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Using Guilford County Accela Citizen Access  
 

Accela Citizen Access is a portal into Guilford County’s Planning, Permitting and Inspections department.  With 
it, you will be able to schedule inspections, apply for certain Environmental Health and trade permits, submit 
plans electronically for review, and pay with a credit card. 

Registering for an Account 
Using a web browser, navigate to https://accela.co.guilford.nc.us:8443/citizenAccess or select the Accela Citizen 
Access link from the County web pages. 

  

 

 

Acknowledge the disclaimer by clicking the 
Continue Registration button. 

Click the Register for an Account link to register 
for Accela Citizen Access.  **Please note: 
because of new functionality, this program 
requires a separate registration – your Velocity 
Hall credentials are not  directly transferable. 
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After completing the contact information screen, 
click Continue Registration.  Please include complete 
information – every permit you apply for will auto-fill 
the information you enter here, saving typing in the 
future. 
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Associating Your Professional License Number with your Account 
In order to create permit applications on-line, Guilford County must validate your license number – this is 
normally accomplished in one business day.  To associate your professional license number with your Accela 
Citizen Access account, click Account Management at the top right of the screen. 

 

Click Login to continue. 

Click this box to have your login name 
remembered on your computer. 
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If you hold multiple licenses, you may add another using the same steps.  Until your license has been verified by 
Guilford County personnel, it will carry a status of Pending.  You will be notified when your license has been 
verified; the status will then change to Approved.  Until your license has been approved, you be able to 
schedule inspections and apply for services not requiring a license. 

If you are unable to register your license, please email CitizenAccess@co.guilford.nc.us with your license 
number and trade. 

In the License Information section, click Add a License to 
continue. 

Select your license type, enter your license number then click 
Find License. 

Click the hyperlink under your license number to select it. 

Click OK to associate your license number 
with your account. 
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Scheduling an Inspection 
Guilford County schedules inspections for the next business day; inspectors are in the field Monday – Friday, 
7:30 am until 4:30 pm. 

 

Scheduling an inspection begins with searching for the property (this is the same as the Search Application 
functionality).  Searching in Accela Citizen Access is powerful and flexible – you may search on a partial address, 
by a specific licensed professional,  your previously created permits, or by full or partial permit number. 

As an added convenience, Accela Citizen Access “remembers” the permits you have recently accessed and 
displays them automatically each time you enter the Search program. 

Click Schedule an Inspection to begin. 
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Your previously-accessed permits appear at the top of 
the Search screen – just click on the permit number to 
open the permit and schedule an inspection. 

To search for another permit, simply move to the 
bottom of the screen.

Click here to limit the search 
to permits you created. 

Accela Citizen Access supports partial address 
searching and is not case sensitive – here, I 
entered part of a road name. 

Click Search to continue. 
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Click the permit number to open the 
permit. 

Click Inspections to display the inspection screen. 
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Click Schedule at the inspection of 
your choice to continue. 

Click the day on which you wish to 
schedule the inspection.   

Select the 7:30-4:30 timeslot, then click Continue. 
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The inspection confirmation appears.  You may print a copy for your records by clicking the Print this page icon. 

 

You may schedule another inspection by repeating the process.  Click the Logout link at the top right of the 
screen to exit the program. 

  

Enter any comments for the inspector then click 
Schedule Inspection. 
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Creating an Application 
You may apply for certain Environmental Health or Trade permits via Accela Citizen Access.  Click the Create an 
Application link from any screen to begin. 

 

 

 

Verify the license information and click Continue 
Application. 

Select your license number for the permit type you wish to apply for.  If no license numbers appear here, please refer to the section “Associating Your Professional License Number with your Account” earlier in this document. 
Note:  a license is not required to apply for a 
new well or well repair permit, water samples, 
or to submit electronic plans for review. 

Select the permit type from the list and click Continue 
Application.  This list will vary, depending upon your license 
credentials – in this case, a Electrical licensed professional has 
access to electrical permits. 
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Enter a partial address and click Search.   

**The address must already exist in the Guilford 
County Accela system to  create an on-line application.  
If the address you need is not in the system, this could 
be a jurisdictional issue, please contact the Guilford 
County Permits and Inspections office at 
336.641.3707. 

**Environmental Health permits, including New Well, 
Well Repair and Water Samples are excluded from 
address validation since the Health Department has 
jurisdiction for the entire county. 

 

Select the address you to use – if 
parcel and owner information exist, 
those fields will be automatically 
filled in for you. 
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Owner info is automatically entered if 
available, otherwise, please enter it. 

Accela Citizen Access will auto-fill the Applicant 
section with either your information or that of 
the owner, just make your selection from the 
drop-down list. 

Your license information will be automatically entered 
for you. 

Click Continue Application. 
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The Application Info section is specific to the permit you 
are applying for.  Fill in requested information and click 
Continue Application. 

If the address record has a parcel number associated with it, it 
will be automatically entered for you.  Otherwise, please enter 
your initials to continue. 
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The application appears on the screen for 
your review; you may edit any section by 
clicking Edit. 

When finished, click Continue 
Application.
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Making Payment 
Guilford County contracts with Official Payments to process credit card payments; there is a 3% convenience fee 
associated with making payments by credit cards.  The credit card information is validated by Official Payments 
and is not stored by Guilford County. 

Click Continue Application to proceed to 
the payment screen. 

Click Submit Payment. 
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Click Accept to continue. 

Your contact information is transferred 
automatically to Official Payments – you do not 
need to re-enter this unless a change is necessary. 

Just select the credit card type, enter your card 
number and expiration date as requested. 

Click Continue. 



N:\ACCELA\DOCUMENTATION\END USER DOCUMENTATION\USING GUILFORD COUNTY ACCELA CITIZEN ACCESS.DOCX  Page 17 of 20 

 

Verify your information and 
click Submit.  You will 
receive a confirmation e-
mail from Official 
Payments. 

Note the permit number appears on all 
Official Payments pages. 
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Printing the Permit 
Upon returning to Accela Citizen Access, click the Search Applications link to retrieve the permit application – it 
will appear top of the search list without any action on your part.  Click the hyperlink at the permit number to 
display the permit application. 

 

Clicking Continue will return 
to Accela Citizen Access. 

This is your receipt; print if 
needed. 

Click here to view and print the permit. 
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Attaching Supporting Documentation 
Part of the Electronic Plan Review application process includes submitting building plans in electronic form, such 
as Adobe Portable Document Format (PDF) or directly from your CAD package.  

 

 

After finishing the application, click View Permit Details to display the 
application again.  You may also search for it at a later time by 
selecting Search Applications. 

Click the triangle next to Attachments to continue. 
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It takes about a minute for the document you uploaded to appear in the list as shown below.  Also, you will 
receive an automated message confirming the successful upload.  You may attach other documents as needed 
by repeating this process. 

 

Click Upload a New Attachment. 

Select the document type you are uploading. 

Click Browse to find the file 
on your computer. 

Please enter a thorough 
description of the file you 
are uploading. Click Attach File to continue.  


