Engineering Plan & Document
Submission Guide

City of New Albany Engineering Department

This manual provides step-by-step instructions for submitting engineering applications,
plans, and supporting documents through the Citizen Access Portal. Follow these steps to
correctly upload and validate your required plans and documentation for project
submission.



Application Setup

1. Navigate to https://aca-prod.accela.com/ALBANYOH/Default.aspx
Click "Login." If you do not have an account, click "Register for an Account” and
complete the registration process.
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MUNITY CONNECTS US

Register for an Acco

Advanced Search v

Sign In

USERNAME OR EMAIL:* ‘
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2. Click the "Engineering" Tab
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@ View All Records


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

3. Click "Create an Application" and choose which record type you are applying for.

Engineering General Permit
Floodplain Permit

Right of Way Permit

Traffic Engineering Submittal
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Create an Application Search Applications Schedule an Inspection

Logged in as:Jeremiah Wood  Collections (0)  Account Management  Logout

Engineering

(reate an Application Search Applications Schedule an Inspection

e —

Showing1-20f2 | Downloadresults | Add to collection | Copy Record

[J o7/7/2026  ENG-GEN-26-0035 Engineering General Permit  Test ™ 07/17/2026 Revisions Required
i Engineering General
[ os/zsrzoe  EnG-GENA-26-000020  PELETECE Wood Test 0771412028 In Review

Search for Records
Enter information below to search for records.
+ Site Address
« Contractor License Information
« Parcel Number
« Record Information
« Contact Information
Select the search type from the drop-down list.

General Search v

General Search

[ Search my records only

Logeed in as:Jeremiah Wood  Collections (0) ~ Account Management  Logout

Select a Record Type

Choose ane of the following available record types. For assistance or to apply for a record type not listed below please contact us.
RS - |
~ Engineering

@ Engineering General Permit

O Floodplain Permit

O Right of Way Permit

O Traffic Engineering Submittal

Continue Application »




4. Click "Add New" and enter the required contact information.
Required contacts for all record types:
e Applicant
e Design Engineer
Additional required contact for Right of Way Permit applications:
e Utility Owner

Input all project details/information in the Application Information step and review
ensuring that all information is accurate before submitting.

Engineering

Create an Application Search Applications Schedule an Inspection

Engineering General Permit

Step 1:Contact Information>Contact Information
*indicates a required field.

Contact List

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

Required Contact Type  Minimum
i\ Applicant 1
/b Design Engineer g

Add New |

Showing 0-0 of 0

No records found.

_ Fossr Appllsstin =



Document Upload

5. After reviewing and officially submitting the application, Click "Upload Plans and
Documents" to upload files for your review package.

Search...

Engineering

Create an Application Search Applications Schedule an Inspection

Engineering General Permit

, Contact , Application

Information % Information 3 Review

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 ENG-GEN-26-0037.

You will need this number to check the status of your application and make payments. Plans and documents must be uploaded to start the review process. Reviews take approximately 14 days after
proper document submission.

re for any ions or cancerns.

RV T By R S (vou must post the record in the work area.)




6. When uploading plans, the document type checklist will display the Required and
Recommended documents to be included in your review package submittal. All
Required document types must be included in your review package. The
Recommended document types are not required on initial submittal, but may be
requested later in the review process, prior to issuing approval. After selecting your files
and assigning the appropriate document type to each file, click "Upload and Validate."
The files must be successfully validated to ensure they can be reviewed in the Digital
Plan Room. All uploaded files must be in PDF format.

Record: ENG-GEN-26-0036
Address: 99 W MAIN 5t, NEW ALBANY CH 43054
Status: | INTAKE

Record Details Summary Uploads Issues Conditions

Approved

Plan Review Cycle 1 Requirements

© + Required

 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
package. When all of the desired files are uploaded and validated, click the Continue button to prepare your files for review.

glittc  Engineering plans showing site layout, gading,
utilties, drainage, roadways, and other gl

infrastructure details. Stamped by a PE.

Mote: Please do i and

pes into a single PDF document. e Cost Estimate

A breakdown of anicipated project exgl nses,
used to verify fees, bonding amounts ¥ project
scope

]

Drag and drop files here
or

o Scope of Work Narrative
tten explanation of widthe project will

5 Recommended ~

Landscape Drawings

Plans illusirating planting, vegetation, screening
Files and landscape design elements required for

project completion

_ Natiomide Permi

Documentation from the U.S. Army Corps of
Engineers showing approval for work that
impacts wetlands or waterways under federal
regulations.

Notice of Intent

Record Details Summary Uploads Issues

Conditions Motes Approved

Plan Review Cycle 1

I Requirements

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.

Note: Plesse do i ana e into a singe POF cocument
H
Drag and drop files here
or
Civil Drawings v
File.pdf x
Description...
Cost Estimate v
File (2).pdf x
Description...
Scope of Work Narrative v
File (3).pdf x

Descriptien...

Upload and Validate



7. Verify that the Digital Plan Room has correctly extracted the sheet number for each
sheet in the civil drawing set. If a sheet number is missing or used twice, an error
message will prevent you from proceeding until the issue has been corrected.

® An error has occurred.

Sheet number is required. Please check that all the plan sheets have a sheet number assigned.

Record: ENG-GEN-26-0037
Address: 99 W MAIN 5t, NEW ALBANY OH 43054
Status: |NTAKE

Record Details Summary Uploads Issues Conditions Motes Approved

Plan Review Cycle 1

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 Show only error sheets

Title Block Thumbnail Sheet number and title

Sheet number is required

B File.pdf { Page: 1)

Save and resume later m



8. Review the uploaded package and make any necessary corrections before uploading it

to the Digital Plan Room. When everything is complete and accurate, click "Finish." A
confirmation screen will appear, and you will receive an email confirming that your
plans and documents have been received. You can track the status of your plan review
in the My Records section of the Citizens Access Portal.

[Seamn. m—l

Engineering

Create an Application Search Applications Schedule an Inspection

Success.
Your review package has been submitted.

Record: ENG-GEN-26-0037
Address: 99 W MAIN St, NEW ALBANY OH 43054

Status: 1LY i)

Record Details Summary Uploads Issues Conditions Notes Approved
Plan Review Cycle 1

Status: Submitted
Name: Plan Review Cycle 1
Date created: 7/23/2026, 11:21:15 AM

Date submitted: 7/23/2026, 11:38:51 AM

Description:

Files

File. pdf CivilDrawings  Jeremiah Wood  7/23/2026 1
File (2).paf CostEstimate  Jersmiah Wood  7/23/2026 1
File (3).pdf Scope of Work ) iah Wood  7/23/2026 1

Marrative



Resubmissions and Revisions

To view the issues from a review cycle, navigate to the Engineering tab and select
Search Applications and open the appropriate permit record.

NEW ALBANY e
COMMUNITY CONNECTS US _

Logged in as:Jeremizh Wood  Collections (0)  Account Management  Logout

Engineering

Create an Application earch Applicat ons Schedule an Inspection

e

Showing1-40f4 | Downloadresults | Add to collection | Copy Record

[] 072312006  ENG-GEN-26-0036 Engineering General Permit  JW v 07/23/2026 Upload Plans

[ 072312026  ENG-GEN-26-0037 Engineering General Permit  Tutorial Tutorial 07/23/2026 In Review

[] 07/17/2026  ENG-GEN-26-0035 Engineering General Permit  Test ™ 07/17/2026 Revisions Required  Upload Plans
> 7 Engineering General

[[) oesr0%6  EnG-Gena26-000020  LCEIERCE Wood Test 07/28/2028 In Construction

Search for Records
Enter information below to search for records.
« Site Address
« Contractor License Information
« Parcel Number
« Record Information
» Contact Information
Select the search type from the drop-down list.

EET -1

Once the permit record is open, select the Plan Room drop-down menu and click
Issues. This page displays all issues from each discipline that reviewed the submittal.

e Open issues indicate issues that still need to be addressed.

e Accepted issues indicate issues that have already been resolved.

From there click the issue and you will be required to write a response and resubmit to
address the issues.

Create an Application Search Applications Schedule an Inspection

Record ENG-GEN-26-0035: Add to collection

Engineering General Permit

Record Status: Revisions Required
Expiration Date: 07/17/2026

Record Info ¥ Plan Room v Payments v Custom Component

Summary

Notes
Record Details
A

proved _

Applicant: Project Description: Owner:

alereiiali Wond g VILLAGE OF NEW ALBANY *
jwood Test
jwood@newalbanyohio.org

» Mere Details
Copy Record



Engineering

Create an Application Search Applications Schedule an Inspection

Record: ENG-GEN-26-0035
Address: 99 W MAIN St, NEW ALBANY OH 43054

EHEE NOT APPROVED

Record Details Summary Uploads Issues Conditions Notes Appraved

Below you will see a comprehensive list of issues for this project. This list can be filtered to focus on a desired discipline or status. You can click on an open issue to view associated
mark-ups and respond before uploading new plans. Please note that all open issues will require a brief response prior to uploading a revised plan set.

Issues B & Filter~

3] ENGINEERING Standard Notes

1 Jeremiah Wood 7/29/2026, 1:23:52 PM Jeremiah Wood
2 Issue Jeremiah Wood 712912026, 1:24:15 PM Jeremiah Wood
1 ENGINEERING Test Jeremiah Wood 7/17/2026, 12:13:10 PM Jeremiah Wood

When plans have already been approved and you need to submit a revision, navigate to
the permit record, select the Plan Room drop-down menu, and click Uploads.

Engineering

Create an Application Search Applications Schedule an Inspection

Record ENG-GENA-26-000020: Add to collection

Engineering General Permit

Record Status: In Construction
Expiration Date: 07/28/2028

Record Info v Plan Room ¥ Payments ¥ Custom Component

Work Location

1 BOTTOMLEY CRESCE!
NEW ALBANY OH 43054

Conditions.
Notes
L DEtails _
Approved
Applicant: Project Description: Owner:
Jeremiah Wood Wood Test

SAMUEL MILROY J TR *

» More Details
Copy Record



At the bottom of the page, click the New Revision button. This will take you back to the
upload page, where you can upload your revised plan package and complete the
revision submittal.

=8 Engineering

Create an Application Search Applications Schedule an Inspection

Record: ENG-GENA-26-000020
Address: 1 BOTTOMLEY CRESCENT, NEW ALBANY OH 43054

Status: RG]

Record Details Summary Uploads Issues Conditions Motes Approved

Digital files required for application and plan review are submitted within a review package. Below is a list containing submitted and in progress packages for this application. Plan
files may only be submitted at the start of a review cycle. For review cycles that are in progress, click the Resume action to upload files and/or submit responses.

Review Packages

712817026
711472026
711472026
711472026
711472026
6/25/2026
6/25/2026

To submit revisions ta approved plans click the New Revision button, for all other related record documentation click the Attachments.

Post-Approval Documents Accepted Jeremiah Wood View
Plan Review Cycle 5 Accepted ADMIN View
Plan Review Cycle 4 revision 1 Accepted ADHIN View
Post-Approval Documents final Accepted ADHIN View
Plan Review Cycle 3 revision 3 Accepted ADMIN View
Plan Review Cycle 2 revisions Accepted DPRUSER View

Plan Review Cyele 1 Accepted ADMIN

Recommendations for Civil Plans Uploading
To ensure efficient review in the Digital Plan Room:

Submit plans as a compiled PDF (one combined file).
Use consistent file names across all submissions (avoid “v2” or revision labels). -
Accela will automatically add V2 if file names are the same.
Include bookmarks when exporting plans, ideally beginning each bookmark with
the sheet number (e.g.,, “01-TitleSheet”).
Make sure the sheet numbers from original submittal match the sheet numbers in
the resubmission/revision.
When adding new pages during resubmissions/revisions, insert the page in
sequence:

o Example: to insert a new page after page 12, name it 12A or 12-1 so page 13

still aligns with its original version.

Please review the Video Tutorial: Submitting Plans and Supporting Documents for
step by step information on completing your submission. If you need additional

information, please contact us at engineering@newalbanyohio.org for assistance.



https://vimeo.com/995956468/d1584551e2
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