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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
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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.

b. The next screen contains terms and conditions to create an account. Please read and accept
before proceeding by clicking ‘Continue Application’.
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2. Login Information 
a. On the next screen, create a user name and password.  
b. The user name and password created will be used to gain access into the portal.  

 
 

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.  

 
iii. Input information in the pop-up screen and then click the ‘Continue’ button.  
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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
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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. Log in 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’.
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3. Create an Application 
a. On the ‘Permits and Contractors’ page, click the ‘Create an Application’ link.  

 

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.  

 



12 

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.

c. In the 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’.
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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. Type in the street number and street name of the event address.

b. Click the ‘MUST CLICK HERE TO SEARCH’ button.
c. In the 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.
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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.

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 c 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.

ii. A pop-up window will open for you to input the meter information and then click
‘Submit’.
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1. If you have a range of meters, they can be entered in the format shown below.

c. Street Closings
i. 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.

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

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

v. Once the street closure information has been entered, click ‘Submit’.
d. Click ‘Continue 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.
i. To add a document, click the ‘Add’ button.
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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.

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.

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.

mailto:SpecialEvents@indy.gov



