How to Submit a Planning Application in ACA

Learn how to navigate the Accela Citizen Access portal to initiate and complete a
planning variance application. This guide walks you through the essential steps, from
selecting the application type to uploading your documents.

1 Before submitting an application, applicants are strongly encouraged to discuss
the application with planning staff beforehand. Staff can verify the correct type of
application, submittal deadlines, and answer questions you have through the

submittal process.

2 Navigate to https://aca-prod.accela.com/ALBANYOH/Default.aspxand sign in or

create an account.

Register for an Account  Login

[Searcn...

Advanced Search +

Sign In

USERNAME OR EMAIL:*

PASSWORD:*

Forgot Password?

|| Remember me on this device
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https://aca-prod.accela.com/ALBANYOH/Default.aspx

3 Once signed in, you will see a page similar to this.

Contact Us: (614)

NEW ALBANY
s

COMMUNITY CONNECTS US
Logged in as:Lauren Collections (0)  Account Management  Logout

Search. | ©

Dashboard My Records My Account Advanced search v

Hello, Lauren

View Collections

You do not have any collections right now.

@ View All Records

No records found

Create an Application

4  Click "Planning."

NEW ALBANY

COMMUNITY CONNECTS US
Logged in as:Lauren Coller

Planning

Dashboard V My Account Advanced Search =

Welcome Lauren

You are now logged in.

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

Search for a Provider/Education Search for a Licensee

Lockup Property Information
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5  Click "Create an Application."

NEW ALBANY

COMMUNITY CONNECTS US

Logged in &

Planning

Crizate an Application Obtain a Fee Estimate Search Applications Schedule an Inspection

6 Search for the application you want or click the down arrow next to "Board and
Commissions" or "Other Services." Select the application type. In this example, a
variance will be selected.

v

Create an Application Obtain a Fee Estimate Search Applications Schedule an Inspection

Select a Record Type

Choose one of the following available record types. For assistance or to apply for a record type not listed below please contact us.

¥ Boards and Commissions
() Appeal
() Certificate of Appropriateness
(O Conditional Use
() Final Development Plan
(O Final Development Plan Modification
() Final Plat
(O Final Plat Modification
(O Preliminary Development Plan
(O Preliminary Plat
(O PUD Zoning Text Modification
=B ezoning to PUD / Non-PUD

Continue Application »
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7  Click "Continue Application."

¥ Boards and Commissions

O Appeal
() Certificate of Appropriateness
() Conditional Use
(0) Final Development Plan
() Final Development Plan Modification
) Final Plat
_) Final Plat Modification
(O Preliminary Development Plan
(O Preliminary Plat
() PUD Zoning Text Modification
() Rezoning to PUD / Non-PUD
() Vacation
(@ Variance

» Other Services

Create an Application: Location

8 Atleast one location must be chosen. You can search for a site in numerous ways:

* Use the map to select a parcel. (Ensure pop-ups are on for the site.)
* Enter a parcel ID and click Search.
* Enter an address and click Search (recommended).

* Enter a property owner name and click Search.
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9  Ifusing the "Address" function to select a property, scroll down to "Address."

L
spell check

spell check

Direction: Street Name: Street Type:
‘ --Select-- - ‘ ‘ | | --Select- - |
City: State: ~Zip:

Owner
Owner Name: %Eﬁ

Adddrace 1ina 10

Type in at least a street number and click "Search." Select the property from the
results.

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

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

l 99 | l —Selact-- - | Main ‘ l --Select-- L ‘
Unit No.:

City: State: *7ip:

‘ NEW ALBANY | ‘ | |
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After searching and selecting a result, the parcel ID, address, and property
owner information will auto-fill.

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

11

*Street No.: Direction: Street Name: Street Type:
B BE | [ BE v|
Unit No.:
City: State: *7ip:
NEW ALBANY ‘ ‘ OH ‘ ‘ 43054

12  Review the information and click "Continue Application."

Address Line 1:

|
Address Line 2:
\ |
City: State: Zip:

_ Sontmis Ao rotn -

Create an Application: Contact Information
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13 Add applicants, contractors, property owners, and more. At a minimum, one
applicant must be entered. Click "Add New."

Step 1:Location and Contacts = Contact Information
In this page, fill in information for all contacts related to this application. Make sure the contact information is complete and current.

Applicant: This information pertains to person/organization requesting subdivision of the subject property.
Contact information for Property Owner, Surveyor, Engineer, and Architect may be added if other than the Applicant.

An Authorized Agent may submit this application on behalf of the Applicant. Please add contact information of the authorized agent in such case.

* indica

Contact List

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

Reguired Contact Type  Minimum
A\ Applicant 1

f ) B
=
¥\ /1

Showing 0-0of 0

No records found.

Open the drop-down menu and select the type of contact. At least one applicant
14 : o o2
must be included. Click "Continue.

Select Contact Type

*Type:

[Applicant

ﬁw Discard Changes
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15 For the selected contact, enter at least a first and last name, phone number, and
email address. When done, scroll down and click "Continue."

Contact Information

Preferred
Channel:

*First: Middle:

John

Name of Business:

| Company LLC

Home Phone: *Mobile Phone: work Phone:

6145550000

*E-mail: Fax:

email@address.com

¥ Contact Addresses

To edit a contact address, click the address link.

Showing 0-0 of 0

Notifications regarding updates to the application will be sent to the applicant
email address (above).
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16  Add other contacts as needed. When done, click "Continue Application."

nation pertains to person/organization reguesting subdivision of the subject property.
‘or Property Owner, Surveyor, Engineer, and Architect may be added if other than the Applicant.

may submit this application on behalf of the Applicant. Please add contact information of the authorized agent in such case.

*indicates a required field.

he Select from Account or Add Mew button. To edit a contact, click the Edit link.

ype  Minimum

1
Hm

sessfully.
pany LLC Applicant Edit Delete
I Continui* Application »

Create an Application: Application Details

Required fields will have an orange asterisk (*) next to the field title. Other fields
are optional, but information should be included where possible.
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17 Description of Project: Create a name for your application that generally describes
what is being proposed. Then, describe the request in more detail.

1 Location and
Contacts

Step 2:Application Information > Application Details

In this page, fill in detailed information for the project. The information in this page needs to be complete in order for the agency

Description of Project

Please briefly describe your proposed project.

The Description of Project must convey a detailed account of the project in your attached plans. Do NOT state “Please see attached plans.”

* Application Name:

Doe Residence Setback Variance

*Detailed Description:

Wariance from setback requirement to allow a new house to encroach 10 feet into the rear yard sethack.

spell check

18 Application Details: This section will vary between different planning
application types. Items with an orange asterisk (*) are required to be filled
out/answered.

Application Details

Proposed Actions

Construction of a new building: Expansion of an existing building:
New Use of an existing building: Construction of a new parking area:
O O

Expansion of existing parking area: Increase in residential density:

O

Demolition of an existing building: Other:

= [ ]
Requested Variance
Lot Size:

Minimum Frontage: Setback:

O [ ]
Other:

I

GENERAL INFORMATION

Environmental Features: =
Tree Preservation Zone

Proposed Open Space/Parkland Acres: I:l
A

_ Continue Application »
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19 Once you have filled out all of the required fields (and any optional fields), click
"Continue Application.”
An error message will pop up if a required field is not filled out.

Proposed Actions

Construction of a new building: Expansion of an existing building:
O

New Use of an existing building: Construction of a new parking area:
Expansion of existing parking area: Increase in residential density:

0

Demolition of an existing building: Qther:

= [ ]

Requested Variance

Lot Size: Lot Width:
O O
Minimum Frontage: Setback:
Other:

[ ]

GENERAL INFORMATION

TR =3
Proposed Open Space/Parkland Acres: I:l

Lot Frontage: e

_ Coptiue App

A review page will open. Ensure all information appears accurate and filled out.
20 g " A g g " A
Click "Continue Application" to continue.

John Doe Company LLC Applicant Edit

Description of Project Edit

Application Name:Doe Residence Setback Variance
Detailed Description:Variance from setback requirement to allow a new house to encroach 10 feet into the rear yard setback.

Application Details

o =3

Construction of a new building: Yes Expansion of an existing building: No

New Use of an existing build

Construction of a new parking area: No
Expansion of existing parking area: No Increase in residential density: Yes

Demolition of an existing building: No Other:

N— =3

Lot Size: No Lot Width: No
Minimum Frontage: No Setback: Yes
Other:

Sp— =3
Environmental Features: Tree Preservation Zone

Proposed Open Space/Parkland Acres:

Lot Frontage 150

_ CRRBHE Aap=stn -
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21 After clicking on "Continue Application," the page will notify you that the
application has been successfully submitted. An application submittal is still
required to be uploaded for most planning applications at this step. Click
"Upload Plans and Documents."

Search. |

[ mungm Wy Tomee A

Create an Application Obtain a Fee Estimate Search Applications Schedule an Inspection

Variance

. Your application has been successfully submitted.
) Please print your record and retain a copy for your records.

Thank you for using our online services.
Your Record Number is VAR-26-0008.

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 past it in the work area.

To upload yourligitalplans, specifications, or other supporting documents for review, please click below:

MH

A planner will reviEwydt? application. In the meantime, you will receive an automated email with next steps. Please ensure all plans and documents are uploaded as needed. If you have any questions, please email
planning@newalbanyohio.org or call the New Albany Cammunity Development Department at 614-939-2254.

AR UG 2 TR (o must post the record in the work area.)

Uploading Files: Add Files

@ To navigate to the file upload portal from the home page, click on "Planning” OR
"My Records" at the top of the page, find your application, and click "Upload
Plans" under the "Action" column.

@ Plan sets will need to be uploaded as one file (e.g. all pages of an engineering
plan set must be in one PDF), and different file types will need to be uploaded
individually (e.g. the engineering plan PDF is separate from a narrative
statement PDF or a site plan PDF). Files must be in PDF format.
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22

Each planning application type has its own required files. Open the

required-document list to view. To upload a file, click "Browse."

¥ Uploads Issues

s to upload. Once all files are added, the Upload and Validate button is displayed. Clic
e uploaded and validated, click the Continue button to prepare your files for review.

ous types into a single POF document.

Conditions

o Project/Narrative Statement

on it tc This document is required.

e Proximity Report

This document is required.

e Site Plan

This document is required.

23 Once you have opened your file, select the type of file you have uploaded. Add a

description if needed.

Plan Review Cycle 1

Browse or drag and drop the desired files to upload. Once all files are added, the Upload a
package. When all of the desired files are uploaded and validated, click the Continue butto

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

&

Drag and dr
o

Architectural Drawings
Architectural Guidelines
Development Text
Elevation Drawings
Engineering Plans
Grading Plans
Justification Letter
Land Survey

Landscape Plan

Legal Description
Material Samples/List
Photometric Plan

Plat

Project/Narrative Statement
Proximity Report

Sign Plan
Site Plan

Supporting Documents

Site Plan.pdf

| SitePlan

Description...

Upload and Validate
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24  Click "Upload and Validate" for the file.

S — I © ¢+ Required ~

+ Project/Narrative Statement
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 t¢  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 Proximity Report

Mote: Please da nat combing plans and documents of various types into a single PDF document. ) ) )
This document is required.

o Site Plan
iti This document s required.
Drag and drop files here
or
Site Plan v
Site Plan.pdf x

| |Descriptian... |

Fpload and Validaty

Validating the files ensures staff is able to securely and properly access and read
the files. Make sure your document is in PDF format and not password-protected.

Made with Scribe - https://scribehow.com



25 Continue selecting files and uploading them until all required (and optional) files
have been uploaded and validated. Click "Continue."

12 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
2sired files are uploaded and validated, click the Continue button to prepare your files for review.

documents of various types into a single POF document.

k]
Drag and drop files here
or

Proximity Report © VALIDATED Lauren Sauter 9/15/2026 Z
Project/Narrati .
df bbbt © VALIDATED Lauren Sauter 9/15/2026 Vi i

Site Plan Lauren Sauter 9/15/2026 Vi o

1:30PM
9/15/2026

@ Tip! - You will receive an error message if any required files are not submitted.
Ensure all files are separately uploaded. You can submit additional files that are
not in the "required" list if you have additional information you would like to
submit.

Uploading Files: Sheets

For engineering/architectural/similar plans, the program will automatically scan
for sheet numbers and sheet titles and fill out the fields. If the program cannot
find a sheet number/title or if there are none present, manually label sheet
numbers.

26

For resubmittals/revisions: Use consistent file names across resubmittals, as the
program will automatically label the version number when file names are the same.
Make sure the sheet numbers from the original submittal match the sheet numbers in
the resubmittal; if adding a new page during resubmittal, insert the page in sequence
(for example, for a new page between pages 12 and 13, name it "12A" or "12-1" so that
page 13 still aligns with its original version).
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27 Example 1: These plans had a clear sheet number and title, and the fields were filled

out automatically.

COVER SHEET COVER SHEET

Shoat 1 a1 12

B Plan Set.pdf

areron ' SITE PLAN

B Plan Set.pdf

¢ c1:1
ST YRANGLE A / : o SIGHT TRIANGLE ANLAYSIS
C1.1 A
P

{ Page: 1)

{ Page: 2 )

28 Example 2: For the first page shown here, the program was not able to find a sheet

number OR title. Enter a humber.

Example 3: For the third page shown here, the program found redundant page
numbers, or it may have scanned something else. Renumber as you see fit; e.g., 100-1,

100-2, 100-3, or A01, BO1, BOZ2, or 51, S2, S3...

-
B 25 0618 Hawksmoor Lot 19 Re-Plat Application. pdf

{ Page: 2)

Sheet number is required

B 25 0618 Hawksmoor Lot 19 Re-Plat Application. pdf

¢ oH10

B 25 0618 Hawksmoor Lot 19 Re-Plat Application. pdf

{ Page: 2 )

( Page: 4)

¢ | 100

Sheet number 100 has been assigned 4 times.

B 25 0618 Hawksmoor Lot 19 Re-Plat Application. pdf

( Page: 5 )

A [ian
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29 When done, click "Continue."

30

Plan Review Cycle 1

1 Upload

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 1 sheet

Title Block
e 0w
wn_herean, A tltie
mded for review
20t prow

Thumbnail

Sheet number and title

Show only error sheets

G I'o1|

B Site Plan.pdf

( Page: 1)

.

Continue

Provide a description of what is being submitted. Click "Finish."

Description

Variance application submittal

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

@ Validated Project/Narrative Statement

@ Validated Proximity Report

® Validated Site Plan

Files Edit

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

Site Plan.pdf
Project Marrative Statement.pdf

Proximity Report.pdf

Site Plan

Project/Narrative
Statement

Proximity Report
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What Next?

31

32

33

You can track the status of your application in the My Records section of the
Citizens Access Portal.

The applicant will receive an email from noreply@newalbanyohio.org. Make
sure to check your Junk Mail if you do not see anything.

Planning staff will review the submittal for completeness and let you know if any
additional materials or changes need to be submitted. If changes are needed,
follow the "Uploading Files: Add Files" steps and ensure document titles are the
same.

For Boards and Commissions applications, a planner will prepare a staff report
and agenda ahead of the public hearing. Someone familiar with the application
should be present at the public hearing to answer questions from the
Board/Commission. A Record of Action will be prepared following the hearing; if
approved, a permit application may be submitted.

If you have any questions, feel free to reach out to planning@newalbanyohio.org.
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