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CIVIC ACCESS GUIDE 

 

This guide is a resource for understanding, navigating, and enhancing your experience with 
Albemarle County’s Permitting and Licensing Software, Civic Access.  

Civic Access is a user-friendly, public-facing platform that facilitates interaction with land 
management and permitting processes managed by local government jurisdictions. Once 
registered and logged into the system, users can access a personalized dashboard that 
visually represents permits, plans, inspections, invoices, and licenses (short-term rental 
licenses).  

The Dashboard enables customers to view and manage various details, including saved 
drafts of submissions and offers the convenience of adding unpaid invoices directly to their 
shopping cart. Additionally, users can track the progress of their permits and plans 
throughout the review process, identify the assigned contact for their applications, and 
access a range of other features to enhance the overall permitting experience.  

This guide offers detailed, step-by-step instructions on: 

1. How to Register Your Account – Page 2  
2. How to Apply for an Application – Page 7 
3. How to Add a Contact to Your Application – Page 11 
4. How to Schedule an Inspection if the permit is not accessible from your Dashboard – Page 15 
5. How to Schedule an Inspection when the permit is accessible from your Dashboard – Page 22 
6. How to Access Your Application – Page 29 
7. How to Pay an Invoice for an Application Not Displayed on Your Dashboard – Page 34 
8. How to Request an Amendment for an Application – Page 36 
9. How to Search Records – Page 39 
10. How to Access Approved Plans and Permit Placard – Page 41 
11. How to Upload Additional Documents – Page 44 
12. How to Add a Contact to An Existing Application – Page 47 

 

Please note for applications: If a question does not have a red asterisk (*) next to it, it is not 
mandatory and does not need to be answered. However, if a question includes a red asterisk (*) but 
is not relevant to your project, you may respond with either "0" (for numerical answers) or "N/A" (if a 
text response is acceptable). 

If you have any questions regarding the information provided in this guide or cannot find the answer you need, 
please contact Application Services at applicationservices@albemarle.org. 

https://albemarlecountyva-my.sharepoint.com/personal/dsummers_albemarle_org/Documents/Desktop/EPL%20Documents/SOPs/3.%20How%20to%20Register%20Your%20Account%20(EPL).pdf
mailto:applicationservices@albemarle.org
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Register Your Account on the Self-Service Public Portal 

Step 1: Select the LOGIN OR REGISTER TILE 

 

Step 2: Select the SIGNUP link at the bottom of the page.  

 

 

 

 

 

 

 

 

 

 

 

If you have 
previously used 
this software for 
another 
jurisdiction, your 
email address is 
already 
registered in the 
system. Simply 
log in and 
register for 
Albemarle 
County.  
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Step 3: Enter your information. The information you provide will be linked to all applications you 
enter. Please fill out all required fields and click SIGN UP.  

 

 

 

 

 

 

 

 

 

 

 

 

Step 4: Check your email. You will receive an email from Community Access Identity 
<noreply@identity.tylerportico.com to verify your account. Access your email and enter the 
verification code provided to complete the process.  

 

 

 

 

 

 

 

 

 

Step 5: Enter the verification code and select VERIFY.  



            

Civic Access Guide                     Albemarle County 12/24 4 
 

Civic Access 
            Guide 

Return to the Home Page  

 

 

 

 

 

 

 

 

 

Step 6: Start the Registration Process. Please review the acknowledgment and, if you agree, 
indicate your acceptance of the terms and conditions. If you have any certificates registered with 
DPOR, you can check the corresponding box and include them during registration. Click 
“Continue” to proceed to the next step. 

 

Step 7: Add Certifications / Personal Information. If you selected to add certifications, click 
“Click here to add certificate.” Enter the certificate number, then click “Verify.”  
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If you opt not to add certifications, you will move directly to adding your personal information. 
Please complete all required fields, marked with a red asterisk (*). You will see three phone number 
fields, but once you fill in one, the others will no longer be marked as required. Provide the phone 
number you are most likely to answer. 
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Step 8: Enter your address and select NEXT.  

 

 

 

 

 

 

 

 

Step 9: Submit your Registration.  

After submitting all your information, click SUBMIT to complete your registration. You will be logged 
in automatically and redirected to the homepage.  

Your registration is complete, and you are not ready to submit applications.  
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How to Apply for an Application  

Step 1: Log In  

 

 

Step 2: Click on Apply 

 

 

If you are unsure which permit you need, use the Search Assistant for guidance.  

 

 

 

 

 

 

 

 

If you already know the type of permit required, select NO, to skip the assistant. 
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Use the SEARCH BAR to enter the application type or scroll through the list of available 
applications. 

 

 

 

You can filter results by selecting Permits, Plans, or Licenses. to narrow down your 
search.

 

 

 

 

 

Once the application type is located, click on Apply. 
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You can save your progress as a draft if you cannot finish the application in one session. 
Each section of the application will have a Save Draft button. Please note that 
attachments cannot be saved in the draft.  

 

 

To access the drafts: 

Click on the down arrow next to your name in the top right-hand corner. From the drop-
down menu, select Saved Work. 
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On the Saved Work page, select My Drafts to view all your saved drafts. Locate the draft 
you wish to continue working on and select it to resume your application. 
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How to Add a Contact  

Step 1:  To enter a new contact for the first time, select Enter Manually. 

 

 

 

 

 

 

 

 

• If the contact is a licensed contractor or holds a certificate with the Department of 
Professional and Occupational Regulation (DPOR), and you wish to include their 
certificate information, please click on Click here to add State Certification 
certificate.  
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• Select the Type of Certificate to choose State Certificate and enter the Certificate 
Number (do not include dashes). Then click Verify.  
 
 
 
 
 
 
 
 
 
 

 

 
• If the certificate number is found within the DPOR database, you will be prompted to 

enter additional information. Once you have completed all required sections please 
click Save.  
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• On you click Save, the popup window will close, and you will be able to enter the 

contact’s information. Complete all required fields, indicated by a red asterisk (*). 
For phone numbers, you have the option to provide, home, mobile, or business 
numbers. You only need to enter one phone number, preferably the one you are 
most likely to answer or check for voicemails.  

 

 

 

 

 

 

 

 

 

 

 

 

 

• While an email address is not mandatory, it is recommended to include it. This 
allows the contact to receive updates on permits and communications from 
reviewers.  
 

• After filling in all necessary information, click “Submit.” 

 

• For subsequent entries of the same contact, use the search bar to enter the 
contact’s name and click on the magnifying glass icon. When the name appears, 
click on the star icon next to it to add the contact to your favorites.  
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• In the future, you can easily find this contact by selecting My Favorites, which will 
display your list of favorite contacts. From there, simply click Add to include the 
contact in your application. 

 

 

 

 

 

 

 

 

 

 

 

 

• Once you click Add, you will be redirected back to the Contact portion of your 
application.  
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How to Schedule an Inspection (Permit not Accessible from Dashboard) 

 

Step 1: Login: To schedule an inspection, log into your account first. Select the Login or Register 
Tile  

 

 

 

 

 

 

 

 

 

 

 

Step 2: Request Inspection: Select the Request Inspection option once logged in. 

 

 

 

 

 

 

 

 

 

Step 3: Search for Building Permit: In the search box, enter either the building permit number or 
the associated address, then click Search. 
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Address Search: If you input an address, a list of all building permits linked to that address will be 
displayed. Scroll through the list to select the desired permit. 

 
 
 
 
 
 
Permit Number Search: If you enter the exact building permit number, only that specific permit 
will appear. 

 

 

Step 4: Select Permit and Inspection: Click on the building permit number that you wish to 
schedule an inspection. 
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Once the page loads, navigate to the Inspections Tab.  
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Step 5: Choose Inspection Type: Scroll down to select the checkbox next to the 
inspection you are requesting. 

At the bottom of the page, you can adjust the Results per Page setting from 10 to 100 to 
view all available inspections. 
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Step 6: Submit Inspection Request: After selecting the desired inspection(s), click the 
Request Inspection button. 

 

 

 

 

 

 

 

 

 

 

 

Input your name, phone number, and the requested date and time for the inspection. 

In the Comments/Gate Code box, provide any pertinent information for the inspector (e.g., 
gate codes or alternate field contact details). Click Submit to complete your request. 
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Step 7: Requesting Multiple Inspections: To request multiple inspections, select all 
necessary inspections and click the Request Inspection button. 

 

 

 

 

 

 

 

 

 

 

In the first box, enter your contact information and the requested inspection date and time. 
Use the Comments/Gate Code box to include relevant details for the inspector. If you wish 
to schedule all inspections for the same date and use the same field contact, ensure that 
both the “Use same date for all” and “Use same field contact for all” boxes are checked, 
then click Request All. 
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Step 8: Verify Inspection Request: After clicking Request Inspection, a new screen will 
appear, featuring a green check mark at the bottom of all requested inspections, confirming that 
the inspection request has been successfully submitted.  

 

 

 

 

 

 

 

 

 

To confirm that your inspection request has been submitted, click the Back button at the 
top left corner of the webpage. This will return you to the permit dashboard.  

Click on Summary and scroll down to the Workflow section to view all requested 
inspections, including the status of past inspections (indicating whether they passed or 
failed). 
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How to Schedule an Inspection from Within the Permit 

Step 1: Login: To schedule an inspection, you must first log into your account. Select the Login 
or Register Tile  

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 2: Dashboard: Select Dashboard from the top ribbon 
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Step 3: View: To View Permits, click on View My Permits. To View Plans, click on View My Plans 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 4: Choose an application: Clicking on an application number (highlighted in blue) will direct you to 
the information page containing all relevant details for that specific application. 
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Step 5: Inspections: Navigate to the Inspections Tab once the page loads. 
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Step 6: Choose Inspection Type: Scroll down to select the checkbox next to the requested 
inspection. At the bottom of the page, you can adjust the Results per Page setting from 10 to 
100 to view all available inspections. 

 

 

 

 

 

 

 

 

 

 

 

 

Step 7: Submit Inspection Request: After selecting the desired inspection(s), click the Request 
Inspection button. 
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Input your name, phone number, and the requested date and time for the inspection. In the 
Comments/Gate Code box, provide any pertinent information for the inspector (e.g., gate 
codes or alternate field contact details). 

Click Submit to complete your request. 

 

 

 

 

 

 

 

 

 

 

Step 8: Requesting Multiple Inspections: To request multiple inspections, select all necessary 
inspections and click the Request Inspection button. 
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In the first box, enter your contact information and the requested date and time for all 
inspections. Use the Comments/Gate Code box to include relevant details for the 
inspector. 

If you wish to schedule all inspections for the same date and use the same field contact, 
ensure that both the “Use same date for all” and “Use same field contact for all” boxes are 
checked, then click Request All. 

 

 

 

 

 

 

 

 

 

 

 

 

Step 9: Verify Inspection Request: After clicking Request Inspection, a new screen will appear 
featuring a green check mark at the bottom of all inspections requested, confirming that the 
inspection request has been successfully submitted.  
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To confirm that your inspection request has been submitted, click the Back button in the 
webpage's top left corner. This will return you to the permit dashboard.  

Click on Summary and scroll down to the Workflow section to view all requested 
inspections, including the status of past inspections (indicating whether they passed or 
failed). 
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How to Access Your Application 

Step 1: Login: Select the LOGIN OR REGISTER TILE 

 

 

 

 

 

 

 

 

 

 

 

 

Step 2: Dashboard: Select Dashboard from the top ribbon  
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The dashboard provides a comprehensive overview of all submitted applications, organized into 
two categories: My Permits and My Plans. Within each category, applications are further sorted 
by their status. 

 

  

 

 

 

 

 

 

 

 

 

 

 

My Inspections, My Invoices and My Licenses are located at the bottom of the dashboard.  
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Step 3: View: To View Permits click on View My Permits. To View Plans, click on View My Plans 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 4: Choose an application: Clicking on an application number (highlighted in blue) will direct you to 
the information page containing all relevant details for that specific application. 
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Step 5: My Inspections, My Invoices, and My Licenses: By selecting View My Inspections or View 
My Invoices, you will be able to access detailed information for each respective category. If you choose 
View My Invoices, you will have the option to submit payment. Please note that My Licenses, refers to 
short-term rental licenses, not state certifications or state contractor licenses.  
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Step 6: Access the application: By Clicking on the application number, you can monitor the 
status of your application, track its progress through the approval process, schedule inspections 
once approved, make any necessary payments, and upload additional documents as required. 
Once your application is approved, you can access the approved documents here.   
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How to Request an Amendment for a Permit 

To request an amendment, you must contact the person assigned to your permit. To 
determine who the person assigned is, please follow the instructions.  

Step 1: Login into Civic Access  

 

 

 

 

 

 

 

 

 

 

 

Step 2: Select My Work from the top ribbon  

 

 

 

Step 3:  Select which type of application you wish to amend – Permit  
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Step 4: Open the application you need to amend by selecting the permit number. 

 

 

 

 

 

 

 

 

  

Step 5: At the top part of the application, you will see Assigned To. You must contact the 
individual listed to start the review process.  

 

 

 

 

 

 

 

Once you have determined who your permit is assigned to, you may obtain their contact 
information by visiting the directory, which can be accessed by clicking here*. 

 

Step 6: Email the person assigned to your permit. Please include your permit number and 
state what changes you wish to make.  

 
 
 
 

https://www.albemarle.org/government/community-development/about-us/staff-directory
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How to Pay an Invoice 
(For Applications that are NOT displayed on your dashboard) 

 
There may be instances where you need to submit payment for an application in which you 
are not listed as the applicant, or you may wish to have someone else not listed on the 
application submit the payment. Below are the instructions for completing this process.  
 

*You will need the invoice number to access the invoice. * 
 
Step 1: Pay Invoice: Click on the Pay Invoices button on the top ribbon 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

Step 2: Enter Invoice Number: In the search box enter the invoice number you wish to pay. 
Including the prefix INV- 

 

Click Search.  

 

 



            

Civic Access Guide                     Albemarle County 12/24 37 
 

Civic Access 
            Guide 

Return to the Home Page  

 

Step 3: Click on the Pay Now 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 4: Payments: Select your preferred payment method—either credit card or eCheck. 
Once you select which method you would like to use, please fill out the fields that appear. 
Once all required fields have been filled out, provide an email address to which you would 
like a copy of the receipt sent.  

 

 

 

 

 

 
A non-refundable processing fee will be added to the total amount due. You will not be 
charged until you review your payment on the next step.  
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Step 5: Review Your Payment: Review your payment method and the summary of charges. 
Once you have reviewed the information and are ready to submit your payment, click 
Submit Payment.  

 

 

 

 

 

 

 

 

 

 

 

 

Step 6: Receipt: Thank you for your payment. Your receipt will load, and a copy will be 
emailed to your provided email address.  
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How To Search Records  

Step 1: Select Search Records from the top ribbon 

 

 

 

 

 

 

 

 

 

  

Step 2: You may search by tax map parcel number, address, name, or application type. 
Enter your search parameters in the search box and select Search. 
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You may filter the results by clicking on one of the options on the left-hand side of the 
screen.  

 

Once you find what you are looking for you will simply click on the Application number 
located at the top of the result.  

 

 

 

 

 

 

Once you select the desired application, its information will load. You will then be able to 
view all publicly available details related to that specific application.  
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How to Access Your Approved Plans and Permit Placard 

 

Step 1: Log into your Civic Access. Select the Login or Register Tile.  

 

 

 

 

 

 

 

 

 

 

 

 

Step 2: Click Dashboard from the top ribbon.  
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Step 3: Click View My Permits or View My Plans to view the application type needed. 

 

 

 

 

 

 

 

 

 

 

 

 

Step 4: Choose the application number.  

 

 

 

 

 

 

 

 

 

 

 



            

Civic Access Guide                     Albemarle County 12/24 43 
 

Civic Access 
            Guide 

Return to the Home Page  

Step 5: Access the application: By clicking on the application number, you can monitor 
the status of your application, track its progress through the approval process, schedule 
inspections once approved, make any necessary payments, and upload additional 
documents as required. This is also where you will see the approved plan and permit 
placard.  

You must click on the corresponding tab to view the information.  
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How to Upload Additional Documents 

 

Step 1: Log into your Civic Access. Select the Login or Register Tile.  

 

 

 

 

 

 

 

 

 

 

 

 

Step 2: Click Dashboard from the top ribbon.  
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Step 3: Click View My Permits or View My Plans to view the application type needed. 

 

Step 4: Choose the application number.  
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Step 5: Attachments: Click on the Attachments tab.  

 

 

 

Step 6: If you can upload additional documents, you will see a blue Add Attachment box.  

 

 

 

 

 

 

 

 

You will need to choose which type of document you are uploading. Select one of the 
options from the drop-down menu. If the document type is not listed, you may choose 
Other. You may upload multiple different document types. Once you add a document, an 
additional blue box will appear. Once you have uploaded all documents, you must select 
submit.  

If you do not see this blue box, please contact the person the application is assigned to. 
You can find out who the application is assigned to by looking in the gray shaded box at the 
top of the webpage.  
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How to Add a Contact to an Existing Application 

Step 1: Log In 

 

 

 

 

 

 

 

 

 

 

Step 2: Select My Work located in the top ribbon  

 

 

Step 3: Select the application you wish to add the contact to  

 

 

 

 

 

 

 

  

 



            

Civic Access Guide                     Albemarle County 12/24 48 
 

Civic Access 
            Guide 

Return to the Home Page  

 

Step 4: Select the Contacts tab  

 

 

Step 5: Select Add Contact  

 

 

Step 6: In the search bar type in the contacts first and last name, or the name of the 
company. If the contact is already in the system, their information will appear. You will need 
to select what the contact type will be and select Add to add them as a contact.  
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If their contact information does not appear in the search bar, you will need to enter their 
information manually. You will need to select what the contact type will be and then enter 
their information.  

 

Once you select Submit, it will take you back to the search bar. You will then search for that 
information you just enter and select Add.  

 


