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Terminology

 EDR (Electronic Document Review) – DigEplan EDR Tool
 Browser Based Software (Chrome Preferred)

 ACA – Accela Citizen Access (Portal citizens use to apply and submit documents) 

 Case and Record (Record in Accela is same as Case in DigEplan)

Markup – Comments, shapes, or markings added to a document sheet

 General Comment – Plan review correction item not linked to a specific sheet



Customer’s Perspective: ACA
https://aca.accela.com/ONE/Login.aspx

This is what the customer will see. They will need to create an account to in order to submit an 
application.

https://aca-supp.accela.com/ONE/Login.aspx


Creating a Record
The applicant must first choose a Create an Application button, then choose from the list of 
available record types.



Creating a Record – Doc Upload
After completing the earlier pages, the applicant is then taken to the Digital Projects upload page. 
The blue info box indicates the documents that must be uploaded for that record type in order to 
move forward if there are any specified requirements.



Creating a Record – Doc Upload
The applicant will need to select a document type for each document selected for upload.



Creating a Record – Doc Upload
If there is an issue with plan sheet page references the applicant will see a message and be able to 
resolve the issue from the upload screen. This is only required for documents classified as “Plans”.

Where possible, DigEplan will use the pdf 
bookmarks to populate PLAN Sheet 
references. If there are issues with 
references, the applicant can click on the 
thumbnail and add or update the missing or 
duplicated page references. Clicking on the 
bottom right square will zoom to that area 
of the sheet where the page name is likely 
displayed.



Creating a Record – Doc Upload
Once the required documents are added they will no longer be shown in the blue info box. Once the 
documents have been scanned for requirements and viruses the status will change to ready to 
submit. The Applicant can click Continue Application to move on, eventually submitting the record.



Submitted Package
Once submitted the applicant is given the record number. Clicking the record number will open the 
ACA record info. From here the applicant can select the Digital Projects tab to view the submitted 
files.



In for Staff Review
This is just a placeholder



Applicant Response
The applicant will not be able to resubmit until all comments are responded to. The bottom left 
shows how many comments there are and how many have been responded to.

1. Login to ACA

2. Go to Record

3. Click on Digital Projects tab

4. The comments tab will open. The applicant 
must respond to each review comment and click 
submit when done. (button will remain grayed 
out until all have been responded to) The 
applicant can choose to select all and submit the 
same response to all requests such as “Fixed”

5. Once the comments are submitted the 
applicant will be prompted to upload the revised 
documents. 



Applicant Response
The applicant does have the ability to download a report with the comments and sheets that 
contain markups.

If the applicant needs to share the comments 
with a contractor, architect, or engineer this is 
a way they can do so. Similar to the approved 
plans they can either download the 
attachment or send the link.



Applicant Response
Once all the comments are responded to the submit responses button will turn blue. The 
applicant can then hit submit to upload the revised docs.



Applicant Response
Any document types that contained markups requiring corrections will display in the required 
blue uploads box like they did when the applicant first submitted.

Any other replacement docs 
that were not required the 
applicant will need to select 
the document being 
replaced by toggling to all 
documents and selecting 
link selected. 



Applicant Response
Additionally, when uploading documents the applicant may see a reminder of the sheets 
that contained markups that needed to be addressed in the resubmittal.



Applicant Response
If the applicant is not replacing a document, new document should be selected. Once all files 
have been linked or selected as new, the applicant can submit the package for review.



Reviewer – Revisions Received
Once the applicant submits the revised documents the status will update to Corrections 
Received and the Plans Distribution task will reactivate in the workflow. 

Applicant will need to wait until all corrections have been addressed 
and then the new review will commence.



Approval Report
The approval reports need to be ran for the plans and documents that need to be displayed 
in the approved tab for the applicant. These will NOT be made available to the applicant until 
the record status is Issued.



Permit Issued
Once the permit is approved the applicant will have access to the Approved Plans tab. When 
selecting the approved documents and clicking download the applicant is given the option to 
download the files or copy a download link they can then send to someone like the contractor.
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