Application Form v
date.PNG x

| application

Uplghd and Validate

52. We only accept PDFs. This is an example of what will happen if another file type is
uploaded. This is the error you will receive.




"An error has occurred. Warning! date.PNG is not a valid file to upload. Only PDFs are
allowed for this document type."

NEW ALBANY Contact Us: (614) 939-2254
COMMUNITY CONNECTS US _

Logged in as:New Albany  Collections (0) Account Management Logout

Search. m

Create an Application Search Applications Schedule an Inspection

An error has occurred.

Warning! date.PNG is not a valid file to upload. Only PDFs are allowed for this document type.

Record: COM-NEW-26-0022
Address: 99 W MAIN St, NEW ALBANY OH 43054
Status: | INTAKE

Record Details Summary Uploads Issues Conditions Notes Approved

I Requirements x

I @ - Required ~

 Civil Drawings

Plan Review Cycle 1

Upload 2 Sheets 3 Review

This d¢ 1t i d.
Browse or drag and drop the desired files to upload. Once all files are added, the Upload and Validate button is displayed. Click on it tc Y2 J0mentis Tedire
package. When all of the desired files are uploaded and validated, click the Continue button to prepare your files for review.
o Design Narrative

Anarrative should always be submitted to
provide a project summary and explain the goal
of the current submittal and/or any changes to
previously submitted documents.

53. To remove this file, click on the "x"/remove.

Record Details Summary Uploads Issues Conditions Notes. Approved

Plan Review Cycle 1 Requirements x

@ - Required ~

1 Upload

o Civil Drawings

This de it d.
Browse or drag and drop the desired files to upload. Once all files are added, the Upload and Validate button is displayed. Click on it tc st glials
package. When all of the desired files are uploaded and validated, click the Continue button to prepare your files for review.
o Design Namative

Anarrative should always be submitted to

Note: i L types into a single PDF document.

provide a project summary and explain the goal

of the curent submittal and/or any changes to
previously submitted documents

] o Site Plan
Drag and drop files here This document s required.
or
I . * Recommended v
Application Form
date.PNG

application

Files




54. We are back to same page; a form has been uploaded, a drop down box will appear with
a list of different files the form could be. Select what it applicable. For this guide, | have
chosen the "Building Plans" option.

Requirements x

o ® Required ~

Plan Review Cycle 1

Review

o Civil Drawings

This document is required.
Browse or drag and drop the desired files to upload. Once all files are added, the Upload and Validate button is displayed. Click on it tc O
package. When all of the desired files are uploaded and validated, click the Continue button to prepare your files for review.
 Design Narative

A narrative should always be submitted to
provide a project summary and explain the goal
of the current submittal and/or any changes to
previously submitted documents.

Note: i fous types into a single PDF document.

m o Site Plan

Drag and drop files here This document is required.
or
I ‘ * Recomm

| Building Plans

CustomReceiptv1.pdf
Description...

Upload and Validate

55. After selecting what the form that has been uploaded is, please provide a word or short
sentence of what it is in "Description..." .

Plan Review Cycle 1 Requirements x

o ® Required A~

o Civil Drawings

This de it d.
Browse or drag and drop the desired files to upload. Once all files are added, the Upload and Validate button is displayed. Click on it tc Sl o
package. When all of the desired files are uploaded and validated, click the Continue button to prepare your files for review.
e Design Narrative

Anarrative should always be submitted to
provide a project summary and explain the goal
ofthe current submittal and/or any changes to
previously submitted documents.

Note: Please do not combine plans and documents of various types into a single PDF document..

&4 o Site Plan
Drag and drop files here This document is required.
or

I @ © Recommended v
‘ m v
S X

Description...

CustomReceiptv1.pdf

Upload and Validate




56. After you have added the description, Click "Upload and Validate"

Requirements x

@ -+ Required A

Plan Review Cycle 1

2 Sheets 3 Review

o Civil Drawings

This de it d
Browse or drag and drop the desired files to upload. Once all files are added, the Upload and Validate button is displayed. Click ot tc - oot = oau®
package. When all of the desired files are uploaded and validated, click the Continue button to prepare your files for review.
o Design Narative

Anarrative should always be submitted to
provide a project summary and explain the goal
of the current submittal and/or any changes to
previously submitted documents

Note: Please do not combine plans and documents of various types into a single PDF document.

Pl o Site Plan
Drag and drop files here This document is required.
or
[l @ * Recommended v
Building Plans v
CustomReceiptv1.pdf X
drawings| |

Upload and [falidate

57. From here, repeat the steps with how ever many files you have.

Plan Review Cycle 1 Requirements x

© - Required ~

o Civil Drawings

Browse or drag and drop the desired files to upload. Once all files are added, the Upload and Validate button is displayed. Click on it tc  This document is required
package. When all of the desired files are uploaded and validated, click the Continue button to prepare your files for review.
o Design Namative
MNote: Please do not combine plans and documents of various types into a single PDF document.
A narrative should always be submitted to
provide a project summary and explain the goal

of the current submittal and/or any changes to
previously submitted documents.

o Site Plan

This document is required.

II @ + Recommended p2

I © - Validated v

CastomReceipbi Heawings Building Plans New Albany 9/3/2026 Vi &

Setagt files




58. After you have uploaded everything needed, each status will say validated. Click
"Continue" to move forward.

Plan Review Cycle 1 I Requirements x
o s i) * Recommended v

I © - validated v

Browse or drag and drop the desired files to upload. Once all files are added, the Upload and Validate button is displayed. Click on it to validate the files and add them to your review
package. When all of the desired files are uploaded and validated, click the Continue button to prepare your files for review.

]
Drag and drop files here
or

Browse

Accela Test.pdf site map Site Plan © VALIDATED New Albany 91312026 VAR it
Accela Test.pdf Design Narrative @ VALIDATED New Albany 9/3/2026 Vi &
2022-0570 - template. pdf civil Civil Drawings © VALIDATED New Albany 91312026 72 &
CustomReceiptv1.pdf drawings Building Plans @ VALIDATED New Albany 9/3/2026 Vi W

' Continue

59. Normally the sheet number and title will auto-populate. If it doesn't, please fill in the
sheet number and title.

Record Details Summary Uploads Issues Conditions Notes Approved

Plan Review Cycle 1

1 Upload ee

Displayed below are the sheets extracted from files in this review package. Please review the sheet numbers that automatically populated for each title block to ensure they are
correct and match the plan page. If any title block is missing the corresponding sheet number, you will need to manually enter that number. You can save your work and come back
later if needed, or click Continue when you are done.

Showing a total of 3 sheets

Show only error sheets
Title Block Thumbnail M’h\md title
. ¢l )
Wuim
B Accela Test.pdf (Page: 1)

Sheet number is required



60. Click "Continue"” once each file has a sheet number and title attached.

B Accela Test.pdf (Page: 1)
G2

B Accela Test.pdf (Page: 1)
G 3

B Accela Test.pdf (Page: 1)

61. Please enter a description of the plans and documents you are uploading here under the
"Description” blue banner.

Record Details Summary Uploads Issues. Conditions Notes Approved

Plan Review Cycle 1

1 Upload 2 Sheets

Please review the information below and ensure you have uploaded all of the plans and documents for this review cycle. Click the Edit buttons to make any needed changes or to
upload any remaining documents. Once you click Finish, your review cycle will begin and additional documents cannot be uploaded until after the review cycle has been completed.

Description

Please enter a description of the plans angfdocuments you ale uploading here...

Requirements

‘The requirement types below indicate if the corresponding criteria has been met. Ensure all required requirements are validated to submit your review package.

© Recommended Calculations This document is recommended.
® Validated Building Plans

® Validated Civil Drawings.

® Validated Design Narrative

@ Validated Site Plan

Files



62. Click "Save"

Record Details Summary Uploads Issues Conditions Notes Approved

Plan Review Cycle 1

1 Upload 2 Sheets 3 Review

Please review the information below and ensure you have uploaded all of the plans and documents for this review cycle. Click the Edit buttons to make any needed changes or to
upload any remaining documents. Once you click Finish, your review cycle will begin and additional documents cannot be uploaded until after the review cycle has been completed.

| nevedrawings| ‘

Requirements

The requirement types below indicate if the corresponding criteria has been met. Ensure all required requirements are validated to submit your review package.

© Recommended Calculations This document is recommended.

@ Validated Building Plans.

@ Validated Civil Drawings

@ Validated Design Narrative

@ Validated Site Plan

Files Edit

These are all the files that will be submitted with this package.

63. Review this page

&

The requirement types below indicate if the corresponding criteria has been met. Ensure all required requirements are validated to submit your review package.

© Recommended Calculations This document is recommended.

© Validated Building Plans

© Validated Civil Drawings

® Validated Design Narrative

© Validated Site Plan

Files Edit

These are all the files that will be submitted wiith this package.

Atcela Testpdf plans Building Plans NewAlbany 91312026
Accela Test.pdf civil Civil Drawings New Albany 9/3/2026
Acoels Test pdf Design Narrative New Albany 9/3/2026
Accela Test.pdf site map Site Plan New Albany 9/3/2026




64. Click "Finish"

new drawings

&

Requirements Edit

The requirement types below indicate if the corresponding criteria has been met. Ensure all required requirements are validated to submit your review package.

& Recommended Calculations This document is recommended.
® Validated Building Plans

® Validated Civil Drawings

@ Validated Design Narrative

® Validated Site Plan

Files Edit

These are all the files that will be submitted with this package.

Accela Test.pdf plans Building Plans PROCESSED New Albany 9/3/2026

Accela Test.pdf Civil Civil Drawings New Albany 9/3/2026
Accela Test.pdf Design Narrative = PROCESSED New Albany 9/3/2026
Accela Test.pdf site map Site Plan = PROCESSED New Albany 9/3/2026

65. You have completed the upload process. This is the summary page that includes the
status of your submittal.

Create an Application Search Applications Schedule an Inspection

Record: COM-NEW-26-0022
Address: 99 W MAIN St, NEW ALBANY OH 43054

Status: [ 7g10)

Record Details Summary Uploads Issues (Conditions Notes Approved

ription of Work: test Discipline Status Issues Conditions Notes
ent Status: SUBMITTED 0 0 0
ress: 99 W MAIN St, NEW ALBANY OH 43054
Issues In Progress With Applicant: Prve )
FIRE 0 0 0

Issues In Progress With Agency:

Total Number of Issues: 0 0 o

Completed Issues: LANDSCAPE 0 0 0

Total Number of Conditions:

PLANNING 0 4 0
Total Number of Notes: -
PLUMBING 0 0 0



	How to Apply for a Commercial Permit on ACA
	Perform the same task for Construction Type

