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Introduction

The Cl ar AkccelaGitizen Acges@CAPortal allows citizens, businesses, and visitors condudiigjnessin Clark Countyo view and
track detailsof variouspermits, licenses and planningcasesonline.

To use all the services we provig®u must register and creat@ user account. You can view information, get questions answered and have
limited services as mon-registereduser.

Functionality as a registered user:
1 Apply for permits
91 Apply for land use applications
9 Schedule inspections
1 Account Maintenance

Functiorality as a nosmregistered user:
1 Search Functionality
9 Fire Prevention
0 Ask a Permit Question
0 Ask a Plans Check Question
0 Signup for Fire Prevention News
0 Sendinquiry regarding KneBox

Thisuser guide provides details on:
1 Registering for an account
Resetting your password
Login
SearchFunctionality
Account Maintenance
o Addnga Contact
o Addnga Delegate
1 Setup and Compatibility
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Setup and Compatibility

The Accela Citizen Access site requires use of one of the below supported browsers and MicredfhSidvoperate normally.

IE9&10
Firefox 23
Chrome 31
Safari 6
Opera 18

N

Any other version of browsers may require the use of a 'Compatibility View' feature asradfdyou havedrouble viewingour ACA
webpage pleasecheckyour compatibilityview settings. Removeclarkcountynv.gowand closethe window.

Print ¥ Compatibility View Settings x
FIIE ¥ ﬁ Change Compatibility View Settings
Zoom (100%) 3
Add this website:
Safety > o
- Websites you've added to Compatibility View:
Add site to Apps o

View downloads Ctrl+)
Manage add-ons

F12 Developer Tools

(3o to pinned sites

Compatibility View settings Display intranet sites in Compatibility View

[JUse Microsoft compatibility lists
Learn more by reading the Internet Explorer privacy statement

Internet options

About Internet Explorer Close




Register for an account
Openyour Internet browserandin the addressbar type https://citizenaccess.clarkcountynv.gov/CitizenAccess/

1. Click onRegister for an Accourdt the top of the Home Page dtew User? Register for aficcountat the bottom of the Home
Page.
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Welcome to Clark County's Accela Citizen Access Portal

Home
We are pleased to offer our citizens, businesses, and visitors conducting business in Clark County access
Building to government services online, 24 hours a day, 7 days a week.
Comprehensive To use all the services we provide you must register and create a user account. You can view information,
Planning find answers to questions and have limited services as an anonymous user.
Fire Prevention We currently offer the below services online:
Public Response e Land Use Application Submittal
Difice * Schedule or Request Inspections
Public Works * Check Status on Submitted Requests L Land Use Applications z JAVAILABLE
- SeRadifeor Request Ind 88 N LATE
* Pay Fees P Check Status om Submil BERTEMEER
* Report a Concern/Complaint Requests >
¢ Online Permittin B A e \A
9 " Report a Concetn/Complaint
e Submit Plans for Review k. Qnline Permitting |
b SUDAIt Plans for He

You can also visit Clark County's Main Website for more information.

What can we help you with, today?

New User? Citizen Access
Register for an Account User Guide



https://citizenaccess.clarkcountynv.gov/CitizenAccess/

2. Review the Terms and Colrmeieteadamlsiccep@t e dbove heghs cahnedc kEhboiikeik® t h e
Registrationbutton to continue the registration process

Clark County Citizen Access

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

» License Mumbers if you are registering as a licensed professional (optional)

Flease review and accept the terms below to proceed.

Purpose Y

Acceptance of Terms and Conditions

Carefully review these terms and conditions. By accessing and using this website, you

agree to follow and be bound by these terms and conditions. You acknowledge (i) that

you have read and understood these terms and conditions and (i) that these terms and (v
conditions have the same force and effect as a signed agreement. If you not agree fo

[ ] I have read and accepted the above terms. \
Continue Registration » -ﬁ__




3. Enter your accountinformation. Fields marked with & are required and must be entered to continue.

Account Registration Step 2:
Enter/Confirm Your Account Information

Home

Building

Comprehensive ) )
Planning Login Information

Fire Prevention

*User Name:
Public Response I
Office
Public Works *E-mail Address:
*Password:

Contact Information

Choose how to fill in your contact information.

Add New

*Type Password Again:

*Enter Security Question:

*Answer:




4. ClickAdd Newto add your contacinformation.

Contact Information

Choose how to fill in your contact information.

Add New K

5. Select your contactypefrom the drop down box and click on tli&ntinuebutton. Companies should be listed agyanizationswith
delegates.Each person in your agency that interfaces with Clark County will need their own account.ilTheyknown as a delegate.
Please see theccount maintenance add a delegasection for details on adding delegates for your Compa@ympanies should have
a company email listing on their Citizen Access account sudlldemebuilders@Nvhomebuilders.coather than individual email
such aglaneS@NVhomebuilders.com

Select Contact Type

Individual: Use First and Last Mame fields
Organization: For Companies and Businesses, please fill out the
Organization Name and Organization Contact Name fields

*Type:
--Saladt—

Individuzl
Orrganization
m Discard Changes

A


mailto:NVHomebuilders@Nvhomebuilders.com
mailto:JaneS@NVhomebuilders.com

6. Complete the contact informatigrelick on theAdd Address Informatiomndcomplete the address information

Contact Information x

Contact Info

*Organization Name:

Organization Contact Name

Home Phone: *Business Phone:  Mobile Phone: Preferred Channel:
| —Select--

*E-mail:

First: Middle: Last: Suffix:

Company Name

*Individual/Organization:

I ‘Organization

* Contact Addresses

Add Address Information v




Contact Address Information

Please add a Business Mailing Address for Business Licenses. This address will be verified when applied.
For all other departments, add a Mailing Address as this can be required when creating an application.
Home address is optional.

* Address Type:

Business Address &

Home Address
Mailing Address

Address Line 2:

*City: * State: *ZIP Code:
I v
Country/Region:

United States

Save and Close Save and Add Another m Discard Changes

7. Click theSave and Closhutton. A message will be displayed on the scrésat the address was added successfully.
To edit a contact address, click the address link.

«" Contact address added successfully.

Dl massionen 4 A ~F 4
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8. Clickthe Continue Registratiorbutton.

Continue Registration »

9. After the registration habeen completed, the information you used to register will be displayed and you will receive an email
confirming the registration process.

Home Your account is successfully registered.

Building

Comprehensive
Planning

. . Congratulations. You have successfully registered an account.
Fire Prevention

Office

Public Works User Name: S
Password: —
Security Question: r

Contact Information

Home Phone:

Work Phone: SIS
Mobile Phone:

Preferred Methed of Contact: S G

10. To login to your new accoustick on theLoginNow button at the bottom of the page
Contact Address List

¥ Contact Addresses

Showing 1-1 of 1

Address Type Recipient Addi Status Start Date Em

Business Address 500 5. Grand Central Pkwy Active

B «—
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11. Enter theUserName orE-mail and Passwordyou selected during the registration process. Clickltheinbutton to continue.

Announcements ] Accessibility Support Register for an Account  Login

Clark County Citizen Access

&_V

Home

Building User Name or E-mail: |_ Password: _

Comprehensive
Planning

Il Remember me on this computer I"ve forgotten my password New Users: Register for an Account

Fire Prevention

Public Response
Office

Public Works

Welcome to Clark County’s Accela Citizen Access Portal

This svstem will enahle Clark Countv citizens to:

Resetting Your Password
If you forget your passwor¢ | i ck on “1’'ve forgotten my password”

I've forgotten my password

You will be sent an email with your user name and a temporary password. Log into Accela Citizen Access with your temporary
passwordyo u ' | | be asked to choose a new password. Passwords are

H2H
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Login
1. Open your web browser and navigate tottps://citizenaccess.clarkcountynv.gov/CitizenAccess/

2. Click on thé-oginbutton in theright left corner @‘ the ho[ne page.
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3. Enter theUserName orE-mail and Passwordyou selecteduring the registration process. Click theginbutton to continue.

Announcements ] Accessibility Support Register for an Account  Login

Clark County Citizen Access

Home

Building User Name or E-mail: |_ Password: _ Login »

Comprehensive
Planning

Il Remember me on this compuier I've forgetten my password New Users: Register for an Account

Fire Prevention

Public Response
Office

Public Works

Welcome to Clark County’s Accela Citizen Access Portal

This svstem will enahle Clark Countv citizens to:

3


https://citizenaccess.clarkcountynv.gov/CitizenAccess/

Search Functionality

Note: The arch dateswill default to the last 5 years
1. Open your web browser and navigate tottps://citizenaccess.clarkcountynv.gov/CitizenAccess/

2. Youdo notneed to be registered to search permit/address/parcel/owner information in ACA. You will nbed¢gisteredo createa
permit, schedule an inspection, access your collections, or pay outstanding fees.

3. All existing records will be migrated over. A prefix will be added to record numbers based on the reco@litypen the department you
are interested irsearching orthe Left Navigation. For this examplee willclick on Building.

Home

Building

Comprehensive
Planning

Fire Prevention

Public Response
Office

Public Works

Bad


https://citizenaccess.clarkcountynv.gov/CitizenAccess/

4. On the Buildindgpepartmenthome page click on thé&earch Permits/Complaintsutton at the bottom of the pageSearching for permits
from the Building Department home pagell return only Building Department

—2 -! Register for an Account Login \
T~ ———— S

Building Department

Home
Clark County Building Department is dedicated to providing our construction and development customers
Building with state-of-the-art permit management, plan review, and inspection services to enhance the built

i environment.
Comprehensive

Planning @ The Clark County Department of Building is an IAS accredited building department. IAS
g . accreditation provides a trusted, independent assessment and verification that the Clark
Fire Prevention N County Department of Building is operating at the highest legal, ethical, and technical
. ————— standards.
Public Response ACCREDITED
Office

Public Works Fire Permit Applicants - 3rd Party Checks - Effective January 1, 2017

The Clark County Department of Building & Fire Prevention will no longer accept 3rd party checks. The
check must be issued by the submitting company as listed on the Fire Prevention application form(s).
There will be no exceptions. Thank you for your cooperation.

Services
-
Apply for Permits / Search Permits / Schedule an
Approved Listings Complaints Inspection




5. You can narrow down the search types in the General Search drop down.
Building

‘_V

Search for Permits / Approved Listings
Enter information below to search for permits.

+ Site Address

« Contractor License Information

+ Parcel Number

* Record Information
You may search using one or more of the fields below.

G | Search
General Search Search by Address

Search by Licensed Professional Information

B B Search by Record Information
Search by date range is optional. Search for Trade Name

Search by Contact
|:| Search all Clark County records

Permit [ Approved Listing Type:

--Select--

Permit Number: Project Mame:

6. You can narrow the search to search your records only.

- General Search

] Search my permits only

[] Search all Clark County records

7. Complete the search fieldSCHELEASAMOUNTOFINFORMATIORENTERERturnsthe bestresults,i.e. partial street nameor
number, beginningletters of contractorname,etc.

Al)



8. Click theSearchbutton when you have entered your search criteria.

General Search

Search by date range is opfional.

Permit / Approved Listing Type:

I Commercizl Mechaniczl

Permit Number: Project Name:

Start Date: End Date:
I o7/z7/2012 (A I 07/26/2017  [EH

Contractor Name:

Parcel No.:
|

Street No.: Direction: Street Name: Street Type:

I From - I Ta I --Select—- --Select--

Unit Type: Unit No.:
I --Select-- I

City: State: Zip:

» Search Additional Criteria (select Permit Type first to limit criteria)

= e
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To search by a specific address enter the street number in the Street No: From, seldicettien from the direction drop down if applicable, enter the
street nameand select the street type from the drop down if applicable. For the example below the address usetiO&&d/V. Charleston Blvd

General Search General Search

Search by date range is optional.

[[] search all Clark County records
Permit / Approved Listing Type:

I --Select--
Permit Number: Project Name:
Start Date: End Date:

I 08/16/2012 m I 08/15/2017 m

Contractor Name:

Parcel No.:

Street No.: Direction: Street Name: Street Type:
I 11011 - I To I W ICharlesbon I BLVD

Unit Type: Unit No.- l -\h | t k

I --Select-- I

City: State: Zip:
| | |

» Search Additional Criteria (select Permit Type first to limit criteria)

i)



9. View the permit information by clicking dhe permit number from the results list.

100+ Record results matching your search results

Click any of the results below to view more details.

Showing 1-10 of 100+ | Download results | Add to My Folder | Add to cart

[]

O Ooo0odogo o od

~

Date

07212017

0712002017

0712002017

0712002017

0712002017

0712002017

07192017

0711952017

0711952017

07H&207

Permit

e Permit Type Descnption Project Name Status Action
BD17-33406- Commercial VISTANA ez
MPC Mechanical CONDOS
BD17-33310- Commercial
HVCR Mechanical Issued Pay Fees Due
BD17-33207- Commercial I d
HVC3 Mechanical FIue
BD17-33169- Commercial :::_I'I"\IHI;Y I
MPC Mechanical ssued
CONDOS
BD17-33108- Commercial
HVCR Mechanical Issued Pay Fees Due
BD17-33103- Commercial I d Pay F 0
HVCR Mechanical Fsue ay rees Due
BD17-33046- Commercial I d
HVCR Mechanical ssue
BD17-32957- Commercial RED ROCK \ssued
MPC Mechanical CONDOS
BD17-32946- Commercial
HVCR Mechanical =sten
BD17-32730-  Commercial VALLEY VIEW
MPC Mechanical BUSSINESS Completed
CENTER
|<Frev|1|2|3|4|5|6|7|8|9|10|...|Hel1>|

Accela Citizen Access | Copynght 2016

Short Notes

Hol)



10. Generalinformation, suchas location, and other information, will be displayedwith the permit. Clickonthe » nextto eachfield to see
detailspertainingto that specificfield.

PermitvApproved Listing BD17-33406-MFPC: Add to cart Add to My Folder

Ccommercial Mechanical

Permit/Complaint Status: Issued

7127 S DURANGO DR
203

Work Location

17805788010 yreosresott
170585002

&)

17605812000

RN ALY, el ave A e e

Project Description: owner:
VISTANA CONDOS RODRIGUEZ LUIS E & ANA L
7127 SO DURANGO DR #203

LAS VEGAS NV 89113-2067

LAS VEGAS NV 891132067

» More Details

= Inspections

Upcoming

Completed

There are no compieted inspections on this record.

Processing Status

il
B2
na

The maximum file size allowed is 500 MEB.
_ad;.ad ani;.app;- bas;.bat;.ch d:.com;.cpl;.crt:_csh;.exe;: bop; hip:.hta; inf,_ins;_isp;.js; jse; kshi.Ink;.md ;. mde; mdt;. mid
mdz;.msc: .msi._msp;.mst..ops. ped, pif,.pri.pro. rar, reg; scf..ser._sct.shb:_shs._url; vb: vbe, vbs; vsd, vss. vst. vsw..ws. wsc.wsl._wsh; zip are disallowed file types to upload.

Name Record ID Record Type Entity Type Type Size Latest Update  Action Entity

Mo records found.

<
Add Attachment

+ Related Records

Eo[l



Note: If you are logged into the systemou will see the main screen with the options for the services available for each department. From this youeeay
select the search services under any departmeat.the ebove example click ofearch Permits/Complaintgnderthe Buildingsection This will bring you to
the same search screen.

What would you like to do today?
To get started, select one of the services listed below:

Building

Apply for Permits / Approved Listing Search Permits/Complaints Schedule an Inspection

Home

Comprehensive Planning

Create an Application (Record) Search Applications (Record51

Home

Fire Prevention

Apply for Permits Search Permits Schedule an Inspection

Home

Public Response Office

nd Pay Fees

Home

Public Works

Create an Application Search Applications Request an Inspection




Account Maintenance

1. Open your web browser and navigate tottps://citizenaccess.clarkcountynv.gov/CitizenAccess/

2. Login to your account. Please gbe Loginsection for detail®n how to login.

3. Click onAccount Maintenancen the upper rightcorner of the page.

LR LN

: )| 30 M0
1{\} t :?r o | ~ e -}“L'.,_ ..'.-':?.‘“.',-‘v_ﬁvv_j“ >
i o8
% - -+~

- > iy .
Announcements Logged in as:Suzanne Holden  [] Accessibility Support My Folders (0) & Cart (0) |Account Management| Logout

:.unnnnll‘-' m

Clark Co - DEVELOPMENT

| »

Home Cart (0)

LV N,
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https://citizenaccess.clarkcountynv.gov/CitizenAccess/

Add a Contact

1. Once in Account Maintenangscroll down the page to the Contact Information. Click onAlle a Contacbutton.

Contact Information Add a Contact

Download results
Showing 1-1 07 1|

) ) Organization Organization .
First Name: Middle Name  Last Name Name Contact Type Status Action
Actions v
Suzanne Holden Individual Approved
< >

2. Select your contactypefrom the drop down box and click on thigontinuebutton.

Select Contact Type %

Individual: Use First and Last Mame fields
Organization: For Companies and Businesses, please fill out the
Organization Name and Organization Contact Name fields

*Type:
|
--Saladt—

Individual
Crrganization

m Discard Changes

E3)|



3. Complete the contact information, click on theld Address Informationd complete the address information.

Contact Information x

Contact Info

*Organization Name:

Organization Contact Name

Home Phone: *Business Phone:  Mobile Phone: Preferred Channel:
I —-Select--

*E-mail:

First: Middle: Last: Suffix:

Company Name

*Individual/Organization:

I ‘Organization

 Contact Addresses

Add Address Information v

B4



Contact Address Information

Please add a Business Mailing Address for Business Licenses. This address will be verified when applied.
For all other departments, add a Mailing Address as this can be required when creating an application.
Home address is optional.

* Address Type:

Business Address &

Home Address
Mailing Address

Address Line 2:

*City: * State: *ZIP Code:
I v
Country/Region:

United States

Save and Close Save and Add Another m Discard Changes

4. Click theSave and Clodautton.Y ou ' | | receive a conf
To edit a contact address, click the address link.

«" Contact address added successfully.

Dl massionen 4 A ~F 4
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5. Clickthe Continuebutton.

Contact Information [ Add a Contact ]

Download results

Showing 1-2 0f 2|

‘Organization ‘Organization

First Name Middle Name Last Name Name c Contact Type Status Action
Actions -
David Individual Approved
Actions =
Suzanne Individual Approved
< >

=3



Add a Delegate

1. Each person in your agency that interfaces with Clark County will need their own actloemtvill be known as a delegate.
2. Once in Account Maintenance scroll down the page to the Delegates section. Click/AdtlreDelegatdoutton.

Delegates

People who can access my account
None

People whose account | can access

None

3. Accela account manager must send an invite to each delegate.
a. Assign delegate rights

b. Delegate must log in and accept an invitation
4. Delegatesan have varying degrees of control and power for the organizatiemend Records means that the person can submit
Revisions to permits Manage Documents means that they can upload digital plans and specifications. Create Applications means

that they @n apply for permits from their office or start applications online and then come into the County to finish the application.
5. Complete the Add a Delegate form. Click onlinete a Delegatebutton.

E7H



Add a Delegate

Enter the name and e-mail address of the person to whom you would like to grant delegate access to your account.

*MName *E-mail Address

Set Delegate Permission
Delegafes can wiew records across all categones unless you choose fo restrict them to specific categories.
View Records in all categories (Change)

Far the following permissions, the available calegories are limited to the ones that you have gramfed the defegate access fo view
records.
[ ] Create Applications in all categories  {Change)

(] Renew Records in all categories  {Change)
[] Amend Records in all categories  (Change)
[ ] Manage Inspections in all categories  (Change)
[ ] Manage Documents in all categories  {Change)

] Make Payments in all categories  {Change)
Add Personal Note

Enter the words below

olzla

Invite a Delegate Cancel

=



