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Register for an Account

Register for an Account

1. Access the Macomb County Plan Review and Permit Portal at:

https://aca-prod.accela.com/macomb

2. Select Register for an Account or New Users: Register for an Account.

Register for an Account | Login

Welcome to the Review and Permit Portal
We are pleased to offer our citizens, businesses, and visitors access to Plan Reviews and Permits online, 24 hours a day. 7 days a week.

In partnership with Accela, Inc., we are fulfilling our promise to deliver powerful e-government services and provide valuable i ion about the
convenient, and interactive. To use ALL the services we provide you must register and create a user account. You can view i ion, get i
trust this will provide you with a new, higher level of service that makes living and working in our ity a more i

while making your i ions with us more efficient,
and have limited services as an anonymous user. We

3. Read and accept the General Disclaimer, click Continue Registration.

EEUN  Public Works

Dashboard ~ MyRecords My Account

Account Registration

an account:

« Choose a user name and password
« Personal and Contact Information
» License Numbers if you are registering as a licensed professional foptionall

Please review and accept the terms below to proceed.

[General Disclaimer -
[While Macomb County (or "Agency) i 2 imely, Macomb County neither ions a5 to or jion of this Web site. its suitability for use. i i
ffrom computer virus. or non-infr of proprietary rights. Web i i ety ibject to change without notice from Macomb County as a result of updates and corrections.
and ined i i are of their i il use of the materials is Web site is strictly prohil for writ i Macomb County.
[The Agency is ne i i y vir ination of your system nor for any delays, inaccuracies, errors or omissions arising out of your use of the site or i ined on the site, i
fumitation, “This Web sit and ined in it itted “asis” i ind, sither express of implisd, 4 mitation, warranties of title or i
|merchantability or fitness for a particular purpose. The Agency is not responsible for any special, indirect, incidental damages y the use of, or the inability to use, this Web site and/or the materials contained on this Web site
[whether the materials are provided by the Agency or a third party.
i Agency, its officers, employees, agents or representatives shall not be lisble for any damages of any kind arising from your use of Mothis is
fintended to constitute legal advice by the Agency or any of its agencies, officers, employees, agents, or representatives.
External Links
[This i i 10 other he | whic z the ience of the user. The Agency i ible for ion about the content or sites. Links. i to
limply sponsarship, affiiation, or endorsamant by the Agency.
Privacy Policy
fwihile the ot sell any i tion collscted i i site, y b subj ired by any stata o local Laws, rules, or regulations, including, but not limitad to, the Agency's Public
Records Act (Government Code Section 6250 et seql.
[Cemmunications via Web Site
icati ugh i i y legal Agency or any of its agencies, officers, empl agents, i ing or potential claim or cause of

|rav=mdammpoedm=amm
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4. Enter the information required as shown below are indicated by a red asterisk (*) in the Login
Information section.

_m Public Works

Account Registration Step 2:
Enter/Confirm Your Account Information

* Indicates a required fdld

Login Information

*User Name:

*E-mail Address:

* Password:

*Type Password Again

* Enter Security Question:

* Answer:

Note

.
- The tool tip icon will also provide you with information regarding with acceptable
values that can be entered into fields.

5. Click Add New contact and select Type Plan or Organization.

Contact Information
Choose how to fill in your contar rmation.

6. Select Type from dropdown list and click Continue.
Select Contact Type --Select-- v
“Type: AGENT FOR APPLICANT
—Select-- w APPLICANT
COMPLAINANT
m — COMNTRACTOR
EMNGINEER
GRANTEE
GRAMNTOR
RESPOMSIELE PARTY
" Type: TRANSFERRED FROM
-
| comimue |

Note

- Add at least one contact and indicate if the contact type is AGENT FOR APPLICANT, APPLI-
CANT, LANDOWNER, ENGINEER or RESPONSIBLE PARTY in the Contact Type field.
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7. Enter the information required as shown below are indicated by a red asterisk (*) and click
Continue

Contact Information

" First: Middle: *Last:

Mame of Business:

Country:

" Address Line 1:

" City:

" State:

- -

" Fip:

" Phone 1- Phone 2- Phone 3:

Fax:

E-mail:

Coninue | Cior LS

8. Review the information, click Continue

The information you entered is not found. Click Continue to
create a new account. Click Cancel to change the information.

9. Confirm your Account Information then click Continue Registration.

‘Contact Information

Chioose how to Ml in your eontact information.

' Contact added successfully.

Tiida Acatest

ABC Company

thida mcbratnie@macombgov.org
Home phone:586-921-4665
Mobile Phone:

Work Phone:

Far

Edit Remove

Continue Registration »
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10. Once you have completed the registration, the notification shown below appears.

Register for an Account _Login

[ o [N

Dashboard ~ MyRecords My Account

@ Your account is successfully registered.
c ‘You have successfully registered an sccount 3

Account Information

estion: My first car
Contact Information

Tiida Acatest Home Phone: 586-021-4665
ABC Company Work Phone:

123 5t Groesbeck Mobile Phone:

thida mcbratnie@macombgov.org Fax

11. An email will be sent to the email address provided with a subject of “Welcome to the
Macomb County Plan Review and Permit Portal” Check your email for a message from
‘noreply@macomb.org’. You may need to check your ‘Spam’ or ‘Junk’ folders as well.

Welcome to the Macomb County Plan Review and Permit Portal Inbox x

s [}

noreply@macomb.org via sendgrid.net 1:10 PM (10 minutes age)  ¥¢ -
to Thida.mcbratnie ~

Dear Thida Mc
Welcome Thida Mc, to the Macomb County Plan Review and Permit Portall

Thank you for registering for an account. Please remember your user Name, password, and security question answer for future logins. Your email address will be used for communication from
the Macomb County Plan Review and Permit Portal.

Regards,
Macomb County Support

This is an automated email, so please do not reply.
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Reset Password Process

1. In case of a forgotten password, click on “I've forgotten my password” link.

LU N Public Works

Dashboard My Records My Account

—— - Login»
|_| Remember me on this computer I I've forgotten my password I New Users: Register for an Account

2. The system will display a screen to allow you to enter your email address, click Continue.

m Public Works

Dashboard My Records My Account

Reset Password
To reset your password. please provide the email address registered with your account.

* E-mail Address:

[ |
[Cconinie> R o

3. The Security Question display, enter your Security Question and click Send New Password.

m Public Works

Dashboard My Records My Account

Reset Password

The security question you answered when you first registered is displayed below. Please provide your security answer so we can verify your identity.

Security Question:
My first car

= Security Answer?

[ \
[sens ewposord» ISR

4. After sending the request, the following screen appears.
m Public Works

@ Your password has been reset. An &-mail has baen sent containing your new password. Please use the new password o login. L e e e R
Login»
You il receive y containing a nswly o this password in "Account Management'. [ Rememer Acoumt
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5. Check your email for a message from ‘noreply@macomb.org. You may need to
check your ‘Spam’ or ‘Junk’ folders as well. Sample Email

Reset Password For Thida Mc Inbox x )

noreply@macomb.org via sendgrid.net 1:12 PM (8 minutes ago) Y& -
to Thida.mcbratnie ~

Dear Thida Mc,

You have forgotten or requested your password 1o be reset. Here is your tempoerary password @1Cs12.
Please login with it and create a new password

Thank you for using lMacomb County Plan Review and Permit Portal

Regards,
Macomb County Support

This is an automated email, so please do not reply

6. Enter the reset password from your email and click Login, then the screen below display with
pre-fill your user name. Enter the reset password on Old Password and new password on a
New password and Confirm Password, click Submit.

m Public Works

An error has occurred.
Please update your login information with a new password.

Change Password

*User Name:

thida aca

*Old Password [
*New Password:

*Confirm Password:
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7. Once you completed reset the password , you will be logged in and brought to the user
dashboard page.

Public Works

Dashboard ~ MyRecords My Account

Hello, Tiida Acatest

My Collection (0} View Collections

You do not have any collections right now.

Workin progress () View All Records

Record Name: Record ID Module Creation Date Action

No records found
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Glossary of Terms

Term Description/Definition

Answer Supply the answer to the Security Question you entered. There is a
limit of twenty (20) characters.
Contact Type Dropdown selection includes:

AGENT FOR APPLICANT: If you are regstering as an agent for applicant,
choose Agent for applicant

APPLICANT: If you are regstering as a contactor or an applcant ,
choose Applicant

LANDOWNER : If you are regstering as the homeowner, choose Land-
owner

ENGINEER: If you are regstering as an engineer, choose Engineer
RESPONSIBLE PARTY: If you are regstering as a responsible party,
choose Responsible Party

Password Choose a password for your account. It must be between eight (8) and
twenty (20) characters.

Security Question Write a question that will help us identify you if you experience ac-
count difficulties.

User Name A unique sequence of characters used to identify a user and allow ac-
cess to a computer system or online account. This will become part of
your login.

DO NOT USE YOUR EMAIL ADDRESS for your USER NAMIE.

It can be between four (4) and thirty-two (32) characters and contain
letters, number and these special characters:

1. At sign [@]

2. underscore [_]

3. hyphen [-]

4. Period [.]

5. right parenthesis [)]

10



