Creating a Record in Accela Civic Platform (Staff Portal)

1. Usethe App Launcher (also called the “waffle” or “Rubik’s Cube”)
2. Select Create New Record

EAccela Civic Platform >

Welcome, Lourdes

You have 0 Tasks O

Recent

Record Report 1
Accela Ad Hoc Reporting Inspections
Links to records and other

items that you open will

appear here.

3. Select the Module

Select Record Type - Work - Microsoft Edge

] longboat-nonprod1-av.accela.com

'®) Create one Record for all Parcels L) Create one Recard for each Parcel

Select a record type

Search Record Type

COMMERCIAL
CONTRACTOR REGISTRATION
ENFORCEMENT

FIRE

MILESTONE

PLANNING

PUBLIC WORKS

RESIDENTIAL

R Y T A Y "V B



4. Selectthe record to create
5. Select Create Record

Select Record Type — Work - Microsoft Edge

 Create one Record for sl FParcsils N

Select a record type

Search Record Type

e COMMERCLAL

Commercial Accessory Structure

Commercial Addition

Commercial Alteration

Commercial Concrete Repair

| Comimeeasncial Deck |

Commercial Demo

Commercial Dock Seawall Lift

Commercial Dune Walkower

Commercial Electrical Alt Reno

Commercial Electrical Charging Station

Commercial Electrical MNew

Commercial Electrical Service CThanges

Commercial Electrical Sign

Commercial Electrical Solar

Commercial Elevator

Commercial Garage Door

Commercial Gate

Commercial Genaerator

Commercial Handrail

Commercial Lanai

Commercial Mechanical AC Changeout

Cancel

Help

Fillin all necessary fields
Enter Address — Select Search

submit | | save without Submit | | validate

Record Detail = (This saction is required)

Type

Detailed Description

sheck spelling

Form Name: Single Entry New Record Form

Address  (This sction is not required.)

Search Clear als
Street# Street Name.
city

Form Name: Single Entry Address Form

Parcel  (This section is not required.)

Search Clear cis

Parcel #*

Township

Legal Description

check spelling

Form Name: Single Entry Parcel Form

Oumer  (This section i not required.)

Search Clear Gis

Name =

Address Line 1

Phone

- Building

Reset | | Cancal Help
Opened Date
042112025
StType Sufix Unit Type
—Select- - —~Select— ~ —Select—
state Zip Code
Block Lot
Section Range
Primary
Yes ¥
city State

E-mail

longboat-nonprod’1 -av.accela.com

Creaste one Record for each Parcal

Primary

Subdivision

Unit#

Primary
Yes



8. Ifthe street number or name is only added Pop-up window will appear with multiple addresses
9. Select Address from Pop-up Window
10. Click Select

longboat-nonprod1-av.accela.com

Validate Reset Cancel Address List - Work - Microsoft Edge

Save without Submit Help

Submit

] longboat-nonprod1-av.accela.com

Record Detail * (This section iz required.)
Type Menu g Select Search Newj This is a non-production enviranment.

Showing 1-10 of 22

Detailed Description [ streetz Direction  Street Name: StreetType  Unit#  City ZipCode  Zoning
Test
check spelling 0O so1 RECLINATA DR Longboat Key 34228
Form Name: Single Entry New Record Form - Building O s JUAN ANASCO R Longboat Key 34226
Address  (This section is ot required) O so DE HARVAEZ R Longboat Key 34228
Search Clear GIs 0 so SUTTON PL LongboatKey 34228
Strest# Street Name: Sty [ s01 NORTON sT LongboatKey 34228
501 —sele v
0 so GENERAL HARRIS sT LongboatKey 34228
city State ZipGot
501 BAYPORT way LongboatKey 34228
Form Name: Single Entry Address Form g s (EXEIES = Ly D
Parcel  (This section is not required) O s HARBOR GATE way Longboat Key 34226
Search Clear ais O so HARBOR POINT RD LongboatKey 34226
Parcel #* Block
Pae 1 of3 >
Township Section

Legal Description

check spelling

Form Name: Single Entry Parcel Form

Owner  (This section is nof required.)

Search Clear GIs

11. Select All for Parcel & Owner
12. Click Select

Related APOSE Section - Work - Microsoft Edge

= longboat-nonprod1-av.accela.com

Select Cancel Help

".‘-Gr::-up By Parcsl - .\'GI'G.Jp By Owner
Eelem Al
Parcel

Parcel # Address

501 BAYFORT WAY,

0002142001 Longboat Key, FL 34228

Orwner
Name Address
OLINIK ANDREW MARK (E LIFE EST) NOVI,MI 43374



Note¢Address/Parcel/Owner are connected to our GIS and will populate when searching and
adding address

Record Detail * (This section iz requined )

Type Opened Date
042112025 i
Detailed Description
Test 7
check spelling

Form Name: Single Entry New Record Form - Building

Address  (This section iz not required )

New Search Delete Set Primary GIS
1 record(s) deleted successfully. a
] Frimary Street # Dir StreetMame  Type Address Type City State Zip |
0O ® 501 BAYISLES RD Long. FL 34228
v
4 >
Parcel (This section iz not requirsd.)
Search Delete Set Primary GIS
1 record(s) deleted successfully. A
[] Parcals Subdivision Block Lot |
[ 0008130001 A
v
4 G
Owner  (This section iz ot required. )
Search Delete Set Primary Gls
2 record(s) deleted successfully.
[ hame Primary Address Line 1 Mail City Mail State  Msil Zp Code  E-mail Phone
[[] TOWN OF LONGBOAT KEY o] LONGBOAT KEY FL 3422

13. If applicable, part of your application process Enter and Search for the Licensed Contractor
Note¢ This.section.is.not.required.but.ifyou.start.completing.the.section.all.fields.with.red.
asterisks.are.required;j

Professionals  (This section is nof required |

Search Clear
License Type * License # * Primary
et ~ Yes v

Business Name

First Name Middle Name Last Name
Address Line 1 City State ZIP Code
Mobile Phone Business Phone E-mail

Form Name: Professional New

Applicant (This section is not required }

Search Look Up Staff As Contact  «

Type = Primary

Organization Name

First Name Middle Name Last Name
Business Phone Mobile Phone Preferred Channel
WRGRREICEX) )
--Selecl- ~

E-mail



14. Enter the Applicants’ Information

NotesThis.section.is.not.required.but.if.you.start.completing.the.section.all.fields.with.red.

asterisks.are.required;
15. Select New under “Applicant Address” to add address
16. Fill all Custom Fields or Custom Lists Required

Form Name: Professional New

Applicant  (This secfion is nof required |

Search Look Up Staff As Contact

Type * Primary

A v

Organization Name

First Name Middie Name Last Name
Business Fhone Mobie Phone Preferred Ghanne!
\PoeoE 0600 [PEOQ00LE00H)
~Select-- v
E-ma

Form Name: Single Entry Applicant Form

Applicant Address
[] ComactAddressID  Address Type Address Line 1 City State Zp Frimary  Recipient Status. Start Date End Date

0 record(s) found.

4

Custom Figlds.

GENERAL INFORMATION

Whe Is Applying For This Permit Cost of Construction *
-Select— v
(Maney}
Market Value FEMA 50% Calkulation
.
(Maney) (Number)
Area Under Roof Work Area
Square Ft Square Ft
(Mumber) (Number)
Mumber of Stories Date Built
(Mumber) E
Occupancy Classification Flood or Storm Damage *
—-Select— v ) Yesl_) No
Private Provider Used * Private Provider Used for
Uyesl J No ~Select— W
Code Editicn Construction Type
--Select— v ~Select—w
Design or Occupant Load Days Valid
(Mumber) Days
(Numnber)
Custom Lists
GELMELTELE 4+ Add {7 Delete
REGISTRATION

|_| Employee Name(Text) DEP Cert Mumber{Text) DEP E:xpiration DACS File Number{Text) DACS Issued DACS Expiration  Vehicle Tag{Text)

17. If required, Select Add under documents to add attachment(s)

Submit | | Save without Submit | | Vaidate | | Gancel

Vi Ficers



18.When you click on ‘Add’ from the ‘Attachments’ screen, a ‘File Upload’ box
will appear. Click ‘Add’ to select your document from your files. Once upload
shows 100 percent, click ‘Add’ again to continue adding additional
documents. Once you have completed uploading all documents, click on
‘Continue’ to return to the ‘Attachment’ screen.

Batch Upload

The maximum file size alowed is 2530 MB.

ade, adp. bat. chm, cmd, com, cpl, exe, hta, ins, isp, jar, js. jse, lib, Ink, mde, msc, msp.
mst, php. pif, ser, set. shb, sys. vb, vbe. vbs, vad, wsc, wsf, wsh are forbidden format
types to uplead.

Select File

File(s):
SixSigmaFunFacts. pdf

canDEI

19. If the document needs to go to ePlan for review

20. Select the appropriate File Category under Document Group/Category from the dropdown
menu (repeat for all documents).

21. Select Submit for application submittal

Documents  (This section is nof required )
Add Look Up Delete

Soures |ACCELA w

[ FéeName Document Name Diacument Group/Category Desaription Size Type Modified Date Modified By

Save without Submit Validate Cancel



22. Select View Summary to start the application workflow

BCDECK25
-0001

Record #BC-DECK-25-
0001 was successfully

submitted
VIEW SUMMARY VIEW LIST
= Accela civicPlatorm >
BC-DECK-25-0001 & STATUS LOCATION CONTACT WORKFLOW
Test > New > 501 BAY ISLES RD > None Provided > 19total Task
04/21/2025 by Lourdes Alcox Longboat Key, FL 34228 ® 0 completed O 1 active
a
Summary Menu ~ | Reports ~ | Help | C
Record File Date: 0412112025
Application Status: New
Status Assigned To:
Description of Work: Test
Activities (0) Application Detail: Detail
Application Name:
Workflow Application Type: Commercial Deck

Inspections (6)

Fee (4)

Payment

Contacts (0)

Professionals (0)

Communications (0)

Renewal Info

Address (1)

Parcel (1)

Owner (1)

Documents:

Address:
‘Owner Name:
Owner Address:
Parcel No:
Contact Info:

Licensed Professionals Info:

Job Value: 50.00
Total Fee Assessed:
Total Fee Invoiced:
Balance:

Custom Fields:

File Name
SixSigmaFunFacts. pdf

Document Group
B_GEN0S

Gategory
Plans

Show all

501 BAY ISLES RD, Longboat Key, FL 34228
TOWN OF LONGBOAT KEY
LONGBOAT KEY, FL 34228-3142
0006130001

Name

Organization Name Contact Type

Primary License Number License Type Name

5185844
5185844

5180.00
GENERAL INFORMATION

Who Is Applying For This Permit Cost of Construction
000

2
FEMA50% Calculation Area Under Roof
Number of Stories Date Buit

Flood or Storm Damage Private Provider Used
No e

Desciiption
Plan

Contact Primary Address

Type
application/pdf

Document Status
Upioaded

Document Status Date
0472112025

Status

Business Name Business License #

Market Value
Work Area
Occupancy Classification

Private Provider Used for



