
New Accela Citizen Access functionality 
New items included in  ACA 7.2 include: 

• Enhancement to permit list view 
• Exporting lists to csv (excel) 
• Screen tips 
• Collections 
• Improved printing of inspections 
• Shopping Cart 

 

Enhanced permit list view: 

As per customer requests, we have added Addresses to the user record lists.   

 

Exporting lists: 

Any list (like the one above or any search results list) can be exported to Excel (CSV format) by 
clicking the link to Download Results.  You will be prompted with an Open/Save/Cancel windows 
popup at which point you can directly open it in a CSV compatible application or save the file to your 
local drive. 

 

 



Screen Tips: 

When filling out applications online, we can add screen tips to provide additional explanation.  
These will be added along the way as needed.  Suggestions are welcome.   

 

 

  



Collections: 

Collections are a means for users to organize their files.  When customers are viewing a particular 
record, they can add it to one of their existing collections or create a new one.  Each collection 
shows useful statistical data such as fees paid, fees due, how many are scheduled, approved, 
denied, pending, etc..  Users can create collections based on project phase, superintendent, 
subdivision, … any way you like.  You can remove them from the collections, delete collections, see 
how many are scheduled, rename them, they are rather flexible. 

There are two ways to add records to a collection, one is to select them from your list using the 
checkboxes and clicking Add to collection at the top of the table. 

 

You will be prompted with a pop-up window to either add to an existing collection or create a new 
one.  (Make sure you have pop-ups enabled for our site) 

 



You can also add a record to a collection from the record details page. 

 

Select the Add to collection link opposite and to the right of the Record number  

You will be prompted with the same Add to Existing Collection/Create a new Collection pop-up. 

When you create new collections you can add descriptions. 

 

 

  



When viewing collections, you can see various statistics such as inspection totals, fees paid and any 
fees due. 

 

 

 

 

 

 

 

 

 

 

 

 

  



Improved Printing of Inspections: 

If you’ve ever tried to print your inspection details, you know that it’s not fun.  In the new ACA, 
there’s a View Details button next to each inspection. 

 

Clicking that link brings up a more print friendly view.  Click View Result Comments to show the 
inspector’s full comments.  Once that is showing, you can use the print button at the top of your 
browser and it should print properly. 

 



 

And lastly but certainly, not least…. 

The Shopping Cart 

The shopping cart feature in ACA works just as you would expect any other shopping cart.  Any permits 
that appear in the list with the ‘Pay Fees Due’ action link can be checked and sent to the shopping cart 
for payment.  The rest of the process works pretty much the same as previous online payments.  It 
actually saves the customer money when paying for large batches of small dollar (<$100.00) permits.  
Due to security reasons, we will no longer be accepting credit cards over the phone.   

 

 

 

 

  



Once you have added items to your cart, click the cart icon at the top of the screen. 

 

From here, you can select Continue Shopping to add other items to the cart or click Checkout to 
proceed. 

If you exit unexpectedly here, your cart will be waiting for you when you log back in.  Click the cart 
button again to get back to where you left off. 

 



After you select Checkout, you will be directed to this page that will again list the charges to be paid to 
the City of Virginia Beach Permits office.  Click Submit Payment to be directed to our 3rd party payment 
site (Official Payments Co). 

 

 

 

  



You will be redirected to the Official Payments website where they will assess a service fee.  You must 
click the accept button below to proceed with payment. 

(These screenshots are from the test environments, these examples and test messages will not be in the 
live product) 

 

 

  



On the next screen you will fill out the cardholder details and provide your payment information. 

 

(You will note the Permit Number is not what you are accustomed to seeing.  Our vendor is actively 
working on a product enhancement to restore the permit numbers to the system at this screen.  What 
that number IS, is the shopping cart number.  Please note this cart number in your records as it will 
speed up researching payments at a later date.) 

  



Click Submit on the next page once you have confirmed all details. 

 

 

  



Once you have a confirmation number, your payment is complete.   

***If for some reason, when you get back to your permit records and it is showing as fees still due, DO 
NOT PAY A SECOND TIME.  Contact our office at 385-4211 x 3 and forward the payment confirmation 
email that OPC will send you to the staff member handling your call.*** 

It is a good practice here to print this confirmation page for you records and click continue when you are 
finished. 

 

 

  



You will be redirected to the Citizen Access System at vbgov.com.  DO NOT LEAVE THIS PAGE until you 
have clicked Print/View Receipt.  This is currently the only point in which you can print the receipt for all 
of the items within the shopping cart without assistance from our office. 

 

  



Your receipt will appear in pdf format and can be printed either with the built-in print button from your 
browser or (depending on your Adobe Reader version) can be printed by the tool bar that appears as 
you hover your cursor over the receipt. 

 

 

  



As mentioned earlier, Official Payments will email you a confirmation email once the payment has been 
processed.  Save this email with your records in case there is a communication issue between OPC and 
ACA. 

 

 

As a consequence of enabling the shopping cart, you will be unable to print receipts from permits paid 
prior to June 9, 2014.  If you need another copy of pre-June 9th receipts after the fact, please contact 
our office and we will assist you.  Please have that permit number on hand when you call. 

If you need a copy of a receipt from June 9th and later, you will need to call our office.  Please have that 
shopping cart number on hand.   
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