FORT WORTH.

Viewing and Printing Records

Standard Operation Procedure for Customer
9/13/2020

Last Updated by: Sonnie M. LaForce

Welcome to the city of Fort Worth’s Accela Citizen Access website. In this PDF tutorial, you will
learn how to apply for a View and Print Plan Review Comments, Approved Plans, Inspection Card,
and the Certificate of Occupancy.

You must first be logged into your Accela Citizent Access account. This should be the same account that you
used to create the permit.

Once you are logged in, enter the permit number in the upper right hand corner and then hit enter or click on the

magnify glass % to locate the record.
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This will take you to the record detail screen.
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If you wish to print your Inspection Card, click on the “view record” button. This will bring up the Inspection
Card in another window and allow you to save to your computer or print.
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If you wish to view any comments or condition placed on the permit, then click on View Comments/Conditions.

This will bring up the Comments/Conditions in another window and allow you to save to your computer or
print. The contact information is shown for the staff whom placed the comment or condition on the permit
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If you wish to print a copy of your Approved Plans or your Certificate of Occupancy, click on “record info,”
then click on “attachments.”
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Click on the name of the plans or the Certificate of Occupancy you wish to view and from there you can

download, save and print the record to the computer.
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If you have any questions or need further assistance, please contact us at 817-392-2222 or at

devcsutomerservice@fortworthtexas.gov..
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