e-Permitting User Guides
Document Upload to an Existing Rec

Thank you forusing the City of Albap 6 dPermitting platformThis platform can be used to make application, pay fees,
upload documentgnd schedule inspectionhis guide will assist you inploading documents tour existingprojects
throughwww.cityofalbany.net/permits

The fII'St thlng yOU WI" need IS a user o search Building or Public Works permits, please use the search
elds under Building. To search Planning cases, please use the search

account. If you alregdy have a user O e Pl

account, you can skip to step two.

Search

iystem maintenance is scheduled every Monday between 7:3 . -
m and the third Thursday between 5:30-7:00 pm REQ ster for an Account
Step T User account
m Building  Planning
If you do not have an accougbu will Advanced Search
need taregisteras a new ser. You can
. . . ‘e Welcome to Accela Citizen Access for the City of Albany, Oregon Login
reg|ste|’ by C||Ck|ng th|$nk or by In response to the Governor's Stay Home, Save Lives executive order and for the User Naree of £l
. . protection of your staff and ours, the City's Building Division is implementing a few = -
Se|eCtI ng one Of the two I|n kS ShOWn on temporary changes to our processes to continue to provide essential services to you and
. your clients
the rlg ht Plan Review: Password
* All commercial projects will need to be submitted electronically esesanene
) ) ) ) + One- and two-family projects will also need to be submitted electronically. In cases where
A user gulde on the reglstratlon process 1S that is not possible, plans will need to be mailed to the City at: 333 Broadalbin Street SW. q
. Please note that this process will add an additional three days to our = = S o
avallab|6here time to allow for quarantining once received. I N EwW USETS - F‘!‘E g IStEF fDr df ACCol I'If
Inspections:

« Generally, no inspections will occur in an occupied structure. Inspections of work in a [J Remember me on this computer

critical facility (hospital or other medical offices) may occur through video inspections, on a I ‘q“ Uu-’rv\: Register for 3 i |
case by case basis
« Inspections will be limited to AM only with the following parameters: o The space
ranuirina incnactinnar arcace ia the grea being inspected, needs to remain unoccupied
Announcements [ ]Accessibility Support R ter for an Account L spection staff leaving in order to minimize exposure. 0
together. For example, while we have three separate
To search Building or Public Works permits, please use the search Search water, and sewer services, for the time being we need
fields under Building. To search Planning cases, please use the search - b thn timmn Af innnastinn §ibauina avbariar ahaas wall
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 m
'ser Name or E-mal
protection of your staff and ours, the City’s Building Division is implementing a few
temporary changes to our processes to continue to provide essential services to you and .
your clients Ste[ ! 2 LO! l|n
Plan Review: [Password .
+ All commercial projects will need to be submitted electronically.
« One- and two-family projects will also need to be submitted electronically. In cases where 1 1
that is not possible, plans will need to be mailed to the City at: 333 Broadalbin Street SW. ' m TO VIeW Or u pload documents you WI ” need to be
Please note that this process will add an additional three days to our two-week plan review H H
e 5 W for Gicantink iV FacHVed. logged into your account. Enter your login
Inspections: —
« Generally, no inspections will occur in an occupied structure. Inspections of work in a () Remember me on this computer . . 3 m
critical facility (hospital or other medical offices) may occur through video inspections, on a e S ' v':" ,"' .I it Credentlals and Clle t|’ - bUttOI"I .
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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Step3: Record Access

Once logged inthe system will send you to your
dashboard. To access your existing projects, selt

thel Building |
project types.

Plannin
or | g |tab to access those

Note:If you have previously saved your projects
to a Collection, you caalsoaccess the project
fromthat section ofthe dashboard.

Home [:NIEIGEE Planning

Search Applications and Permits Create an Application

To search Building or Public Works permits, please use the search
fields under Building. To search Planning cases, please use the search

Search

fielgs under Planning
Systs aintenance is scheduled every Mopday between 7.30-7:45
am an hird Thursday between W pm

o
Building Planning|

Dashboard

My Records

My Account Advanced Search

Hello,

Saved in Cart (1) View Cart My Collection (2) View Collections

Fire Protection Systems - Alarms

21-TMP-002826
1971772021

Cart Total

Work in progress

Sample Collection
$10.00 R,cso,.,, Last Updated 06/05/2020
Active permits
Recorss  Last Updated 05/1912019
$70.00

View All Records

Record Name

Commercial &
Multi.Family -

Records

Showing 1-10 of 34

Record N“W

[] Date Address Project Name Action
- ; 333 SW
() nwnme2  Bassoz Rases b BROADALBINST st of Upload
? ALBANY OR 97321 oject
PW. 333S5W
O nnme2  epo12621 Erosion/Sediment BROADALBIN ST E“‘L:L';ﬁm‘"t
Control ALBANY OR 87321 "

4

Search for Records

Enter information below 1o search for Building & Public Works records
* Site Address
+ Permit Information
+ Contractor Information

For mapped based search option, please visit our Buildingeye website.

General Search

Status

Application Received

Permit Created

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

) Search my records only

[ search All Records

Start Date
11/27/1991

Permit Number End Date

B e B

CCB License Number
b

Street Name

Contractor's Business Name

Street # Street Type Direction Unit No

Frem -« To --Salect- ~-Salect--

Record ID Module Creation Date Action
21-TMP-002818 Building 1721 Resume Application
1. TMP-002821 Building 1MAT72021

Once on the Building or Planning sectipou can
access a project by

/ Projectsyou createar your account is
associated with.

/ Search by permitr projectnumber

/ Search by address

Note: If you search bgddress, entering less
information in the search area provides better
results. For example, searching for 333
Broadalbin is better than searching for 333

Broadalbin St SW.
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Step4: Document Access

Once on the project screen, click on
RecordInfo ¥ to open a dropdown menu.

On the dropdown menu, click on Attachments

Record B-1580-21:
One- & Two Family -|Nev
Record Status: Applicati

Record Info ¥

Record Details

ed to
Attachments

152 (N
Inspections ——

e TS T S S O Ot -

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

This screen also allows you to add
documents that will be discussed in Step 5.

Home [ENICIEN Planning

Search Applications and Permits Create an Application

Record B-1580-21:

One- & Two Family - New Ruilding
Record Status: Applicgon Received
Payments v Conditions ()

A notice 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

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

Work Location

333 SW BROADALBIN ST
ALBANY OR 97321

Record Details

Applicant: Licensed Professional:
Johnathan Balkema OWNER
City of Albany- Community Development Primary Phone
333 Broadalbin St SW Secondary Phone:
Albany, OR, 97321 Contractor 0000

Primary Phone:5419177553
johnathan balkema@cityofalbnay.net

Project Description:
Test of Upload Project

» More Details

[piniiew summary Y “Copy Recod

Home 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

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
— —r I Application
- FEE Basse21 apontal - Mew Record Submittal 325KB
o Documents
1

Latest Update Actio

111722021 Actic

»
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Home

ST Planning

Search Applications and Permits Create an Application

Record B-1580-21:
One- & Two Family - New Building
Record Status: Application Received

Step5: Adding Documents

To adda document, click on tr m

Record Info + Payments v Conditions e

A notice 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

button . To schedule

an inspection, select the Inspections link under the Record Info menu.

Attachments

The maximum file size allowed is 300 MB

Name

Test Document for
Upload pdf

Record ID Record Type Entity Type Type size
Application

B-1530-21 gﬁm‘?m - New Record Submital 325KE
Documents

atest Update Actiol

111712021 Actic

3

File Upload x

The maximum file size allowed is 300 MB.

The added document will appear. If you hasditonal

documents, clicl m to repeat that process or click

m when done adding documents.

A file upload box will appear. Click tt m

Your computerds file

button.

explorer

the appropriate file and sel to add the file.

File Upload

The maximum file size allowed is 200 MB.

Test Document for Upload. pdf 100%

Remove All
Cancel
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For each documenyou will need to

Attachi t . .

achments provide a document type. This type
The maximum file size allowed is 300 MB. Wi” Vary basemn thep r o j (Rjr(l:entf) S
Name Record ID Record Type Entity Type Type Size Latest Update Actiol Status .
[t Decument o g 15g0.21 ;ﬁfﬁ:‘;““""”e“’ Record %Eﬁr‘rﬁl‘:l]: 325K8 172021 Actic

»
/ Each document will also need a

“Type oo - description added. This is to assist

~-Select--

_ you and staffvith understanding what

Test Document fo Upload p the document is. The description should
/ be reasonably short and to the point.

*Description:

Examples include ASi
AiArchitectur al pages
y Cal i§ouss Calcso.

[ swve | aaa | Once the type and descriptibave been

entered for each documenﬁckm

Once savedhe
documentswill be
added tahe
Attachments area
and staff will be
notified to begin
processing.

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

Congratulations, qu have now successfully added files to your project.

This and more useful guided are Itaghat cd.cityofalbany.net or you can entailcustomerservice@cityofalbany. fiet
assistance.
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