e-Permitting User Guides:
Accessing Documents

Thank you for using the City of Albany’s e-Permitting platform. This platform can be used to make application, pay fees,
upload documents, and schedule inspection. This guide will assist in viewing and documents from your projects through
www.cityofalbany.net/permits.

Login

Announcements [ Accessibility Support

The fIrSt thmg yOU WI” need IS a user To search Building or Public Works permits, please use the search ‘ Search '|
account |f yOU already have a user fields under Building. To search Planning cases, please use the search -

fields under Planning.
account, you can skip to step two.

System maintenance is scheduled every Monday between 730 - )
am and the third Thursday between 5-30-7-00 pm Reqister for an Account
Step 1- User account:
m Building  Planning
If you do not have an account, you will A St
need to register as a new user. You can
R R R . R Welcome to Accela Citizen Access for the City of Albany, Oregon Login
reg |Ster by C||Ck| ng th|S ||nk 0[‘ by In response to the Governor's Stay Horne, Saver Lives gxecunve order and for the User Name or E-mail
. R protection of your staff and ours, the City's Building Division is implementing a few - =
Se|eCtIng One Of the tWO IlnkS ShOWn On temporary changes to our processes to continue fo provide essential services to you and
. your clients.
the I’Ight Plan Review: Password:
= All commercial projects will need to be submitted electronically.
; R R R = 0One- and two-family projects will also need to be submitted electronically. In cases where
A user gmde on the reg|strat|on process 1S that is not possible, plans will need to be mailed to the City at: 333 EBroadalbin Street SW.
Please note that this process will add an addifional three days fo our two-week plan review DA

aval Iab I e here . time to allow for quarantining once received
Inspections:
= Generally, no inspections will occur in an occupied structure. Inspections of work in a
critical facility (hospital or other medical offices) may occur through video ,ona
case by case basis.
= Inspections will be limited to AM only with the following parameters: o The space
ranmiring incnactinn nr accace tn fhg area being inspected, needs to remain unoccupied

D Remember me on this computer
Luafoootion o
|"Wew Users: Reqgister for an Account ]

Announcements [ Accessibility Support R R R G pection staff leaving in order fo minimize exposure. o

together. For example, Wik i kg -
To search Building or Public Works permits, please use the search Search i - water, and sewer serviced— Mew Uzers: Register for an Account I
fields under Building. To search Planning cases, please use the search — t the time of inspection. L

fields under Planning

System maintenance is scheduled every Monday between 7:30-7:45
am and the third Thursday between 5:30-7:00 pm

m Building  Planning

Advanced Search

Welcome to Accela Citizen Access for the City of Albany, Oregon Login

In response to the Governor's Stay Home, Save Lives executive order and for the W
protection of your staff and ours, the City’s Building Division is implementing a few : Steg 2 - LOg i n

temporary changes to our processes to continue to provide essential services to you and
your clients

Plan Review: [Password ) . .
« All commercial pojects wil need fobe submited slectonically To view or upload documents you will need to be
* One- and two-family projects will also need to be submitted electronically. In cases where

that is not possible, plans will need to be mailed to the City at: 333 Broadalbin Street SW. “ Iogged intO yOUf aCCOUHt Enter yOUI’ |Ogln

Please note that this process will add an additional three days to our two-week plan review

time to allow for quarantining once received . . .

nspections: - credentials and click the button.
« Generally, no inspections will occur in an occupied structure. Inspections of work in a L Remember me on this compuler
critical facility (hospital or other medical offices) may occur through video inspections, on a
case by case basis

« Inspections will be limited to AM only with the following parameters: o The space
requiring inspection, or access to the area being inspected, needs to remain unoccupied
from the night before through our inspection staff leaving in order to minimize exposure. o
Related work needs to be inspected together. For example, while we have three separate
inspections in our system for storm, water, and sewer services, for the time being we need
to have all those services installed at the time of inspection. Likewise, exterior shear wall
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flds undor Buiking. o Soarch Planing Gass. please use the soarch =" -
fielgs under Planning

Step 3: Record Access f%MiﬁTr"ﬁﬁsiiihfed&‘vigi?wdﬁi e

Once logged in, the system will send you to your

dashboard. To access your existing projects, select el iy Cfemnl Asners

thelEm"c""Ql | or |P'a""i"g Itab to access those Hello,

project ypes

meongs s 3 e s
Note: If you have previously saved your projects {1 Active permits

Recods  LastUpdated 05/19/2019

to a Collection, you can also access the project
from that section of the dashboard.

Cart Total $70.00
Record Neme  Record ID Module Creation Date Action
21-TMP-002618 Building 1021 Resume Application
Home [:NICTUME Planning
- 21.TMP.002821 Buiding 1172021 Resume Application
Search Applications and Permits Create an Application
Records
Showing 1-10 f 34 | 44 - Once on the Building or Planning section you can
(] Date Record Nuf T Address Project Na Action Statu: . .
" - . access a project by:
(] wnrzez1  Bsso21 :m;““"""“ E%}E:gyntﬂn;g‘ ;7:.";”""“’ Application Received
] nnm2021  EP0126-21 ErosionSediment BROADALBIN ST, L"’;:L'.’,ﬁ;’a‘"‘ Permit Created /
. Control ALBANY OR97321  UP! - .
’ Projects you created or your account is

Search for Records associated with.

Enter information below to search for Building & Public Works records.
» Site Address
= Permit Information
« Contractor Information

For mapped based search option, please visit our Buildingeye website

General Search / Searching by permit or project number

Searching works best when you limit the number of fields filled in

Search my records only
Search All Records

Permit Number Start Date End Date
11/27/1991 D 11/19/2021 D /
Searching by address

CCB License Number Contractor’s Business Name

Note: If you search by address, entering less
st suesttane Swilye  Obwckn @) eatie information in the search area provides better
oo results. For example, searching for 333
Broadalbin is better than searching for 333

S — Broadalbin St SW.
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Home [ENICIEN Planning

Search Applications and Permits Create an Application

Step 4: Document Access

Record B-1580-21:
One- & Two Family - New B
Record Status: Appli

A notice was added to this record on 11/17/2021
Condition: Plot Plan Kept Onsite Severity: Notice
Total Conditions: 2 (Notice: 2)

ilding
on Received

Once on the project screen, click on

Record Info - Payments ¥ Conditions e

to open a dropdown menu.

Add to cart
Add to collection

View Condition

On the dropdown menu, click on Attachments

To schedule an inspection, select the Inspections link under the Record Info menu

Work Location

333 SW BROADALBIN ST
ALBANY OR 97321

Record Details

Record B-1580-21:

Applicant: Licensed Professional:
Johnathan Balkema OWNER
City of Albany- Community Development
333 Broadalbin St SW
Albany, OR, 97321
Primary Phone: 5419177553
johnathan balkema@cityofalbnay.net

One- & Two Family -|Nev
Record Status: Applicati

Primary Phone
Secondary Phone:
Contractor 0000

Project Description:
Test of Upload Project

Record Info ¥
» More Details

[Piniview summary |
Record Details

Attachments

Inspections

Home Q:=ITNLILLE Planning

Search Applications and Permits

Create an Application

Record B-1580-21:

One- & Two Family - New Building

Record Status: Application Received
Record Info v

Payments v Conditions o

Anotice was added to this record on 11/17/2021
Condition: Plot Plan Kept Onsite Severity: Notice
Total Conditions: 2 (Notice: 2)

Add to cart
Add to collection

View Condition

The Attachments page will display showing
any documents that are viewable for this
project.

To schedule an inspection, select the Inspections link under the Record Info menu

Attachments

The maximum file size allowed is 300 MB.

Name Record ID Record Type Entity Type Type Size
: - Application
o ment o g 158021 Eﬁm‘“‘ -Now Record Submittal 325KB
N . Documents
1

Latest Update Actio

111722021 Actic

»
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Step 5: Downloading Documents

Attachments

Each name of the document is a link
tO the document in the e-Permitting The maximum file size allowed i
system. To access one of the

) ) Record Type Entity Type Type
documents, click on that link. Rooicalion
Residential - New Record Submittal
Building Documents
Residential - New Appiication
. Build Record Submittal
Depending on your browser \siding Documents

configuration, the document may
open a new browser tab or be saved to
your computer. Generally, these types

of files are saved to your download m
folder.

Please note:
Not all documents will be viewable to the public. Most document types will be available to the record creator and the
associated contacts in the record.

Congratulations, you have now successfully downloaded files for your project.

This and more useful guided are located at cd.cityofalbany.net or you can email cd.customerservice@cityofalbany.net for
assistance.
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