OLMSTED COUNTY Olmsted County Planning Department

MINNESOTA

How to Apply for a Permit in ACA

Guide to applying for building permits online

First, go to the web address - https://aca-prod.accela.com/OLMSTED

You must have a Citizen Access account to submit permit applications. For additional resources
regarding creating an account, electronic submittal requirements for building permits, or other
relevant permit information, go to - https://www.olmstedcounty.gov/business/building-development-
gis/building-well-septic/building-well-septic-inspections

PLEASE NOTE: if there is not an official address assigned to the work site yet, the application cannot
be submitted online. Please Contact the Olmsted County Planning Department at 507-328-7100 or
planningweb@co.olmsted.mn.us

On the Citizen Access page, enter your username and password to log in.

Welcome to the Olmsted County Citizen Access Portal
Main Phone: 507-328-7100

Announcements  []Accessibility Support  Register for an Account  Login

-

m Building, Well, & Septic Permits ~ E911 Addressing  County Planning

Advanced Search v

Welcome to the Citizen Portal |,
User Name or E-mail:
We are pleased to offer our citizens, businesses. and visitors access to |
government services online, 24 hours a day, 7 days a week.
Password:
In partnership with Accela. Inc., we are fulfilling our promise to deliver
powerful e-government services and provide valuable information about the

community while making your interactions with us more efficient, convenient,
and interactive.

Access to these services is available by two methods:

[] Remember me on this computer
Unregistered (or anonymeous) user I've forgotten my password
jister fo

- Search and view records Mew Users: Re i Account
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Towards the top of the page, click on Building, Well, and Septic Permits to get to the correct page for
the application process. Then select Create an Application below where it says Building, Well & Septic
Permits to begin the application process.

Announcements Logged in as:Joe Builder Collections (2)v ™ Cart (0) Account Management Logout

Home [:INIGILTRUVETR:RS U0l E911 Addressing  County Planning
Create an Application Search Applications/Permits Schedule an Inspection

The first page when applying for a building/trade, well, or septic permit is the General Disclaimer
which must be read and accepted to proceed.

Home [EUIELFRVANCET TN T E911 Addressing  County Planning

Create an Application Search Applications/Permits Schedule an Inspection

-

Building, Well, & Septic Permits
Please review and accept the terms below to proceed.

Please "Allow Pop-ups from This Site” before proceeding. You must accept the General
Disclaimer below before beginning your application.

General Disclaimer A
While the County attempts to keep its Web information accurate and timely, the
County neither warrants nor makes representations as to the functionality or
condition of this Web site, its suitability for use, freedom from interruptions or from
computer viruses, or non-infringement of intellectual property rights. Web
materials have been compiled from a variety of sources and are subject to change
without notice from the County as a result of updates and corrections.

All trademarks and service marks contained in or displayed on this Web site are the

v

W] | have read and accepted the above term:

The next page will prompt you to select a permit type. Click the “Building” link to open the different
permit types available for online applications. Select the permit type for which you are applying and
click “Continue Application”. If the permit type you are applying for is not listed, please contact the
Olmsted County Planning Department at 507-328-7100 for other submittal options.

Home IV IT T BTG @2t (olln=1g 1 148 E911 Addressing  County Planning

Create an Application Search Applications/Permits Schedule an Inspection

Select a Permit Type

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

()] l esidential Plumbing/Mechanical

eptic Treatment System Permit
) Well Construction

Continue Application »

June 15, 2021 20f5



Next you will search for the site address of the project. Only search using the house humber and
street name/number. Do not include street type such as St, Ave, or Blvd. If there is no site address,
you can search by parcel number (only use the last 6 digits if searching parcel number). See search
examples document here:

1 Site Location 2 Contractor Info 3 Applicant 4 Application Info 5 Review 6 7

Step 1:Site Location >Address, Parcel, Owner

* indicates a required field.

Address

Please search to enter the work location for your permit application.

For best results, only enter the "Building No" and the "Street Name" and click the "Search” button. Our
address system will validate the address and auto-populate the Parcel and Owner information. If there
are two or more addresses that meet your search criteria please select the correct address from the
returned list. Here are some search and an to help if you are having issues searching
your work location.

*Building No: Pre Type: * Street Name: Street Type:  Direction:
| 8378 | | | | 14 | | --Select-- ¥ | | --Selecl™
Unit No.: Unit Type:

C ]

City: State: Zip:

| I ] |

*Inspection District: IDP

[ ]
[ seren | cer

After the address search is completed, the rest of the site location information should auto fill. Click
“Continue Application”.

If you are a homeowner acting as your own contractor and are not a licensed contractor, you can
skip the contractor info/licensed professional section. If you are a licensed contractor, select the
“Look Up” button to enter your contact information as the contractor.

1 Site Location 2 Contractor Info 3 Applicant 4 Application Info 5 Review 6 7

Step 2: Contractor Info>Contractor
* indicates a required field.

Licensed Professional

Please click on "Look Up" to select the contractor who will be doing the work.

= —

If you are a licensed contractor, enter the name of your business in the "Name of Business” field and
select the “Look Up” button at the bottom of the window. If you receive multiple search results,
select the radio button to the left of the appropriate result and select “Continue”. You will then be
taken back to the Licensed Professional page in Citizen Access.
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If you have any PDF attachments to submit with your application form such as energy worksheets,
construction plans, spec sheets, site plan, etc. you will click the “add” button under the attachment
section of this page. A separate window will open where you will click the “add” button again and
select the document you want to attach from your computer. Then click “continue”.

From here, you will need to select a document type and add a description. Then click “save”

Attachment

Only PDF files are allowed for upload.

Name Type Size Latest Update Action

No records found.

*Type: Remove

Site Plan b

File:
Site Plan.pdf
100%

* Description:

Anderson site plan

spell check
B 1
Continue Application » Save and resume later

After you have added all of your attachments, click the “Continue Application” button at the bottom

of the page.

Next you will select the applicant for this permit. Click the “Select from Account” button.

1 Site Location 2 Contractor Info 3 Applicant 4 Application Info 5 Review 6 7

Step 3:Applicant > Applicant

*indicates a required field.

Applicant

Choose "Select from Account” if you want to utilize your registered account information saved in
Accela database or Property Owner information.

Otherwise, select "Add” to enter information.

If any changes need to be made to your Public User Contact information, please call 507 328-7100.

Select from Account

Continue Application » Save and resume later

i

June 15, 2021

4 of 5



A window will open showing your account information and the property owner information, if
different than the account holders. Select the radio button to the left of the appropriate result and
select “Continue”.

Next you will complete the application info fields. Any field with a red asterisk (*) is a required field
that you must complete. If there is a Custom List area, click the blue “"Add a Row” button to complete
these fields. Once all of the applicable information has been entered, click the “Continue Application”
button at the bottom of the page.

This will take you to the review screen. Take a moment to review all entered information the
certification at the bottom of the page. You must agree to the certification by checking the box at the
bottom before clicking “Continue Application”.

Custom Lists

EQUIPMENT PROVIDED m

No Custom Lists data for the sub group above

I hereby apply for a trade permit, and | acknowledge that the information above is complete and accurate; that the
work will be in conformance with the ordinances of Olmsted County and with the Minnesota Building Codes; that |
understand this is not a permit, but only an application for a permit, and work is not to start without a permit; and that
the work will be in accordance with the approved plan in the case of work which requires a review and approval of
plans.

By checking this box, | agree to the above certification. Date: 03/17/2021
Continue Application » Save and resume later

Congratulations! You have applied for a permit on the Olmsted County Planning Departments ACA
website! To review your permit information, make payments, or check the status, click the blue link
under the site address. The blue link is your permit number. For more information on making
payments or checking the status of your permit visit:

https://www.olmstedcounty.gov/business/building-development-gis/building-well-septic/building-well-

septic-inspections
Home E911 Addressing  County Planning

Create an Application Search Applications/Permits Schedule an Inspection

Payment 3 RecaiptiRecord

1 Selectitemtopay 2 ;o0 ohon issuance

Step 3:Receipt/Record issuance

Receipt

Thank you for your application/permit submittal. Your application will be revi d and you will receive
notice of when payment is due and application is accepted.

Please contact the Olmsted County Planning Department with any questions at 507 328-7100.

8378 SE 14, EYOTA MN 55934

021-0013PM

ernment Center 151 4th Street SE Rochester, MN 55904-3710
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