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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 
b  

 

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 that are linked to your account 
 

Click on an individual record to see details. 
 

You can search for a specific record that is 
linked to your account. 
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Step 3: Record overview 
 

 
 
 
 
 
 
 
 
 
 
 

• Record ID 
• Record Type 
• Record Status 

 

Record Info provides four different aspects of 
the record:  

• Record Details: Contact information, 
Record description, Record information, 
etc. 

• Current Status of the Record 
• Information to another record or 

application related.  
• View attached documents uploaded to 

the record. 

Expand each to see further details of the record 
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Record Details: 
 

 

Please note that not all records are the same 
 

 
 

Record information that was 
entered pertaining to the record 
type.  

Contact Information specific to 
the type of contact pertaining to 
the record type. 
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Processing Status: 
 

 
 
Attachments (Documents): 
 

 
 
 
 

Task Status:  
 Asterix = Complete 
 Hourglass = Task Pending 

Document Information  

Select Action to View Document 
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Add Attachments (Documents): 
 

 
 

 

Click on Add to attach documents 
pertaining to the record. 

Click on Add to select 
file to upload then 
Continue to upload the 
file to the record  

Select document type and provide 
a document description. 
 
Then Save  
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Successfully uploaded attachment: 
 

 


