
Applicant: Uploading requested documents
 and responding to corrections required
50 Steps
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https://app.tango.us/app/workflow/52c011ea-5df2-4c63-966b-feebc5e4443b?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links


Accela Citizen Access 50 Steps

STEP 1

Additional Info Required Notice

STEP 2

Login to Accela Citizen Access

2 of 27

https://aca-prod.accela.com/OKSFM/Login.aspx
https://aca-nonprod.accela.com/OKSFM-NONPROD1/Login.aspx


STEP 3

Click on Fire

STEP 4

The record requiring additional information will have a status of Pending 
Information.
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https://aca-nonprod.accela.com/OKSFM-NONPROD1/Dashboard.aspx?
https://aca-nonprod.accela.com/OKSFM-NONPROD1/Cap/CapHome.aspx?module=Fire&TabName=Fire&TabList=Fire%7C0%7CCurrentTabIndex%7C0


STEP 5

Click on the Record Number

STEP 6

Click on Digital Projects
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https://aca-nonprod.accela.com/OKSFM-NONPROD1/Cap/CapDetail.aspx?Module=Fire&TabName=Fire&capID1=REC24&capID2=00000&capID3=00009&agencyCode=OKSFM&IsToShowInspection=


STEP 7

Click on upload 8les

STEP y

Click on Select t…pe9

5 of 27



STEP 0

Select Doc T…pe from the dropdown

STEP 1U

Click on Choose Previous Document
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STEP 11

For new Files Click on New Document9

STEP 12

Do the same for each document
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STEP 13

For replacement documents toggle on all documents and select previous
 doc

STEP 14

Select original version of the 8le
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STEP 15

Click on Link Selected9

STEP 16

Click on SBMKIT PACGAOE FVR REWIEY
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STEP 17

Click on -ES

STEP 1y

Yhen a resubmittal required e(mail is received login to ACA )Accela Citizen 
Accessx

10 of 27

https://aca-nonprod.accela.com/OKSFM-NONPROD1/Cap/CapHome.aspx?module=Fire&TabName=Fire&TabList=Fire%7C0%7CCurrentTabIndex%7C0


STEP 10

The status will displa… as Corrections Required

STEP 2U

Click on the Record Number
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STEP 21

Click on Digital Projects

STEP 22

Digital Projects will open to the Comments tab
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https://aca-nonprod.accela.com/OKSFM-NONPROD1/Cap/CapDetail.aspx?Module=Fire&TabName=Fire&capID1=REC24&capID2=00000&capID3=00009&agencyCode=OKSFM&IsToShowInspection=


STEP 23

Comments can be viewed b… Document as shown below

STEP 24

Comments can also be viewed b… those that still need Responses
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STEP 25

The comments include the location of the comment and a place to respond

STEP 26

In the plan view the sheet can be zoomed in or out
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STEP 27

The bottom left hand corner displa…s the number of comments that require
 responses and how man… have been responded to

STEP 2y

The submit responses will remain gra…ed out until all comments are
 responded to
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STEP 20

Enter responses

STEP 3U

Click on RESPVND
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STEP 31

To respond to multiple at once select comments

STEP 32

Enter responses for those comments
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STEP 33

Click on RESPVND

STEP 34

Respond to all comments
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STEP 35

The responded to will update to show all have been answered

STEP 36

Click on SBMKIT RESPVNSES
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STEP 37

Click on -ES

STEP 3y

Click on BPLVAD CVRRECTIVNS
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STEP 30

An… document t…pes marked up b… a reviewer must be uploaded to resubmit

STEP 4U

Click on Drag 8les here to upload or click to select 8les9

21 of 27



STEP 41

Select a 8le from upload menu

STEP 42

Click on Select t…pe9
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STEP 43

Select Doc T…pe

STEP 44

If Previous document is recognized click on Choose Previous Document
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STEP 45

Select previous document

STEP 46

Click on Link Selected9
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STEP 47

A reminder will appear of sheets that had markups but have not been
 re(uploaded

STEP 4y

The blue bo, will now displa… Package is read… to submitA or upload additional
 8les
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STEP 40

Click on SBMKIT PACGAOE FVR REWIEY

STEP 5U

Click on -ES
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