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How to access an APCD record: 
Step 1: From the Accela Citizen Access login screen, enter a username and password then 
click “Login”. Once logged in click on the “APCD” tab. 

 

  

Step 2: Click on APCD tab. 

Step 1: Login with your username and 
password. 
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Step 2: You will see your linked records. Click on the record for more detail. 

 

  

All records linked to your account.  

Click on an individual record 
to see details. 

You can search for a specific record. 

Note: Only searches thru the records 
linked to your account. 
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Step 3: Each record is split into sections. 

 

  

Record ID 

Record type 

Record Details: Contains record contact 
information, record description, etc. 

Check the status of current record. 

See any documents attached to record. 

Click to expand section. 
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Record Details: 

 

 

 

  

Record 
description, 
equipment 

type, related 
records, etc. 

NOTE: Not all records contain the same type of information. 

Equipment 
location, 

owner 
location, etc. 
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Processing Status: 

 

 

Attachments (Documents):  

 

Task Status: 
Check = complete 

Hour glass = in progress 

Each task can be expanded to show 
details. 

Click on link to open document. 

Document information 

Click for more documents (if present). 
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