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TOPIC:   Accela Citizen Access (How to file an online Code Compliance complaint)   

Accela Citizen Access (ACA) is the online tool that allows the public to check the status of permits, conduct 
research, and perform other tasks online, such as apply for permits; pay fees or schedule inspections (refer to 
specific business units for details).   

Directions: 

Step 1: To file a complaint, you may either register for an account or proceed directly to the application by 
selecting “Apply for a Record” in the PDS section. 

 https://publicservices.sdcounty.ca.gov/citizenaccess/ 
 

 
 

https://publicservices.sdcounty.ca.gov/citizenaccess/
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Step 2: Read and accept the terms and general disclaimer, by clicking the checkbox and clicking “Continue 
Application”. 

 
 

Step 3: Select the “Enforcement” record type from the drop down menu and select “Continue Application”. 
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 Step 4: Enter both the street number and name under the Address section or enter the Assessor Parcel Number 
(APN) in the Parcel section and click Search. If there is more than one matching address of APN you will select the 
correct one otherwise the information will auto-populate the click “Continue Application”. 
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Step 5:   
A. Click the “Add New” button. 
B.  Enter your contact information then click “Continue”  
C. “Continue Application” to proceed to next page 
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Step 6: If available, enter the tenant or business owner’s information for the property in question. Please note 
this is not a required section. 

A. Click the “Add New” button. 
B.  Enter your contact information then click “Continue”  
C. “Continue Application” to proceed to next page 

 
 
Step 7:  Enter the complaint information under the “Specific Issue” section. Please provide as much information 
about the alleged violation, as possible. You may include information such as, but not limited to, location on the 
property (front, rear, etc.), type of structure or business, amount of waste, license plate number# of abandoned 

vehicles, etc. Personal information should not be entered in this section. 
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Step 8: Review all information. Click “Edit” if you need to change any information. When complete click 
“Continue Application” to submit your complaint application. 
 

 
 
Step 9:  Your complaint has now been submitted to Code Compliance Division. Staff will contact you if additional 
information is needed.  Your complaint will be assigned to a Code Compliance Officer for investigation.  Please 
save your Record ID or print the confirmation page. To check the status of your complaint, please contact PDS 
Code Compliance at: 858- 694-2705. 
 

More Information: 
For information directions on how to look up information specific to your record, including viewing conditions of 
approval, record specific information, contact information, paid and unpaid fees, scheduled inspections and 
inspection history, project workflow, documents attached to the record, related records, job valuation, and trust 
account information please see the Accela Citizen Access how to check the status of your record guide. 
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