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Uploading Documents to Accela Online
Portal

1 Navigate to https://aca-prod.accela.com/OLMSTED/Login.aspx

https://scribehow.com
https://aca-prod.accela.com/OLMSTED/Login.aspx
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2 Click "Sign In"

3 Click this search field.
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4 Type your permit number, remember the first character is the letter O (think O for
Olmsted), not the digit zero. Building permit numbers are in the format of
O##-####RB (or CB or PM)

5 Click "Record Info"
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6 Click "Attachments"

7 Click "Add"
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8 Click "Add"

9 Click "Continue"
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10 Click the type dropdown.

11 Click the "Description:" field and enter the document description (Plans, Site Plan,
energy calcs, etc.)
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12 Click "Save"


