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Septic Permit Application
Select this record if you’re applying for a soil evaluation on a vacant property, a septic permit for new construction, and/or
a repair or replacement septic permit for an existing home or business. Please note these instructions assume you have

already created an Accela Citizen Access account. If you have not done so, please see our how-to document on creating
an account.

Follow the steps to create a new application:
A) Go to the Macomb self-service portal at: https://aca-prod.accela.com/MACOMB
B) Enter your user name or email address and password and click Sign In

m Public Works  Environmental Health

Advanced Search

SignIn

USER NAME OR E-MAIL: #*

nislam

PASSWORD: *

Forgot Password?

- e

Remember me on this device

Not Registered?
CREATE AN ACCOUNT

C) Once you are logged in, the system will bring you to the Dashboard screen on the home page. Select the
Environmental Health tab at the top.

Home Public Works Environmental Health

Create an Application Search Applications

D) From this screen, you can create an application, perform a general search of applications, and show a list of your
applications and records. Select Create an Application to continue.

Home Public Works Environmental Health

Create an Application | Search Applications




E) Read and accept the General Disclaimer by checking the box and clicking Continue Application

Home  Public Works ISR TR

Create an App Search A

Online Application

Welcome to Agency's Online Permitting System. Using this system you can submit and update information, pay fees, schedule inspections, track the status of your application, and print your final record all from the convenience
of your home or office, 24 hours a day.

Please "Allow Pop-ups from This Site" before proceeding. You must accept the General Disclaimer below before beginning your application.

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.

In addition to the preceding terms and conditions the Agency. its officers, employees, agents or representatives shall not be liable for any damages of any kind arising from your use of the online payment service. Nothing
in this Web site constitutes or is intended to constitute legal advice by the Agency or any of its agencies, officers, employees, agents, or representatives.

[External Links
IThis Web site may contain links to other sites on the Internet, which are provided for the convenience of the user. The Agency is not responsible for and makes no representation about the content or material available on such

lother sites. Links are not intended to imply sponsorship, affiliation or endorsement by the Agency.

iPrivacy Policy

\While the Agency does not sell any information collected and provided through this Web site, such information may be subject to disclosure as required by any federal. state or local laws, rules, or regulations, including. but not
imited to, the Agency’s Public Records Act (Government Code Section 6250 et seq.).

ICommunications via Web Site

iICommunications made through e-mail and messaging systems shall in no way be deemed to constitute legal notice to the Agency or any of its agencies, officers, employees, agents, or rep i with respect to any
lexisting or potential claim or cause of action against the Agency or any of its agencies, officers, employees, agents, or representatives, where notice to the Agency is required by any federal. state or local laws, rules or

regulations.

ave read and accepled the above terms.

Continue Application » ¢

F) This will take you to the record selection page. The previous steps are the same for all types of applications.
Select Septic Permit from the list below and then Continue Application.

a. Note: The tool tip icon @ will also provide you with additional information

Home  Public Works [IEUTRER = BT

Create an Application Search Applications

‘Online Application

Welcome to Agency's Online Permitting System. Using this system you can submit and update information, pay fees, schedule inspections, track the status of your application, and print your final record all from the convenience
of your home or office, 24 hours a day.

Create an Application Search Applications

Select a Record Type

Eg;a;zesnﬁne of the following available record types. Please read the descriptions and select the application type that matches your project. For assistance or to apply for a record type not listed below please contact us at 586-
* Change of Occupancy: Select this record if adding bedrooms to a home, changing a business type, installing a pool, outbuilding, or other structure, or demolishing the building.

Property Transfer Authorization:

Septic Permit: Select this record if applying for a soil evaluation on a vacant property, a septic permit for new construction, or a repair/replacement septic permit for an existing

home/business

Water Test: Select this record if applying for a (WELL ONLY) water test on your home/business (not for water tests paid for as part of a permit).

Well Permit: Select this record if applying for a new well permit or an existing well repair/replacement permit (residential and commercial)

¥ EnvHealth
O Change of Oceupancy

Q) Property Transfer Autharization

@ Septic Permit

() Waler Test
O Well Permit

Continue Application » —e e




Step 1: Location Information
e |nthis section, parcel is required.
e Enter parcel (**-**-***_***) and community and click search.
e The system will search for the address related to the parcel and auto fill the address section. Address is editable.
e If you don’t know the Parcel, enter the address and click Search. The system will search for the related parcel
and complete the parcel field.
e Check the address and click Continue Application.

Septic Permit

Step 1:Location =Location

Enter your Parcel Identification (PIN #) or Tax ID number, or address here. If you need help finding this information please use the following link to the Macomb County GIS flex viewer
https://gis. macombgov.org/parcelexplorer.

If you don't know the Parcel, enter the address and click Search. The system will search for the related parcel and complete the parcel.

Make sure that the Parcel Number follows the following character structure: ##-##-#8#-###

*indicates 3 required field

Parcel (required)

*Parcel Number.

Address (optional)

if unable to find full street name please enter first part with % sign and search. If parcel search gives incomplate street nams, manually update the street name

Street No. Direction *Strest Name: Streat Type:
— ~salac- - — RD
Unit Type: Unit N

.- ..... - Q&

City: State: “Zip:
CHESTERFIELD To o051

Csearcn | ciew

= -

Step 2: Contact Information

e Applicant - By default, this will be the account you used to log in to the system.

e lLandowner - Landowner information is required. click "Select from Account" to add your personal contact
information if this is you, or select "Add New" to manually add a contact and fill out all required fields.

e Select Continue Application

Septic Permit

1 Location
Information

Step 2:Contact Information>Contact Information

Contact Information

*First

APPLICANT

REQUIRED Name of Business.

Naimul Islam
@macomgoy org
phona:313-698-8521

Edit Remove

LANDOWNER

REQUIRED
Tor 204 new contacts, click the Select from Account of Add New button. T,

‘ Select from Account
(] e

g e

a contact.click the ES link.

Add New




Step 3: Permit Information

Service Requested - select the appropriate service request from the dropdown menu and the Type of septic
system.

e Site Information - enter at least the information in the required fields (marked with asterisk *)

Note: The tool tip icon - will also provide you with additional information

Step 3: Permit Information » Sike Information
—
e
B ||
S
—
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-
-
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Step 4: Documents

e Please read the Required Documents section and upload the documents based on the service requested.

If unable to scan and upload your required document, skip this step and continue application.

PLEASE NOTE: 2 hard copies of your site plan MUST be submitted to MCHD via mail or drop off.
i) Click Add

ii) Select your document from computer, click Continue or Add (if you have additional documents)
iii) Select file Type (i.e. Sep_Plans, Sep_Site Drawing etc.)
iv) Click Save, then Continue Application

Stip 4, Docuimniti > Documents




Step 5: Review
e Review the information on this summary screen
e Click Edit if any information in the section needs to be updated.
e Agree to the certification text by checking the box (marked on the photo)
e C(Click Continue Application

|

i

i
1l
i
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Step 6: Pay Fees
e Based on the service request a fee will automatically be applied.

e You can pay your fee at this step using a credit card or Pay in Person later by contacting the Environmental Health
Services Division of the Macomb County Health Department.

A. Pay in this step: Click Continue Application. A payment screen will appear. Enter all required fields and click
Submit Payment

B. Pay in Person: Use this option if you want to pay later via mail or drop-box. Application will be submitted
successfully with this option, but will not proceed until the payment is completed.

Step 6:Pay Fees

The available payment methods is.
+Credit Card

UL £nvironmental Health Payment Options

Create an Application Search Applications Ammoint 16 be charged: $440.00

I:@.u, nCrean Cea

2 . 3 intormation 4 Documents S| credit Card information:

* Card Type: = Card Number Security Code

Septic Permit

Step 6:Pay Fees
*Name on Card Exp. Date
Listed below are preliminary fees based upon the information you've entered. Some fees are based on the qf

following screen will display your total
fees | |z

- : o e . . " . . Credit Card Holder Information: . ‘
Select "Continue Application” to pay online via credit card or select “Pay In Persga*fo mail o P ) pced into the workflow until

payment is received.

Countay
Application Fees =

Fees ay et Addross mount

Septic Permit - New 1 14000
TOTAL FEES: $440.00 cny - S s
Note: This does not include additional inspection fees whig) fy be assessed later atact

Phane
Continue Application» | Pay In Person Emai
Submit Payment »




Step 7: Record Submittal

At this step you will see a message indicating your record has submitted successfully. You can see your record number
(example OSP23-00003). You can view and print payment receipt from ‘Print/View Receipt’ menu (marked). Click on
View Record Details to see your record.

Septic Permit

1 z § Pk informuiion 8 Cicymmrts H

Step 7: Record Submittal

'S ._"“] Your application has been successfully subsmitted
l\.'_/ Please print your record and retain a copy for your records

TP i FOF LM L O WETVICEL
Your Record Number is OSP23-00003 .

You will need this number to check the status of your application or to schedule/check results of inspections

e B — |

View Record Details = @

Note: An email should sent to the applicant after submitting the application. Check your email for a message from
noreply@macomb.org. You may need to check your Spam or Junk folders as well.
Sample email:

From
noreply@macomb.org Inoreply@macamb org]
sent

0212412023 10:31:25
To

naimul islam@macembgov org
co

Bee

Title

©8F23-00047: Application Submitted - Payment Pending

Attachment(s)

Content

Dear Applicant

This Department has recsived your request and applicable fees for GSP23-00047; 27300 25 MILE RD CHESTERFIELD TOWNSHIP, MI 48051, Please note that the creation of a racord is not the finished permivevaluation. Visit Citizen Access and click ‘Pay Fes Due’ for your record numbsr.
Once your payment is feceivad, your request will e assignad 1o an area staff mamber for completion. Visit Citizen Access la search for your record number, chack the status of inspactions and permits by selecting “racord info” under your fecord status. Plaase contact the Departmant at envirol
mental.nealth @macombgov.org with any questions.

Sincaraly,

Environmental Health Services Division

43525 Elzabetn Road

Mount Clemens, MI 48043
Comments




Well Permit Application

Select this record if applying for a new well permit or an existing well repair/replacement permit (residential and
commercial)

Follow step A-F in the Septic Application.
Select Well Permit from the list below and then Continue Application.

Create an Application Search Applications

Select a Record Type

Choose one of the following available record types. Please read the descriptions and select the application type that matches your project. For assistance or to apply for a record type not listed below please contact us at 586-
469-5236.

With the exception of Water Test Application and Property Transfer, most online applications require uploading of electronic files. If you do not have electronic access to these required documents (ie. Site plans or site drawings).
please upload a document (in any format: image, text etc.) specifying that you will delivering required documents via mail or drop-off to MCHD (43525 Elizabeth Rd, Mt Clemens MI 48043). NOTE: The record will not be
processed until all required documents are received.

* Change of Occupancy: Select this record if adding bedrooms to a home, changing a business type, installing a pool, outbuilding, or other structure, or demolishing the building.
Property Transfer Authorization:

.

Septic Permit: Select this record if applying for a soil evaluation on a vacant property, a septic permit for new construction, or a repair/replacement septic permit for an existing
home/business

Water Test: Select this record if applying for a (WELL ONLY) water test on your home/business (not for water tests paid for as part of a permit).
Well Permit: Select this record if applying for a new well permit or an existing well repair/replacement permit (residential and commercial)

¥ EnvHealth

O Change of Occupancy

O Septic Permit

O Water Test

@ Well Permit

Continue Application »@

Step 1: Location Information
e In this section, parcel is required.
e Enter parcel (**-**-***_***) and community and click search.
The system will search for the address related to the parcel and auto fill the address section. Address is editable.

If you don’t know the Parcel, enter the address and click Search. The system will search for the related parcel
and complete the parcel field.

e Check the address and click Continue Application.

Step 1:Location Information >Location Information

Enter your Parcel Identification (PIN #) or Tax ID number, or address here. If you need help finding this information please use the following link to the Macomb County GIS flex viewer
https://gis.macombgov.org/parcelexplorer.

If you don't know the Parcel, enter the address and click Search. The system will search for the related parcel and complete the parcel

Make sure that the Parcel Number follows the following character structure: ##-##-### -3 84

* icicates a requured el
Parcel (required)

“Parcel Number

* Community:

Chesserfield Trwnah

Address (optional)
if unable to find full stroet nama please enter first part with % sign and search. If parcel saarch gives incomplate strest nama, manually updata the strast name

Street No. Direction: * Street Name: Street Type:

~Salact-- v e— w

Uniit Type: Unit No.:

—— — =T




Step 2: Contact Information
e Applicant - By default, this will be the account you used to log in to the system.
e landowner - Landowner information is required. click "Select from Account" to add your personal contact
information if this is you, or select "Add New" to manually add a contact and fill out all required fields.
Select Continue Application

Septic Permit

) Location
Information

Step 2:Contact Inf ion>Contact |

*indicates  required field

Contact Information

APPLICANT

REQUIRED Name of Business:

Phone 2

LANDOWNER

REQUIRED
To add new contacts, click the Select from Account or Add New button. To gff 3 contact. click the Edit ink

| Select from Account

E—— — T

[WEETR Dicard Changes

Step 3: Permit Information

e Select the appropriate permit type from the dropdown. A fee will be generate based on the selected permit type.
e Enter all the required field (marked asterisk*)
e Continue application

Well Permit
4 Location > Contact
information Information
Step 3: Permit ion > Permit

*indicates a required field.

Permit Information

WELL APPLICATION INFORMATION

*Permit Type:

*Water Supply

* Sewage Disposal:

* Existing Well:

No
Existing Well Location: * .
Easements:
spell check
Existing Well Head Buried:

_ S5 Continuc Appucation »




Step 4: Documents
e Please read the Required Documents section and upload the documents based on the service requested.
e Required document(s) on a new well permit: site plan (wel_plans)
e Required document(s) on a repair/replacement well permit: site drawing (wel_site drawing)
e If unable to scan and upload your required document, skip this step and continue application.
PLEASE NOTE: 2 hard copies of your site plan MUST be submitted to MCHD via mail or drop off.
File upload instructions:
i. Click Add
ii.  Select your document from computer, click Continue or Add (if you have additional documents)
iii.  Select file Type (i.e. WELL_Plans, WELL_Site Drawing etc.)
iv.  Click Save
e C(Click Continue Application

%
Ei

TS

e Description:
release nabe paf
100%

spell check

Step 5: Review

e Review the information on this summary screen

e Click Edit if any information in the section needs to be updated.

e Agree to the certification text by checking the box (marked on the photo)
e C(Click Continue Application

Well Permit

Address {optional)

™ = - [ree a——
PN wosan

erformed only after | have giver o public o wi 3 p.a 1974 as amended. Compiled laws 460.701 any damage occurring

i departmant conducting any evaluation that involves digging. Please contact miss. dig at hips //www missdigB11.org/ of dial BL1 and provide this deparnment with the conBrmation number. |/we understand that any perT issued as a result of this

10



Step 6: Pay Fees
e Based on the service request a fee will automatically be applied.

e You can pay your fee at this step using a credit card or Pay in Person later by contacting the Environmental Health

Services Division of the Macomb County Health Department.

A. Pay in this step: Click Continue Application. A payment screen will appear. Enter all required fields and click

Submit Payment

B. Pay in Person: Use this option if you want to pay later via mail or drop-box. Application will be submitted
successfully with this option, but will not proceed until the payment is completed.

Step 6:Pay Fees
Well Permit The avalable payment methods i

Crede Card

Permat
. ? 3 nformaton 4 Documents 5

Payment Options

Step 6:Pay Fees

Listed below are preliminary fees based upon the information you've entereq
quantities where applicable. The following screen will display your total fees] cresr card information

Select "Continue Application” to pay online via credit card or sele:
application will not be placed into the workflow until payment is

N on Cort

Credit Card Hoilder Information:

Application Fees S
Fees

Resdentil Well Permt - New I

TOTAL FEES: $467.00
Note: This does not include additional inspection fees which may be assessed Later

A/ P
Continue Application » Pay In Person

Submit Payment »

*Cond Typee ot Numer Securty Code

installed or repaired. Enter

If paying in person, your

$46700

Step 7: Record Submittal

At this step you will see a message indicating your record has submitted successfully. You can see your record number
(example WWP23-00003). You can view and print payment receipt from ‘Print/View Receipt’ menu (marked). Click on

View Record Details to see your record.

Well Permit

1 2 3 Parmit Iformatior 4 Documents 5 Review 6 Pay Fee:

Step 7:Record Submittal

Your application has been successfully submitted.
Please print your record and retain a copy for your records.

Thank you for using our online senices
Your Record Number is wwpzs-nnuus.<=

View Record Details » <=

You will need this number to check the status of your application or to schedule/check results of inspections.

11




Note: An email should sent to the applicant after submitting the application. Check your email for a message from
noreply@macomb.org. You may need to check your Spam or Junk folders as well.
Sample email:

From

org org]

sent
02124/2023 13:38:24
To

naimulislam@macombgov.org
Cec

Bcc

Title
WWP23-00055: Application Submitted - Payment Pending

Attachment(s)

Content

Dear Applicant

This Department has received your request and applicable fees for WWP23-00055; 27300 25 MILE RD CHESTERFIELD TOWNSHIP, M1 48051. Please note that the creation of a record is not the finished permit/evaluation. Visit Citizen Access and click “Pay Fee Due® for your record number.
Once your payment is received, your request wil be assigned to an area staff member for completion. Visit Citizen Access to search for your record number, check the status of inspections and permits by selecting “record info” under your record status. Please contact the Department at environ
mental.health@macombgov.org with any questions.

Sincerely,

Environmental Health Services Division

43525 Elizabeth Road

Mount Clemens, MI 48043
Comments

12



Water Test Application

Select this record if applying for a (WELL ONLY) water test on your home/business (not for water tests paid for as part of
a permit).

Follow step A-F in Septic Permit Application. Select Water Test from the list below and then Continue Application.

Create an Application Search Applications

Select a Record Type

Choose one of the following available record types. Please read the descriptions and select the application type that matches your project. For assistance or to apply for a record
type not listed below please contact us at 586-469-5236.

« Change of Occupancy: Select this record if adding bedrooms to a home, changing a business type, installing a pool, outbuilding, or other
structure, or demolishing the building.

Property Transfer Authorization:

Septic Permit: Select this record if applying for a soil evaluation on a vacant property, a septic permit for new construction, or a
repair/replacement septic permit for an existing home/business

Water Test: Select this record if applying for a (WELL ONLY) water test on your home/business (not for water tests paid for as part of a
permit).

Well Permit: Select this record if applying for a new well permit or an existing well repair/replacement permit (residential and commercial)
¥ EnvHealth

(O change of Occupancy

O Property Transfer Authorization

(O septic Permit

<=

() Well Permit

Continue Application » <=

Step 1: Location Information

In this section, parcel is required.
Enter parcel (*¥*-**-***_%¥**) and community and click search.

The system will search for the address related to the parcel and auto fill the address section. Address is editable.

If you don’t know the Parcel, enter the address and click Search. The system will search for the related parcel
and complete the parcel field.

Check the address and click Continue Application.

Step 1:L Location

Enter your Parcel Identification (PIN #) o Tax ID number, or address here. If you need help finding this information please use the following link to the Macomb County GIS flex viewer
https://gis.macombgov.org/parcelexplorer.
If you don't know the Parcel, enter the address and click Search. The system will search for the related parcel and complete the parcel.

Make sure that the Parcel Number follows the following character structure: ##-##-# i § - # 4 #f
st requered feld

Parcel (required)

*Parcel Nurmber

PLAT:

* Community.
4 Townss

Clear

Address (optional)

§f unable to find full street name plaase entor first part with % sign and search. If parcel search gives incomplete street name, manually update the street name

Street No. Direction: *Street Name: Street Type:
—_— ~salscr- © —— a0

Urit Type: Unit No.

[sewe [ cir

= ="

13




Step 2: Contact Information
e Applicant - By default, this will be the account you used to log in to the system.
e Landowner - Landowner information is required. click "Select from Account" to add your personal contact
information if this is you, or select "Add New" to manually add a contact and fill out all required fields.
e Select Continue Application

Septic Permit

1 Location
Information

Step 2:Contact In) i 'ontact Information

Contact Information

APPLICANT

REQUIRED

Naimul Islam

LANDOWNER

REQUIRED
To ackd new contacts, click the Select from Account or Add New button. To

‘ Select from Account

I T T

g e

a comtact. click the Edt link.

Step 3: Water Test Request

e Select ‘Add New’ to add a water test. Add a row for each sample desired (including multiple of same type)

e New screen will appears. Select Type of test (i.e, Arsenic, Bacteriological, Partial Chemical etc.) from the
dropdown. Select water sample location (i.e. kitchen sink, pressure tank etc.). Add other description if needed.
Click ‘Submit’

e If you want to select another sample of the same test type or another test type select ‘Add New’ again and follow
the previous step.

e To request any samples other than those listed in the dropdown list (found on the State EGLE price list),
select "Other" and then write in the sample you would like in the description box. You will not be able to pay
immediately, you will select "Pay in Person." Within 1 business day, we will invoice you for the correct fees of
the samples you would like, and at that point you may return to the portal to pay online via credit card, or you
may mail or drop off a check. Please note that water sample collection is a free public service that this Department
provides, charging only lab fees. For any samples selected in the "other" category, $2 is added to the lab fee to
offset some of the shipping costs'

Water Test

3 Location 3 Contact
Information Information

Step 3:Water Test Request > Request Information

*indicates a required field.

*Type of Test: *Water Sample Location:

Select-

Other Description:

Request Information

BUILD YOUR WATER TEST REQUEST - add a row for each sample desired (including mullipie of same type
rtial chemical test para icium, Chioride, Fluoride, Hardness, kron, Magnesium, Nitrate, Nitrite, Sodium, & Sulfate

Showing 0-0 of 0

Type of Test

m Cancel

Nao records found.

[ - wm
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If you want to edit or delete the entered water test:

e Select the item by clicking checkbox (marked in photo)
e Then select ‘Edit Selected’ or ‘Delete Selected’ next to Add New or from ‘Action’ dropdown (marked)

Showing 1-4 of 4
] Type of Test Water Sample Location Other Description
0O Arsenic A Actions v
O Bacteriological 8 Actions v
O Other B BB Actions v

Step 4: Review
e Review the information on this summary screen
e Click Edit if any information in the section needs to be updated.
e Agree to the certification text by checking the box (marked on the photo)
e C(Click Continue Application

Record Type

Water Test

Parcel (required) Eait
—

Address (eptional) Edie
APPLICANT O
Eaat

LANDOWNER e
Sbaban
25170 a dry
eyt
Prane 1413815 1111
E-mat HAIMUL MERQGMAIL COM

Request Information

=3

Typa Tt [—— [rer—

Eaciancagicl

. ™

Applications will not be processed without the appropriate fee.

A representative from the Health Department will contact you to schedule an appointment for the requested water test(s). NOTE: THE FINAL WATER TEST REPORT IS NOT INTENDED FOR, NOR SHOULD IT BE CONSTRUED AS, AN APPROVAL OF THE WELL OR WATER SUPPLY FOR MORTGAGE
APPROVAL PURPOSES.

By chacking this box, | 3gres 12 the abaova cortscation Dace: 0217412025

(= e ST oo trpicaion

15




Step 5: Pay Fees
e Based on the service request a fee will automatically be applied.

e You can pay your fee at this step using a credit card or Pay later by contacting the Environmental Health Services

Division of the Macomb County Health Department.

A. Pay in this step: Click Continue Application. A payment screen will appear. Enter all required fields and click

Submit Payment

B. Pay in Person: Use this option if you want to pay later via mail or drop-box. Application will be submitted
successfully with this option, but will not proceed until the payment is completed.

Amcum 0 e CTWged 170 00

Water Test @ o 1o 3o

e Ty ‘o
Credit Card Information:

Card Type: Card Numper Secunty Code

Step 5:Pay Fees
Narme on Care wap Oute
Listed below are preliminary fees based upon the information you've entg

quantities where applicable, The following screen will display your total f Oras et e e e

At 0 i

Select "Continue Application” to pay online via credit card or sq
application will not be placed into the workflow until payment

oty

Carewt Addien

Application Fees
fees

Bacteriological Water Yest

Arvenic Water Test

TOTAL FEES: $65.00

¢ items installed or repaired. Enter

theck. If paying in person, your

$40 00

Note: This does not Inciude addisonal inspection § which may be assessed Later
o pp 0 Pay In Person

C.

Step 6: Record Submittal

At this step you will see a message indicating your record has submitted successfully. You can see your record number
(example TST23-00001). You can view and print payment receipt from ‘Print/View Receipt’ menu (marked). Click on View

Record Details to see your record.

Water Test

Contact Water Test o Fer = 5
E 2 Information 3 Request 4 Review 5 Pay Fees

Step 6: Record Submittal

Your application has been successfully submitted.
Please print your record and retain a copy for your records.

Thank you for using our enline services.
Your Record Number is TST23-00001.

'You will need this number to check the status of your application or to schedule/check results of inspections.

View Record Details »

16




Note: An email should sent to the applicant after submitting the application. Check your email for a message from
noreply@macomb.org. You may need to check your Spam or Junk folders as well.
Sample email (payment due):

From
org org]

sent
02/24/2023 12:04:21
To

naimul islam@macombgov.org
ce

Bee

Title
TST23-00031: Application Submitied - Payment Pending

Attachment(s)

Content

Dear Applicant

This Department has received your request and applicable fees for TST22-00031; 27300 25 MILE RD CHESTERFIELD TOWNSHIP, MI 48051, Please note that the creation of a record is not the finished permitievaluation. Visit Citizen Access and click “Pay Fee Due’ for your record number.
nce your payment is received, your request will be assigned to an area staff member for completion. Visit Citizen Access to search for your record number, check the status of inspections and permils by selecting “record info under your record stalus. Please contact the Department at environny
ental health@macombgov org with any questions

Sincerely,

Environmental Health Services Division

43525 Elizabeth Road

Mount Clemens, M| 42043
Comments.
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Change of Occupancy

Select this record if adding bedrooms to a home, changing a business type, installing a pool, outbuilding, or other structure,
or demolishing the building.

Follow step A-F in septic permit application.

Select Change of Occupancy from the dropdown and Continue Application

Create an Application Search Applications

Select a Record Type

Choose one of the following available record types. Please read the descriptions and select the application type that matches your project. For assistance or to apply for a record
type not listed below please contact us at 586-465-5236.

+ Change of Occupancy: Select this record if adding bedrooms to a home, changing a business type, installing a pool, outbuilding, or other
structure, or demaolishing the building.

Property Transfer Authorization:

Septic Permit: Select this record if applying for a soil evaluation on a vacant property, a septic permit for new construction, or a
repair/replacement septic permit for an existing home/business

Water Test: Select this record if applying for a (WELL ONLY) water test on your home/business (not for water tests paid for as part of a
permit).

.

Well Permit: Select this record if applying for a new well permit or an existing well repair/replacement permit (residential and commercial)
¥ EnvHealth

@ Change of Occupancy

C) Property Transfer Authonization

() Septic Permit

O water Test

) well Permit

Continue Application » <:

Step 1: Location Information

In this section, parcel is required.
Enter parcel (*¥*-**-*¥**_***) and community and click search.

The system will search for the address related to the parcel and auto fill the address section. Address is editable.
If you don’t know the Parcel, enter the address and click Search. The system will search for the related parcel

and complete the parcel field.
Check the address and click Continue Application.

Change of Occupancy

Step 1:Locati jon>L

Enter your Parcel Identification (PIN #) or Tax ID number, and address here. If you need help finding this information please use the following link to the Macomb County GIS flex viewer https://gis macombgov.org/parcelexplorer
Make sure that the Parcel Number follows the following character structure: ##-##-###-###

RAS——
Parcel (required)

* Parcel Number

PLAT.

*Community:
Wars

Address (optional)

s — - .

- -

car - . &
Search Clear

Continue Application »
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Step 2: Contact Information

Applicant - By default, this will be the account you used to log in to the system.

Landowner - Landowner information is required. click "Select from Account" to add your personal contact

information if this is you, or select "Add New" to manually add a contact and fill out all required fields.
Select Continue Application

Change of Occupancy

Location
* Informanon

Step 2:Contact Information>Contact Information

Contact Information

* rebcates arequred held

st Middia: *Last:

APPLICANT

o skl new contact,cick the Sekct o Accourt o« A New buion To adt » cortact, ik e E42 k. Hame of Business

MNaim Test2

*Adaress Lina 1

*Cty. “State: T

*Phone 1 Phone 2 Phone 3

— A—
*E-mait
| Continue Clear [EEEISH
Select from Account | Add New - - =
—

[ maremmotoer |

Step 3: Application information

Select reasons for inspection (required) and all other fields.
Continue application

Change of Occupancy
1 Location 3 Contact
Informaton Intormaton
Step 3:Application Inf i Application Information

*indicates a required field

Change of Occupancy

CHANGE OF OCCUPANCY

*Reason For Inspecton G

Construction Permit Applied

Yes O No
Construction Permit lssue Date
Demotion Permit Applied.

I Yes () No
Domokibon Permit Issus Dato 0
1= Building Occupied? -

S Yez ) No

1 no, tast date of occupancy. O

[ —r =
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Step 4:

Documents

If this application is for a construction permit for the home or property, a site drawing must be attached indicating the
septic system location and proposed changes. Please read the Required Documents section and upload the documents
based on the service requested.

File upload instruction:

Step 5:

i.  Click Add
ii.  Select your document from computer, click Continue or Add (if you have additional documents)
iii.  Select file Type (i.e. COO_Site Drawing.)
iv. Click Save
Click Continue Application

Change of Occupancy

3 4 Cantact 3 Asglcation
bt Intor maton

Step 4:Documents>Documents

If this application [
The mawsmam fie wze slowe i e

Fie Description
ACA PW Evad Notficstion Tamplate
Marre

No records found

|7 |

2>
_ [ ——=— Continue Application »

Review

Review the information on this summary screen

Click Edit if any information in the section needs to be updated.

Click Continue Application

e e |

Change of Occupancy
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Step 6: Record Submittal

At this step you will see a message indicating your record has submitted successfully. You can see your record number
(example CO023-00001). You can view and print payment receipt from ‘Print/View Receipt’ menu (marked). Click on View

Record Details to see your record.

Change of Occupancy
Contact Application ecord Submit
1 e T 4 Documents 5 Review € Record Submittal

Step 6: Record Submittal

Your application has been successfully submitted.
Please print your record and retain a copy for your records.

Thank you for using our online services.

Your Record Number is CO023-00002.

You will need this number to check the status of your application or to schedule/check results of inspections.

View Record Details »

Note: An email should sent to the applicant after submitting the application. Check your email for a message from

noreply@macomb.org. You may need to check your Spam or Junk folders as well.
Sample email:

From
noreply@macomb org [noreply@macomb ora]
Sent

02/24/2023 14:28:09
To

naimul islam@macombgov.org
ce

Beo

Title

€O023-00003: Application Submitted
Attachment(s)

Content

Dear Applicant:

isit Citizen Access to search for your record number, check the status of inspections and permits by selecting “record info" under your record status. Please contact the Department at environmental health@macombgov.org with any questions.

sincerely,

Environmental Health Services Division
42525 Elizabeth Road

Mount Clemens, Ml 48043

Comments

‘This Depariment has received your request and applicable fees for CO023-00003; 27300 25 MILE RD CHESTERFIELD TOWNSHIF, M 48051. Please note that the creation of a record is not the finished permitievaluation; your request uill be assigned to an area staff member for completion.
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Record & Application Management
This section we cover:

1.
2.
3.

1.

How to search for a record
Check record information (such as processing status, inspection, attachment)
Payment information

How to search for record
e Go to the Macomb self-service portal and log in https://aca-prod.accela.com/MACOMB

e Click on the Environmental Health tab. You will see a screen with a Records section and General Search

section.

e Under General Search, you can search for a record by entering one or more parameters such as Record

number, Parcel, Address, Contractor information, Applicant name etc. Enter any information and click
submit. The related record will display. You can use the % character as a wildcard in your searches.

ENter Iformauon bekow $0 SEarch for reconds

2. Check Record information
Select a record from the list and it will display the information on the Record Details screen.

Home  PublicWorks [

Createan Application  Search Appiications

Racord SP23-00003: Addto collection

Septic Permit

Record Satus: Submitted
Expiration Date: 0/31/2023

;
‘ |

Work Location

‘25160 EURERA
WARREN M1 45031

Record Details

Applicant: Contractor:
o— N otz
opice ML Coniracio - Seplc K212
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Record Details

Click Record Info and select Record Details to view the record details. Click > next to More Details to see more
information like Application Information and Parcel Information. Click the + next to each options to view more

information.

Record O5P23-00003:

Septic Permit

Record Status: Submitted
Expiration Date: 01/31/2023

I Record Info w Paymoms w

Recerd Dot ol

Procedsing Status

* More Details
= Related Contacts

Reldated Racords

Ires peesc tions Tast Maimul?
RELLH L LS oy b8
660 kanyon drive

troy. MIL 48083

Bt achments LANDOWMER information

Applicant: Contractor: Phane 1:313-782-5001
Tasa Maimui2 Maim Tas? R ———
HON kol o SepHic N2023
:!.:: k:m::n::w ™ Mora Detalls @ Application Information
- N et Rlated Contacts
Phone 1-515-782-5001 @ Parcel Information
il ccdba gmail com & Application Information

@ Parcel Information

¥ More Details $

Processing status

The processing status displays the step your application is at with the department. This is the best place to check your

application status.
Click Record Info and select Processing Status from the dropdown option.

A screen with different workflow steps will appear. Click on the arrow button (marked in photo) to see details of

this workflow step.

The = sign means the active steps of the workflow.

The ¥ sigh means completed steps of the workflow

Record OSPZ3-00003:

Septic Permit

Record Status: Submivted
Expiration Dare: OLEL2023

Processing Status

—

Record Details -
_ ¥ Application Subrmattal

Processing Siatus Soil Evaluation I
Plan Review

Inspection

~ w Application Submittal

Assigned to TBD
Marked as TBD on TED by TEBD

Final Approval

Applicant: Contractor:
Test Halmu® Naim Tast2
troy ina ML Contractor - Saptic N20Z5
660 kenyon drive
trop. ML 48083
Phona 1:313-782-5001
mimul ccshegmal com

¥ More Details
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Related Records

You can view all associated records by selecting Related Records in the Record Info menu.

Attachments

-

Record Deeails

Procassing Stauss _

Rédaned Records ¢

Mrachmarms

Irespsscticans:
g a

e Here you can see all the documents uploaded either by you or the Health Department staff. You can also upload

new documents. Once your permit is issued it will be available to view in this section.

e To upload a new document follow the steps:

1. Click Add

2. Select a document from your computer, click Continue or Add (if you have additional documents)

3. Select document Type (i.e Sep_plans, Sep_Site Drawing)

4. Click Save

Record OSP23-00003:

Septic Permit

Record 5Status: Site Evaluation
Expiration Date: 01/31/2023

Record Info w

Record Details

Payments =

Processing Status
Relzed Records
Attachments '

Inspections

[ Continue Rl Add Jf Remove Al
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Inspection

You can see the detailed information of upcoming inspections and completed inspections by selecting Record Info and
then Inspections. Click on the View Details under Actions to see details information about that inspection. You can print
the inspection information by clicking Print.

Septic Permit

Record Status: Site Evaluation
Expiration Date: 01/31/2023

s

Soit Evaluation Inspection (18550643, Optional)

75160 EURENA
WARDEN M 45091

Record Details
Processing Status
Scheduled Record Contact
Relaned Records 0L/06/2023 2320004 Naered utam
Exumased Arrival Time. TBO S -
Desired Dase: TRO
Artachments
Last upduned
Upcomng (1) Mairrd sk
JE/2023 1170 AM
Schedule or Request an inspection ViR
View Status History

Click the link above to schedule or request one

QIOU0L3 ot TBO Schedsied Sai Evsuston mspecton (1855064) Actions v View Result Comments

Applicant: 132000 SMEIIENeS DR
Test Nasmal2
1Oy 08
660 kerwyon drve Completed Showing -0 ot 0

o Irwprec cm Nams Betsnnnate: Seatun

No recornds found

There are o compivsed nspectons on thes record

Phone 1

namul codb@gmad com

Note: You are not allowed to schedule inspection from citizen portal at this time. Please call our office to schedule an
inspection.

3. Payment Information
In this tab you can see the outstanding fees and paid fees. The payment receipt is viewable from the view
details menu.

e To pay any outstanding fee please click on Pay Fees and complete the payment by following the procedure in
the Step 6 of septic/well application.

Record O5P23-00003:

Septic Permit

Record Status: Site Evaluation
Expiration Date: 01/31/2023

Record Info » Payments v
QOurstanding:
Dang IgiC# NumEser Amoune
0L/05/2023 197HE SI19.00 Fay Feas
Toual ourstanding fees: 5219 00 —
Paid:
Dane Inwoice Number Amoune
01105/2023 197215 15.00 View Decails
Total paid fees: 5219.00

—
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