
ELECTRONIC DOCUMENT REVIEW

Accela Citizen Access Central 
Permitting Submittal Guide



Cabarrus County has partnered with the City of 
Concord and the City of Kannapolis to provide 
an online plan review and permit system.  All 
plan review and permitting is now accomplished 
through digital plan review, eliminating the need 
for paper submittals.  Based on the project’s 
address the correct jurisdiction will receive and 
review all plans submitted through the Accela 
Citizen Access portal.  



What is Accela?
• ACCELA Automation – AA 

– Planning, Permitting, Inspections, Code Enforcement

• ACCELA Mobile Office – AMO 
– Field Use – Inspections and Code Enforcement

• ACCELA Citizen Access – ACA 
– 24-Hour Self-Service Online Access
– CitizenAccess.CabarrusCounty.US

• ACCELA Mobile Citizen Access – AMCA
– 24-Hour Mobile Access
– CitizenAccess.CabarrusCounty.US/AMCA 

cabarruscounty.us

Cabarrus 2008
Concord 2015

Kannapolis 2018



ACCELA City County Partnership

Traditional planning and zoning processes are 
dependent on manually moving paper plans 
between jurisdictions and departments requiring a 
great deal of time and coordination. 

Each extra day incurs added costs to a development 
project, impacting your bottom line.

An efficient process can have a significant impact 
on local and regional economic growth and the 
development of a healthy community.  
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ACCELA City County Goals

• Customer Focus
– Simplify Process 

– Empower Customer

– Improve Customer Service 

• Transparency 
– Communicate  

– Track Project Status

– Search
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• One-Stop Shop
– Counter AA

• City County Payments

• Integrated Workflows

– Online ACA 
• 24-7 Service

• Plan Review

• Permits

• Inspections

• Online Payments

• Mobile AMCA



Why Electronic Document Review?

• Efficient Collaboration
– Between Jurisdictions, Departments And Customers

• Reduce Cost
– Eliminate Rolls Of Paper Plans 

• Concurrent Reviews
– Multiple Reviewers Review, Comment And Approve Plans 

Simultaneously

• Streamline Communication
– Customer Access 24/7 
– Eliminate Conflicting Reviews Back To Customer
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How To Submit Electronic Documents                                                                    
There are several options for submitting plans or permit applications based on the type of project.

• For Commercial New Construction and Additions - applicants are required to submit both building plans 
and civil plans separately.  Submit building plans under Plan Review – Building, and Civil plans under Plan 
Review – Site.  Before a building permit can be issued both the Site and Building plans will need to be 
approved.
– Please include with submittal under Plan Review – Site

• Civil Plans
• Site Plan application based on jurisdiction (Concord, Kannapolis)

– Please include with submittal under Plan Review – Building
• Building Plans
• County Building Permit application
• Electric load data sheet (if in Concord)

• For Subdivision Construction plans - submit all documents under the Plan Review – Site option only
– Please include with submittal under Plan Review – Site

• Civil Plans
• Site Plan application based on jurisdiction (Concord, Kannapolis)

• For Commercial Interior Upfits – submit all documents under the Plan Review – Building option only.  
– Please include with submittal under Plan Review – Building

• Building Plans
• County Building Permit application
• Electric load data sheet (if in Concord)
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https://www.concordnc.gov/Portals/0/Documents/Planning/Applications/Application-Plan Review.pdf
http://www.kannapolisnc.gov/Portals/0/Departments/Planning/Site Plan Review Application.pdf
https://cabarrus.seamlessgov.com/formcenter/CO17101000043440041
http://www.concordnc.gov/Portals/0/Documents/Electric/LOAD DATA SHEET.pdf?ver=2017-09-27-165150-140
https://www.concordnc.gov/Portals/0/Documents/Planning/Applications/Application-Plan Review.pdf
http://www.kannapolisnc.gov/Portals/0/Departments/Planning/Site Plan Review Application.pdf
https://cabarrus.seamlessgov.com/formcenter/CO17101000043440041
http://www.concordnc.gov/Portals/0/Documents/Electric/LOAD DATA SHEET.pdf?ver=2017-09-27-165150-140


• For New Residential Homes or Additions– submit all documents under the Plan Review –
Building option only
– Please include with submittal under Plan Review – Building

• Building Plans
• Plot plan showing the lot, structure, driveway and setbacks
• County Residential Permit application
• Zoning permit application based on jurisdiction (Concord, Kannapolis)

• Residential Trade & Commercial Trade – To apply for trade permits: plumbing, mechanical 
and electrical.  Please note that the system will only show permit options based on the 
applicants professional licensing.

• Board Items/Plats there are several options for submittals that go to City Council, Planning & 
Zoning Commission or for plats creating subdivisions of land.
– Please include with submittal under Board Items/Plats

• The appropriate application based on jurisdiction (Concord, Kannapolis)

• Under Other applicants can apply for Sign Permits, Temporary Power or Temporary Use 
Permits
– Please include with submittal under Other

• The appropriate application based on jurisdiction (Concord, Kannapolis)

* Only commercial buildings would be eligible for temporary power. No temporary power offered on single or
multifamily dwellings.

cabarruscounty.us

https://cabarrus.seamlessgov.com/formcenter/CO17101000043342034
https://www.concordnc.gov/Portals/0/Documents/Planning/Applications/Application-ZCP Residential.pdf
http://www.kannapolisnc.gov/Portals/0/Departments/Planning/Documents/Zoning Clearance Permit Application.pdf?ver=2017-02-01-112008-507
https://www.concordnc.gov/Departments/Planning/Fees-Applications
http://www.kannapolisnc.gov/Government-Departments/Planning/Applications-Permits-Documents
https://www.concordnc.gov/Departments/Planning/Fees-Applications
http://www.kannapolisnc.gov/Government-Departments/Planning/Applications-Permits-Documents


cabarruscounty.us

PRS and PRB
Document Submittal

Plan Review

Building
Permit

Trade
Permits

Inspections

Zoning
Permit

Sign
Permits

PRS for Plan Review – Site & PRB for Plan Review - Building 
For new construction and additions, both building and civil 
plans must be submitted separately, using our "Plan Review -
Building" and "Plan Review - Site" respectively. For new 
residential homes, please submit all documents under the 
"Plan Review - Building" option.

https://CitizenAccess.CabarrusCounty.US

https://citizenaccess.cabarruscounty.us/
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I Have An Address

1. Type In Street No and Name

2. Select The Correct Address

3. Make Sure The Correct Parcel 
Is Hi-Lighted

4. If Not, Click On The Correct 
Parcel

Finding Required Information
GIS.CabarrusCounty.US/MyCabarrusGIS

I Don’t Know An Address

1. Zoom To The General Area

2. Click On The Correct Parcel

1

1

2

2



Finding Information
1. Property Information

Verify Address

2. Environmental Information

Flood Zone

3. Zoning Information

Permitting Jurisdiction

Zoning

4. Permit Information

Existing Permits 
Linked To ACA
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Submittal Requirements: Electronic Document Types
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• Plans - Site, Architectural, Mechanical, Electric, Plumbing, 
Structural, Civil, Landscape

• Plat -Legible Certified Copy Of Legally Recorded Plat

• Forms – Forms And Applications Required For Project

• Correspondence – Design Professional Letter, Product 
Information And Similar Documents

• Plan Revisions – Revised Plans In Response To Plan Review 
Comments In Same Format As Originally Submitted



Submittal Standards
• File Format

 PDF Adobe XI Pro 
Compatible

• Security
 Must Allow Staff To Edit

• Scale
 Plans Generate At 

Defined Scale

• Page Orientation
 Plans Landscape With 

North Arrow
 Top Of Page At Top of 

Monitor

• File Size
 75 MB Max
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• Naming
 Submittal, Street Address, 

Type
• Sub1-123 Example Way–

Plans
• Sub1-Example Way–Plat
• Sub1-123 Example Way–

Forms
 Resubmittal

• Sub 2-123 Example Way–
Plans

• Bookmarks
 All Plan Sheets In A Single PDF
 Each Sheet Bookmarked With 

Sheet Title



Submittal Standards – PDF TIP

• Save File As Other

–Optimized PDF

–Setting Mobile Setting 

–Make Compatible With Acrobat 10.0 Or 
Later
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ACA Account Registration
• Online Building and Trade Permits Require

– Registration

– Notarized Contractor Authorization Form Faxed To 
County

– Registered Account(s) Linked to Validated License 
By County

• Electronic Document Submission

– Only Requires Registration
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ACA  Account Registration
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ACA  Account Management Tips
• Accurate Contact Information = Improved 

Communication
– EMAIL Notifications

– Phone Numbers

– Mobile Number (Future SMS Text Notifications)

• Adding Delegates 
– Delegate Must Have An ACA Account

– You Select Permissions Allowed To Delegate

– Email Invitation Sent 

– Delegate Must Accept Invitation In ACA
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Adding Delegates
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Steps To Submit Electronic Documents 
1. Login In CitzenAccess.CabarrusCounty.US
2. Under Plan Review Select Create Application
3. Read and Accept Disclaimer
4. Be sure to allow pop-ups in your web browser
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Steps To Submit Electronic Documents
5. Search for Work Location
6. Select the Work Location Address
7. Select “Plan Review – Site” or “Plan Review –

Building” depending on what your project is. 
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8. Verify Location Address, Parcel, Owner 
Displayed

9. If Not Correct, Clear And Search For New 
Location

8
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10. Add Contact(s) 
• Select From Account or Add New
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10

Complete and 
Accurate 

Information
= Faster Approval



11.Select Review Type

12.Provide Project Details
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13. Select Upload 
14. Navigate To Your PDF and Select Open

13
14

ALLOW 
Pop Ups

File Must 
Already Have 

Required 
Name



15. Select Save
16. A Confirmation Screen Is Displayed, Select Upload To Attach 

Additional Documents 
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17. Review Information, Edit if Needed

cabarruscounty.us

1
7
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18. Record Submission Complete



Searching Your Records
1. Click on the Home Tab and Click My Records
2. Select Your Record Number To Display Record 

Details
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Searching All Records General Search
1. Enter Search Criteria    
2. Select Record Number To 

Display Record Details

cabarruscounty.us
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Change Date Range To 
Limit Search

Less Is More For 
Address Search 



Click The       To Expand Section

• Payments – Pay Fees Online or See Already Paid Fees and 
Print Receipts

• Inspections – See Results & Schedule Inspections

• Processing Status – Check Permit Process, 
View Comments

• Attachments – View, Resubmit, Or Download Documents

• Related Permits – Quick Link to Other, Related Records
• Permits Details – Applicant, Professional, and Owner info 

for the record

Record Details
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Processing Status
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Making Online Payments
1. Click Payments, then Fees

2. Click to Pay Any Outstanding Fees
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Attachments
1. Upload Additional 

Information
2. Plans Checked In From 

Plan Review Have A Date 
Stamp

3. Resubmit Plans For 
Approval
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4. Don’t Forget To Name 
Resubmitted File 
Appropriately



Attachments
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View and 
Download 
Approved Plans



Related Permits
• Plan Review – Site and Plan Review - Building
• Zoning Permits – City County
• Building Permit - County
• Trade Permits – County
• Sign Permits - City
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PRS & PRB
Document Submittal

Plan Review

Building
Permit

Trade
Permits

Inspections

Zoning
Permit

Sign
Permits



Q&A

• For questions regarding the construction rules, regulations 
and processes of the County, please Cabarrus County 
Construction Standards at 704-920-2128

• For questions regarding the technology and software used 
within these processes, please call Cabarrus County Help 
Desk at 704-920-2154.
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