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Creating a Citizen Access Portal Account

The Department of Business & Neighborhood Services (BNS) web-based Citizen Access Portal allows applicants
to research cases as well as apply for most cases 100% electronically without having to visit BNS's office.

Citizen Access Portal User Requirements

Internet Browser

The Citizen Access Portal will need one of the following web browsers:
Internet Explorer 10 Google Chrome 34
Mozilla Firefox 29 Safari 6

Navigating to the Citizen’s Access Portal

The direct link to the Citizen Access Portal is: https://accela9ca.indy.gov/citizenaccess/

The Citizen Access Portal can be accessed through the BNS website by using the Accela Citizen Access Portal
link under Services and Information.


https://accela9ca.indy.gov/citizenaccess/
https://www.indy.gov/agency/department-of-business-and-neighborhood-services

1. Account Registration
a. On the Citizen Access Portal homepage, click the link labeled “Register for an Account” just

below and to the right of the City logo at the top of the page.

)
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b. The next screen contains terms and conditions to create an account. Please read and accept
before proceeding by clicking ‘Continue Application’.

Account Registration

You will be asked to provide the following information to open an account:

» Choose a user name and password
* Personal and Contact Information
s License Mumbers if you are registering as a licensed professional

(optional)

Please review and accept the terms below to proceed.

IMPORTANT - PLEASE READ CAREFULLY THE SITES TERMS OF USE PRICR TO
SUBMITTING YOUR REQUEST FOR A USER ID. The Terms of Use ("Agreement”)
constitutes a legal and binding agreement between The City of Indianapolis
("City") and the person or legal entity ("User”) who has requested access to
City's Permits and Cases Site ("Site”) to facilitate certain aspects of City's
permitting and regulatory process

By selecting the "Continue Application” button below, or by accessing or using the Site, ~
User and User's employees, consultants, contractors, and other parties who access the Site

using User's password agrees be bound by and comply with all of the terms and conditions

set forth herein. If you do not agree to all of the terms and conditions of this Agreement,
{Agreement) do not use or access the Site.

User's permissions to access the Site may allow for the User to grant access, on User's
behalf, for other parties to read, view, submit applications, schedule inspections or upload

[1 1 have read and accepted the above terms.

Continue Registration »




2. Login Information
a. Onthe next screen, create a user name and password.
b. The user name and password created will be used to gain access into the portal.

Account Registration Step 2:
Enter/Confirm Your Account Information

* indicates a required field.

Login Information

*User Name: @

*E-mail Address:

lucy.west@indy.gov

*Password: ')
[A—

*Type Password Again:

*Enter Security Question: 6]

* Answer: 6]

3. Contact Information
a. Below the Login Information, enter the contact information.
i. Click the ‘Add New’ button to proceed.
ii. You will need to select if you are applying as an “Individual” or an “Organization” and
then click the ‘Continue’ button.

Select Contact Type x

“Type: g

Individual
Crganization
Continue Discard Changes

iii. Inputinformation in the pop-up screen and then click the ‘Continue’ button.

Contact Information x
*First: Middle: *Last:
Name of Business
* Address Line 1:
*City: * State: *Zip:
--Select-- -
*Primary Phone: Alternate Phone
Fax: *E-mail:




Note: The email address entered will be used to verify the account in the next step.

4. Continue Registration & Verification

a. After reviewing the contact information entered, click the ‘Continue Registration” button to
submit the new account request.

b. To complete the account creation, check your email for an email from bns.noreply@indy.gov.
Click the link in the email to verify the account email address and be directed back to the Citizen
Access login screen. Your account cannot be used until this email verification link is clicked.

i. If you do not see the email in your Inbox, please check the junk or spam folders of your
email account.

5. Applicants can now log in with the user name and password.


mailto:bns.noreply@indy.gov

Submitting a Special Event Permit Application

Applications for Special Event Permits and the required documentation that must accompany them can be
submitted online through the Citizen Access Portal.

1. Login to your Citizen Access Portal account.

2. Navigating to the ‘Permits and Contractors’ Tab.
a. On the Citizen Access Portal home page, click the link for ‘Permits and Contractors’.

Indianapolis

Announcements Logged in as: Folders (0) ™ Cart(0) Reports(4)¥ Account Management Logout

How To Instructions

Creating an ACA User Account
Frequently Asked Questions
Instructions for Uploading Documents

ml Permits and Contractors’l Enforcement  Planning / Historic Preservation more «

Dashboard My Records My Account Advanced Search +

Hello,

Saved in Cart (0) View Cart My Collection (0) View Collections

There are no items in your You do not have any collections
shopping cart right now. right now.

Work in progress (7) View All Records

Record Name Record ID Module Creation Date Action

No records found
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3. Create an Application
a. Onthe ‘Permits and Contractors’ page, click the ‘Create an Application’ link.

Home QElilicELLReGlir-lntds 8 Enforcement  Planning / Historic Preservation more v

Search Cases Schedule an Inspection

Create an Application

Permits

Showing 0-0 of 0
Date Case Number Case Type Status Address Action Short Notes

No records found

Search Permit Cases

Welcome to the Permit and Contractor research page. You will be able to search the City’s database for current
information on permit-related cases. Please click here for additional information.

On this page. information will be displayed for the following:

+ Permits, including: Drainage, Driveway, Electrical, Flood, Heating & Cooling. Improvement Location, Master,
Plumbing, Right of Way. Sewer Connection, Sewer Construction, Sign, Street Construction, Structural. and Wrecking

* Cases, including: Notification, State Variance, Research, and Self Certification Tags

Permits and Cases can be searched by General Search or Site Address.
Use the dropdown menu to change the Search type.

General Search General Search -

b. The next screen contains terms and conditions to apply for a permit. Please read and accept
before proceeding by clicking ‘Continue Application’.

4. Select the Permit Type
a. Select the radial button next to ‘Special Event Permit’.
b. Click ‘Continue Application’ button.

Select a Permits Type

Not sure what permit/case type you need? Click on the link(s) below for more information.

Drainage Info Page: Driveway Info Page:
Electrical Info Page Heating & Cooling Info Page:
Improvement Location Info Page Right of Way Info Page:
Structural Info Page: Wrecking:

MNOTE: The list of permit types displayed here will vary based on your contractor license type (if any).

Please select Research from the options below if you are requesting an Administrative Fee Appeal Request.

(O Drainage Permit-1-2 Family

(O Drainage Permit-Non-Residential

(O Fee Appeal Case

(O Improvement Location Permit-1-2 Family
(O Improvement Location Permit-Multi-Family
(O Improvement Location Permit-Non-Residential
(7 On-Premises-Building Sign

(O On-Premises-Freestanding Sign

(O On-Premises-Other Sign

(©) On-Premises-Protruding Sign

(O Right of Way Permit-Oversize-Overweight
() Right of Way Permit-Use

Special Event Permit

(O Structural - Non-Residential

(O Structural - One or Two Family
(O Wrecking Permit-1-2 Family

(O Wrecking Permit-Multi-Family

(O Wrecking Permit-Non-Residential

Continue Application »
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5. Applicant Information
a. Please note that the information entered in this step will be the email address that all electronic
notices will be sent to. It is very important that the information in this section be accurate for the
applicant.
b. Click the ‘Select from Account’ button.

Special Event Permit

1 Applicant 2 Event Location 3 Event Details 4 Step 4 5 Review [

Step 1: Applicant > Applicant

*indicates a required field.

Applicant

If you are the applicant, click on Select from Account to add your contact information. Click Create New, if someone else is the applicant.

Select from Account Add New

c. Inthe pop-up window, add an alternate phone number if one was not already on your contact
information. Make any other necessary changes to the information and then click ‘Continue’.

Contact Information x
*First: Middle: * Last:
George Washington

Name of Business:

* Address Line 1:

1200 Madison Avenue, Suite 100

*City: * State: *Zip:
Indianapaolis M - 45225-

*Primary Phone: * Alternate Phone: 6
317-327-4316 317-327-8700

Fax: *E-mail:

specialevents@indy.gov

Discard Changes
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d. Back on the “Applicant” screen, you will see confirmation that the contact information was
added successfully.
e. Click the ‘Continue Application’ button.

6. Event Location
a. Typeinthe street number and street name of the event address.

Special Event Permit

1 Applicant 2 Event Location 3 Event Details 4 Step 4 5 Review [

Step 2: Event Location >Event Location
Enter the address of the event and click search.

*indicates a required field.

Event Location

Enter an address closest to the primary event area. If you do not know the exact address, please estimate the address and click Continue Application.

*Street No.: Direction: *Street Name: Street Type:
1 —-Select— v monument —Select-- v
Unit Type: Unit No.:
—Salect-- a4
City: State: Zip:
--Select-- -

MUST CLICK HERE TO SEARCH m
o

b. Click the ‘MUST CLICK HERE TO SEARCH’ button.
c. Inthe pop-up screen, select the parcel number.
i. If there is more than one parcel number listed, select the correct parcel number if you
know it or select the first listed if you don’t know the parcel number.
d. Click the ‘Select’ button.

Address Search Result List x

Addresses

Showing 1-1of1
Address City State  Zip

(®) 1 MONUMENT CIR, INDIANAPOLIS IN 46204 INDIANAPCLIS IN 46204

Associated Parcels

Showing 1-2 of 2
Parcel Number Lot Block Subdivision

(@ 1075318

1097668

Associated Owners

Showing 1-1of1

Name Address

(@ INDIANAPOLIS POWER & LIGHT CO PO BOX 1595 INDIANAPOLIS IN 46206-1595

m Fanest
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e. Once the pop-up closes, click ‘Continue Application’.
7. Event Details
a. Event Description
i. Enter the name of the event.
ii. Provide as detailed a description of the event as possible.
Event Description

SEV DESCRIPTION
SEV Description

|Enter the name of the event here: * Previous Application No.: f;ﬁ-

|Please provide a detailed description of the event: *

spell check

b. Event Details
i. Provide the requested information specific to your event.
c. No. of Meters
i. If you will be blocking any metered parking spaces or closing a street that has metered
parking spaces, please list the total number of meters that will be blocked.
d. Click ‘Continue Application’.
8. Meter and Street Closings
a. If you are not blocking any meters or closing any streets, skip past steps b and ¢ below and go
directly to step d.
b. Meters
i. If you will be blocking any metered parking spaces, you will need to click ‘Add a Row’. If
you will be blocking multiple sets of meters, you can click the white arrow on the ‘Add a
Row’ button and select multiple rows.
Step 3:Event Details > Meter and Street Closings

* indicates a required field.

Meters

METERS

Showing 0-0 of 0
Meter # Street Name Start Date Start Time (Military Time) End Date End Time (Military Time)

No records found.

AddaRow | ¥ I Delete Selacted
|

ii. A pop-up window will open for you to input the meter information and then click

‘ v
Submit’.
x
METERS
* Meter #: *Street Name: *Start Date:
Start Time (Military Time): (7) *End Date: End Time (Military Time): (7)

m Cancel
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x
METERS
*Meter #: *Street Name: *Start Date:
Start Time (Military Time): (2) *End Date: End Time (Military Time): (7)
*Meter #: *Street Name: *Start Date:
Start Time (Military Time): () *End Date: End Time {Military Time): (7}

1. If you have a range of meters, they can be entered in the format shown below.

x
METERS
*Meter #: *Street Name: *Start Date:
7468-7472
Start Time (Military Time): (7} *End Date: End Time (Military Time): (%)

c. Street Closings

If you will be closing any streets, either a full or partial closure, you will need to click ‘Add
a Row’. If you will be blocking multiple streets, you can click the white arrow on the ‘Add
a Row’ button and select multiple rows.

A pop-up window will open for you to input the street closure information.

x
AREA AFFECTED
*Type: 6] *Street Names: Location: @)
--Select-- A
spell check
*Start Date: *Start Time (Military Time): (7) *End Date:
*End Time (Military Time): (7) # of Days: # of Weeks:

You will need to select the type of closure that will be necessary. The “(RC)” next to some
of the options is for a closure within the City’s Regional Center in the downtown area.
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d. Click‘C

\

AREA AFFECTED

*Type: )

1 alaci

Banner

Container Placement

Container Placement [RC)
Partial Clasure Other

Partial Closure Other {RC)
Partial Closure Thouroughfare
Partial Closure Thouroughfare (RC)
Sidewalk Use

Total Closure Other

Total Closure Other [RC)

Total Closure Thoroughfare
Total Closure Thoroughfare (RC)

T T T I T T T I Ty T T T

*Street Names:

* Start Time (Military Time): (7)

# of Days:

Location: )]

spell check

*End Date:

# of Weeks:

In the ‘Location’ box, explain where the closure will occur.

AREA AFFECTED
*Type: 6

Total Closure Thoroughf

*Start Date:

*End Time (Military Time): (7)

* Street Names: Location:
BETWEEN MADISON
DRANGE AVE. AND TALBOTT
ST.
spell check
* Start Time (Military Time): () *End Date:
# of Days: # of Weeks:

Once the street closure information has been entered, click ‘Submit’.

ontinue Application’.

9. Event Documents

a.

This is the section where you would add any of the required documentation that is needed along

with your application. If you do not have any documents to add, skip to item b.
To add a document, click the ‘Add’ button.

Special Event Permit

1 2 Event Location 3 Event Details

Step 4:Step 4>Event Documents

Event Documents

4 Step 4 5 Review

¢ Application

Submittal

*indicates a required field

The maximum file size allowed is 150 MB.

You may attach relative documents such as certificate of insurance, parade, walk/run routes, cleanup plan, medical plan,
formal event description, emergency action plan, structural measurement, site plans, etc.

:pptx are disallowed file

types to upload.
Name Type Size

No records found.

Continue Application »

Latest Update
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ii. A pop-up window will appear.

iii. Click the ‘Add’ button and then select the file(s) you need to attach to your application.

iv. Once all of your documents have been added, click ‘Continue’. The pop-up window will
close.

File Upload x

The maximum file size allowed is 150 MB.
htmil; htm; miht; mintmi;dwe; png; gifxis; csv; o, Zip; Xisx;exe;cmd; tmp;doc; s, pub;docx; docm; oot dotm]
are dizallowed file types to upload.

Moise Ordinance Info.pdf 100%

s -
Lancel

b. Once you have added the documents to the application, or if you had no documents to add, click
‘Continue Application’.
10. Review
a. Review the information for your application.
i. If anything needs to be corrected/edited, click the ‘Edit’ button for that section.
ii. If everything is correct, click ‘Continue Application’.
11. Receipt/Record Issuance
a. Once the application is submitted, this message will appear on the screen.

2 Payment Receipt/Record

1 Select item to pay information issuance

Step 3:Receipt/Record issuance

Receipt

Your submittal has been processed. If payment was applied, you should receive an email with your payment
confirmation.

Still Have Questions?

Permits: Structural, Electrical, Heating & Cooling, Plumbing, Improvement Location & Wrecking permits email
PermitQuestions@indy.gov

or call 317-327-8700.

Right of Way & Encroachment Permits — Right-of-Way and Encroachments permits email
Row@Indy.gov

or call 317-327-8700.

Infrastructure Permits — Drainage, Flood, Street Construction, Driveway email
Infrastructure@Indy.gov

or call 317-327-8700.

Notifications and Inspections: Please email

ConstructionServices@Indy.gov

i.jcenses, Landlord Registration, Lobbyist Registration, Contractor Licensing, Fees/Payments and other Questions or
Additional Assistance: Contact

Contractors@lndy.gov

or call 317-327-8700.

12. You will receive an email confirmation from SpecialEvents@indy.gov. If you do not receive the email,
please check your Junk or Spam folders.
13. You will receive an email from one of our staff members with instructions on your next steps.
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