Documenation assistance and creation by the City of Tampa

Contractor Central App

The Contractor Central app was created by Accela to empower contractors to easily
request and schedule inspections, connect with inspectors, and communicate with
peers on-site using their smart phones.

Table of Contents

BENETItS TOr CONTIACTONS. . .ottt sttt ettt b e sa e bt e e e e eae s 2
SettiNg UP AN ACCOUNT ..ottt ettt e st e et e s e et et e s st e s e seeeneesesseentesesneesesneensesees 2
[0 To To 11 o TN 1 o SRS 4
Adding an Agency after the initial SIgN UP .....cov oo 6
Using the Contractor Central PP . ..ooco oottt st st 7
VAL LV 0] =T =TSR 10

L@ 1Y =T VTSRS 10
PEIITIES ..ottt b ettt a e bt b e s bt s b et et et e e he e bt b e b e b et et et neene 11

1 0] {0 T OO OO OO PO PO SRRSO TPRPPRPRRRRRSRI 12

Yol aT=To (BT Lo N g IS o T=T o A o] o 1SR 13
FOrgot My CiVIC ID PASSWOFQ .......ccciceeiiiiieiesiieieeseete ettt steeae e e saesteessestesseessesseessessesssensesees 18
KINOWN ISSUEBS ...ttt sttt ettt e b e s bt e s a e e s at e et e et e e beesbeesheesabeeateebeebeesbeesaeeentas 19

1|Page



Benefits for Contractors

e The benefits for contractors include:

e Schedule inspections from anywhere in minutes

¢ Instant updates on inspections and projects

¢ Permit pages help focus on the job at hand with quick access to a permit’s
contacts, professionals and dues; all in one place

e Creation of one Civic ID to be used with all jurisdictions set up to use the
Contractor Central app

**Payments are not accepted in the app at this time. Records can also not be
started in the app.

Setting up an Account
1. Download the “Accela Contractor Central” app from the app store on your
phone.
2. Select “Sign Up” to create an account.

Learn More

3. Agree to the Terms of Use by selecting Accept & Continue.
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£ Terms of Use

Cookie/Tracking Technology

The Software Application may use cockie and
tracking technology depending on the features
offered. Cookie and tracking technology are useful
for gathering information about the use of the
Software Application. Cookies cannot collect
Personal information, but if you have provided
personally identifiable previously, cookies can be
linked to such information. We reserve the right to
share cookie and tracking information with third
parties.

Specific Circumstances for Distribution
Information may be provided to governmental
agencies or private entities assisting in fraud
prevention or invesligation: lo prevent
unauthorized transactions or protect against
actual or potential fraud; to investigate fraud; or as
otherwise permitted or required by law. The
information is provided under the condition that it
is utilized for the specifically established purpose.

Security

Your personally identifiable
information/payment information is only

ible to authorized employees, agents and
contractors who have expressly agreed to keep
the information confidential.

Accept & Continue

4. Create a new Civic ID. This ID can be used across municipalities and you can
see projects across all jurisdictions you do business with. This Civic ID will
be used to aggregate data across multiple ACA sites. For example, if you do
business in multiple cities and counties that use ACA, you will have one Civic
ID for all and then an individual login for each municipality. Once logged, in
you can associate the different agencies to your Civic ID.

For more information on the Civic ID, please click here.

Enter your Name.

Enter your Email Address.
Enter a password.
Confirm the password.
Select Sign Up.

© oo o
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https://user.accela.com/

= Accela

Create a new CiviclD:

‘ 2 ‘ Name ‘

‘ | ‘Email ke ‘

‘ a8 ‘ Password ‘

Confirm Password ‘

= Accela

Congratulations!

You have signed up successfully.

We sent you an email with your account details.
You can continue to use the App now.

Go to Login

Logging In:
Log into the app using the Civic ID created.
1. Select Log In.
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2. Log into the app.

Log In ta Civic ID

you@youremail.com

You will be prompted to add an agency:
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Choose Agencies

Where are you licensed?

You'll be able to add more agencies when
you're through with your first.

Adding an Agency after the initial sign up
1. Select Settings.
2. Select Add Agency.

Your Agencies
Click an agency to edit login details

‘ Add Agency

3. Choose Agencies.
4. Login to the agency.
5. You will need to log in using your Citizen Site username and password.

Select Pasco County from the list.

Add New Agency

Office of Public Works

Omaha Building and Development

ONE

Pasco County @
PERRIS

PETALUMA

PETALUMA-MAT

PETALUMA-PROD

PITTSBURGH_PA
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Once you log in, the screen should look like:

N E R all 100 M 4:45 PM

Settings

Your Agencies

Click dit Login details.
Ll s Go Back to get to the Home Page

Pasco County ® > . Venrm A eomalos st
TAMPA © > Click an agency toedit login details.
AdaNewAgency Pasco County @ ;’9
TAMPA @ >
Add New Agency

Contact Contractor Support

Log Out

Version 1.0.0

Using the Contractor Central app
The first screen is the home page for the Contractor Central app.

1. Swipe through the projects at the top of the screen to see the recent activity
assigned to the Civic ID. This will display the scheduled inspections.

Contractor App

NEARBY
PROJECT

1400 N Boulevard

1. 33607

ETA

1.1 mi

m

E Next Inspection
No Inspections Scheduled

View all Inspections

A Projects 0

2. Select the plus sign to Schedule an inspection from this page. See Schedule
Inspections.
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The home page will show the most recent activity on addresses. For
example, a recently disapproved inspection will appear in red.

Contractor App

INSPECTION
FAILED

1400 N Boulevard

T, 33607

Residential Building Trade P...

BLD-Driveway or Sidewalk Pre-Pour

To view more information, select Details.
Select Reschedule Inspection to reschedule the disapproved inspection.

The inspector name and inspection comments will display. The phone icon

allows you to call the inspector directly without looking up his number.
( Residential Building Trade Permit

BLD-Erosion and Sediment Control

1400 N Boulevard
T, 33607

Inspection Failed
Inspected Today at NA

Al Pereira
Reporting Inspector %
813-493-0064

This is a test inspection.

The next scheduled inspection will also display. Select the Next Inspection to
see the details or to Cancel or Reschedule it.
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Contractor App

INSPECTION
FAILED

1400 N Boulevard

T, 33607

Residential Building Trade P...

BLD-Erosion and Sediment Control

Next Inspection

Tomorrow
08:00AM -

Residential Building Trade Permit
BLD-Insulation - Ceilings

Residential Building Trade Permit

BLD-Insulation - Ceilings

Inspection Scheduled

Tomorrow
08:00AM -

1400 N Boulevard
T, 33607

Residential Building Trade Permit
BLD-Insulation - Ceilings

0On-Site Contact Details
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View Projects

Select the Projects icon to view the list of projects associated to the Civic ID.
Projects are grouped together by address.

1400 N Boulevard 1.0mi
T, 33607

Next Inspection

None scheduled

1202 N Governor St 1.9mi
T, 33602

Next Inspection

None scheduled

3302 W Leona St 2.1mi
T, 33629

Next Inspection

None scheduled

To get more information on the project, select it.

Overview

The Overview page will display the next scheduled inspection and all of the contacts
on the record.
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4 1400 N Boulevard

Overview Permits Info
o= i | =TT Ty
| & sy a
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Next Inspection

None scheduled

Schedule Inspection

Contacts
Melissa Chiong
ﬁ Emergency @
Permits

The Permits page will allow you to see all permits on this address. Use the arrows
to toggle through the records.

4 1400 N Boulevard

Overview Permits Info
Building Plan Revision (2 of 8) /
> | BLD-16-0443304-REV1 >
In Process

To schedule an inspection, select the inspection from the list. See
Schedule Inspections.
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1400 N Boulevard

Overview Permits Info

Commercial New Construction and Additions (3 of...
BLD-16-0443304
In Process

O Commercial New Construction and...
BLD-Above Grade Slab

O Commercial New Construction and...
BLD-Demo Final

O Commercial New Construction and...
BLD-Demo Pre Construction Inspection

O Commercial New Construction and...
BLD-Driveway or Sidewalk Pre-Pour

O Commercial New Construction and...
BLD-Erosion and Sediment Control

O Commercial New Construction and...
BLD-Final

O Commercial New Construction and...o

BLD-Final Grading-Drainage

Info
1. The Info page displays all contacts on the project.
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£ 1400 N Boulevard

Overview Permits Info

Contacts on Project

Melissa Chiong
Emergency @
2. Scroll past the contacts on the project to see the payment history.

4 1400 N Boulevard

Overview Permits Info
e ﬁ
' 8132741297
Add from Address Book ‘ Add New

Recent Payment History

$500.00 Paid
BLD-16-0443304-REV1
Paid: Friday, Jan 29

$150.00 Due
BTR-15-0441510
Billed: Thursday, Oct 29

©® | O

$1.00 Paid
BTR-15-0441510
Paid: Friday, Oct 9

$120.00 Paid
BTR-15-0441510

Paid: Wednesday, May 13 e

Schedule Inspections
1. From any of the screens mentioned, select schedule inspections and select
the desired inspection.

© 6
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1400 N Boulevard

Overview Permits Info

Commercial New Construction and Additions (3 of...

BLD-16-0443304
In Process

O Commercial New Construction and...
BLD-Above Grade Slab

O Commercial New Construction and...
BLD-Demo Final

O Commercial New Construction and...
BLD-Demo Pre Construction Inspection

O Commercial New Construction and...
BLD-Driveway or Sidewalk Pre-Pour

O Commercial New Construction and...
BLD-Erosion and Sediment Control

O Commercial New Construction and...
BLD-Final

O Commercial New Construction and...o

BLD-Final Grading-Drainage

2. Select Schedule Inspection.
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Residential Building Trade Permit

BLD-Above Grade Slab

Residential Building Trade Permit
BLD-Above Grade Slab

Schedule Inspection

3. Select the date and time. If you need to schedule a different date and time,
select View More Times.

4 Schedule Inspection

Choose Time

1400 N Boulevard
T, 33607

Residential Building Trade Permit
BLD-Insulation - Ceilings

First Available Appointments

Tomorrow
08:00AM - 12:00PM

Tomorrow
01:00PM - 04:00PM

This Thursday
08:00AM - 12:00PM

Select the date in the calendar and select a time.
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4 More Times

March 2016 >

S M T w T F S
28 29 1 o 3 4

6 7 8 9 10 11 12
13 14 15 16 17 18 19
20 21 22 23 24 25 26
27 28 29 30 31 1 2
3 4 5 6 7 8 9

08:00AM - 12:00PM

Wednesday, Mar 2

01:00PM - 04:00PM

08:00AM - 12:00PM

4. To add notes for the inspector,

Thursday, Mar 3

select Add Notes for Inspector.
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4 Confirm Details

Requesting Inspection for...

Thursday, Mar 3, 2016
08:00AM - 12:00PM

1400 N Boulevard
T, 33607

Residential Building Trade Permit
BLD-Insulation - Ceilings

0On-Site Contact Details

0 Melissa Chiong /

Add notes for Inspector

Schedule Inspection

5. Enter the notes for the inspector.
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Confirm Details

08:00AM - 12:00PM
1400 N Boulevard
T, 33607

Residential Building Trade Permit
BLD-Insulation - Ceilings

On-Site Contact Details

o Melissa Chiong /1

Schedule Inspection

QWERTYU I OFP

A'SDFGHUJKL

3 EE0000] «

B -

6. Select Schedule Inspection to schedule the inspection.

Forgot My Civic ID Password

Civic ID user names and passwords are administered by Accela and not by the
Pasco County, we cannot reset Civic ID passwords.

1. If you forget your Civic ID, password, please go to https://user.accela.com/.
2. Click on Sign In at the top of the page.

(}__\CCE LP C iV iCl D Sign In
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https://user.accela.com/

3. Click on the Forgot Your Password Link:

Email:

Password:

Forgot your pas swurd?‘\

Known Issues
Currently users must sign in and out to see updated information. Vendor is
working on a refresh option that will be available in a later version.

Known Issues
Fees cannot be paid via the app yet. Vendor is working on this option and will be
available in a later version.
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