
City of Santa Barbara 
Step by Step Guide 

Requesting Building Inspections Online  
thru  

Accela Citizen Access (ACA) 

 
*Must use Chrome as browser – Safari and Samsung browsers will not work. 
 

Step 1: Login to your ACA account.  
Does not need to be the account that generated the building permit. Visit the City’s “Apply for a 
Permit” page for a video and guide on creating an account. 
 
Steps 2-3: Navigate to the “Request an Inspection” tile 

 
Steps 4-5: Select Permit Number/Search for Permit Number 

 
Step 6: Request an Inspection for the selected permit 

 
Step 7: Choose the inspection type (repeat as needed) 

 
Steps 8-12: Select Inspection Date and Inspection On-Site Contact 

 
Other Options: Rescheduling, Cancelling, or Changing Contact Person/Info for a Scheduled 
Inspection 



 
   

     

  

STEP 1 - Log In 

There are two 
op�ons, either 
is OK. 



 

   

  

STEP 1 -Login 

(cont.) 



 

 

   

 

 

 

 

  

STEP 2 



 

 

   

  

STEP 3 



 

 

 

STEP 4 



 

 

 

  

STEP 5 - Enter Permit # 



 

 

 

 

  

STEP 6 



 

 

  

STEP 7 



 

 

    

  

STEP 8 



 

 

 

  

STEP 8  

(cont.) 



 

 

  

STEP 8  

(cont.) 

1. Date will 
highlight when 
selected. 

2. Click “All Day” (the only op�on at this �me) 

Inspector will call in the morning to set �me. 

3. Click “Con�nue” 



 

 

  

STEP 9 



 

 

    

 

 

STEP 9  

(cont.) 



 

 

   

  

STEP 10 



 

 

   

 

  

STEP 11 



 

  

 

  

  

STEP 12 



 

   

 

 

 

Other 
Op�ons 



    

 

 

 

  

Other 
Op�ons 
(cont.) 

Choosing “Reschedule” will allow you to 
return you to the Request an Inspec�on 
screen where: 

1. An alternate date can be 
selected; or 

2. The same date can be kept, but 
a new on-site contact person for 
that inspec�on can be indicated 
by following the standard Steps. 

In this example, the 15th was scheduled, 

and the 19th is about to be selected 
instead. Once selected, the new date 
will show in yellow highlight. 

With the new date selected and 
highlighted in yellow, choose the “All 
Day” op�on and con�nue the standard 
Steps. 



 

 

    

  

Other 
Op�ons 
(cont.) 



 

 

    

Other 
Op�ons 
(cont.) … and return you to Inspec�ons 

screen, now reflec�ng the 
absence of the previously 
requested inspec�on. 

It’s gone from here! 

“User” Now shows as “cancelled” 


