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Step 1: From Accela Citizen Access login screen, enter a username and 
password the click “Login”. 

 
 
 
 
 
 
 
 
 
 
 

Step 1: Login with your username and password 
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Step 2: Once signed in navigate to the Homepage and click on “Get Air 
Quality Service” under the APCD Section 
 

 

Step 3: Review General Disclaimer and check the box below to 
“Continue Application.” 
 

 
 

Review Terms 
 

Accept Terms 
 

Continue to Apply for Permit Application 
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Step 4: Review APCD Administrative Changes section then expand 
Permit Application to select type.  
 

• Per District Rule 40, an Initial Evaluation Fee for of $210 is required to 
process a permit inactivation application. 
 

 
 

Step 5: Section 1 – Enter Permit information 
 
Please enter up a Permit Record ID for the permit you want to inactivate.   
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By entering the Permit Id, the Permit Owner information will auto populate. 
 

 
 

Note: Permit Owner is not a fillable field. 
 

Entering Permit ID auto 
populates the Permit Owner 

 

Click on “Continue” to proceed. 
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Step 6: Section 2 – Attach General Application for Permit Inactivation  
 

 

 
 
 
Click on Add to select file to be uploaded for permit inactivation. 
 

Click on “Add” to upload 
documentation  
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Click on Add to select document, 
then Continue to proceed 

 

Select the Document Type and 
Enter Description 

 

Click on Save to save document for application 
 

Click on “Continue” to proceed. 
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Step 7: Section 3 – Review all details for Permit Inactivation are correct 
before submitting.  
 

 

 
 
 
 
 
 
 
 
 

Click on “Continue” to proceed. 
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Step 8: Section 4 – Pay Fees 

 

Step 9: Submit Payment via Online Payment Processer: Heartland 

 
 

Click on Recalculate to 
display the actual fee. 

 

Click on “Continue” to proceed. 
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Enter billing and payment information then review t 
 

 
 

• Credit Card - 2.19% convenience fee will be charged by Heartland Payment Systems. 
• Bank Account - No transaction fee. 

 
After entering payment information, proceed to submit.  
 

 

 

Review Terms and Conditions. Please be 
advised of the 2.19% Convenience Fee. 
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