City of Fort Worth — Accela Citizen Access — Online Permit Submittal Process

In order to Create an Application for submitting a permit request through ACA, your company must be registered as a
Parkway/Utility Contractor who meets the Commercial & Utility Requirements called in the Utility Construction,
525,000 bond (street and storm drain) details at: https://www.fortworthtexas.gov/departments/development-

services/permits/contractor-registration

To become registered or renew current registration, go to Development Services site https://fortworth-
csrprodcwi.motorolasolutions.com/ServiceRequest.mvc/SRIntake

Step 1: Go the following link: https://aca-prod.accela.com/CFW/Default.aspx

Step 2: Login using the User Name/Password you created for yourself or your company.

& Accela Citizen Access

Advanced Search +

@ 2 https://accela fortworthtexas.gov/ CitizenAccess/Welcomeaspx?Tab ~ @ @ | | Search... P~ o ve ﬁ

Announcements [ ] Accessibility Support Register for an

m Development Fire GasWell Planning Licenses StreetUse more ¥

General Information

DevCustomerSery

Welcome to the City of Fort Worth's Online Permitting System

We are pleased to offer you access to many of our services online, 24 hours a day, 7

days a week.

Mechanical, electrical, sign, and plumbing permits will require you to have a valid City
Business Registration, which you may enter when you register using the "New Users”

If you have any questions please call us at 817-392-2222 or email us at

What would you like to do today?

To get started, select one of the services listed below:

Development

Leckup Property Information

Search for a Licensee

Fire

Apply for Permit
Search Applications and Permits
Schedule an Inspection

Gas Well

Search Applications

Planning

Search Applications

Licenses

Search Applications

Street Use

Search Applications

Infrastructure

Search Applications
Schedule an Inspection

Search Applications

Login
User Name or E-mail:

Password:

1

[] Remember me on this computer

Click here for the Registration
Video Tutoriz

Electronic Document
Review handbook

0% v
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Step 3: Click on Street Use tab, then select Create an Application

|° @ https://accela.fortworthtexas.gov/CitizenAccess/Ca) L-ac @Accela Citizen Access x

Step 4: Read through the General Disclaimer, Check the box and click Continue Application

Home Development Fire GasWell Planning Licenses m more ¥

Create an Application Search Applications Schedule an Inspection

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.

General Disclaimer A
While the Agency attempts to keep its Web information accurate and timely. the

Agency neither warrants nor makes representations as to the functionality or

condition of this Web site. its suitability for use. freedom from interruptions or from
computer virus, or non-infringement of proprietary rights. Web materials have

been compiled from a variety of sources and are subject to change without notice

from the Agency as a result of updates and corrections. v

[1 | have read and accepted the above terms

Continue Application »

IR v [ e v Pagev Safetyv Toolsv @~ [0 O,
Announcements Logged in as:Tommy Davis My Projects ™ Cart (0) Account Management Logout
(0)
-
Home Development Fire GasWell Planning Licenses W more ¥
Create an Application Search Applications Schedule an Inspection
Records —Select— M
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Step 5: Select the Record Type of Street Use Franchise Utility Permit then click Continue Application.
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Create an Application Search Applications Schedule an Inspeaction

Selecta Record Type

Choose one of the following availa ble record types. For assistance or to apply for a record type not listed below please contact us.

i
v Street Lse

etwork Mode Permit
treet Cut Permit

@ Street Use Franchise Utility Permit
O Street Use Other

) Street Use Parkway Permit
2 Transport Facility Permit

Contlnue Application »
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Step 6: Provide the following information for the highlighted fields below under Detail Information:
1. Application Name: Enter your Company Name — Utility Company
2. General Description: Short description...not required.
3. Detailed Description:
e Detailed description of work to take place and proposed method of construction.
e List the Name/Number of the Utility Company representative overseeing the project(required).
e List any Project Name/Number if available (optional).

e DO NOT call out the Project Locations in this field (see Step 13).
Detail Information

Application Name:

Enter: Your Company Name for Utility Name (this information will appear on the Permit Face and
—> Company Name - Utility

show up in the Subject Line of the email sent from Accela with the copy of the approved permit).

General Description:

Short description

Detailed Description:

Provide a more details description of proposed (This information will appear on the Permit Face ).
work and method of construction to take place.
——| (Include) Utility Company Name & Number{

Step 7: Under the Licensed Professional section click Look Up (separate window will open). Select Pkwy — Storm Drain
from the License Type drop-down box, then enter your company’s CFW registration number in the CFW License (PW#)
then field then click Look Up. If you receive an error, contact Development Services 817-392-2222 and confirm your
license is up-to-date and reflects the correct Type.

Licensed Professional

Please click "Look Up" and either type in the PYW# provided by the City of Fort Warth in the License number field or type in the Business
MamefCantracting company name and click "Laok Up". Once all ofthe information is carrect, click "Save and Cloge”.

Look Up

Look Up License x
License Type: CFW License (PW#)
Namne of Business: Business License #:
First: Last:
Look Up Discard Changes
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**NOTE: If you enter the Look Up License correctly and search results come back as “No Records Found”, you will have

to contact Development Services 817-392-2222 for assistance.

o 1 of 2 things may be happening. Either your License Type in Accela needs up-dated to Pkwy — Storm Drain from
Commercial or your License/Registration or Certificate of Insurance has expired and needs renewed.

Look Up License

Revise Search
Search results:

Showing 0-0 of 0

License Number License Type Licensed Professional Name

No records found.

Discard Changes

Business License #

Step 8: Provide a 24 Hour Contact by clicking on Add New to enter information, then click Continue Application (a

new window will open).

24 Hour Contact

To add new contacts, click the Select from Account or Add New button. To edit a contact, click the Edit ink.

Continue Application »

W

Step 9: Provide the following information for the highlighted fields under Contact Information then click Continue

Contact Information

~First fiddle: *Last:
Mame of Business ~E-mail
*AddressLinel:
* ity * State: *Zp
—Select— -
Heme Phons Work Phons Mobile Phone:

Step 10: After 24 Hour Contact has been added.

24 Hour Contact

x

To add new contacts, click the Select from Account or Add New button. To edit a contact, click the Edit link.

« Contact added successfully.

Onsite Contact

Your company name here...
YourEmailAddress@Here.com
Home phone:
Mobile Phone:
Work Phon
Fax:

£dit Remove

Continue Application »

LY

Step 11: Repeat the same process for Applicant, then review details, Edit or Remove before clicking Continue

Application
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**NOTE: You should now be on Step 1: Step 1>Page2

Page | 5

Homa Davelopmert  Fire  Gas Well  Planning Infrastructura  Licenses  mora -

Crazte an Application Sgarch Applications Schedule an Inspaction

Strest Lse Franchisa Ltility Parmit

1 Step i 2 Rewiew I Record |ssuance

Stap 1:Step 1xPage 2
“indicatesa required fizld.

Projet Informatlon

City Project Info

City Project #:

FRANCHISE SUETYFE

Litility: —gelect-- -

Tupe: --Select-- -

MISCELLANEOUS INFORMATION

Suite/Unit:
Expiration Date:

*Commercial Residential: __g.lecp-- -

Project Locatlons

Please enter in the project locations.
ADDR

Showing 0-0of 0

Block Elock . Rear  Dir- Suffix-  Dir-
2 3

Start Erd Oir Strest Suffic Alley UE z From To

g“'ﬂ”" MAFSCO  ICNI

Mo mcomds found.

Documents

Please upload your application and ywour site plans as one pdf document.

The rraxirnurn file sive alowed is J000ME.
il kb rinbet; rnbet iz e diss lowed file types to upload.

MName Top= SEe Latest Update Action

Mo oo s fourd.

Save and resume later

Revised May 2023



Step 12: Under Project Information:
e DO NOT ENTER anything in under City Project Number field. If proposed work is associated with a relocation on
a City Project where existing facilities are in conflict with proposed City facilities, installing pre-paving crossings
or new facilities for a new development currently under construction, list CPxxxxxx on the permit application
form (Additional time required for review by TPW Construction Services).

e Select the Utility and Type from the drop-down list.
o Another drop-down box will appear to either choose the best description that fits (example of “gas”).
Projet Information

City Project Info

City Project #: LEAWE BLAMK! |

FRANCHISE SUBTYPE

Utility: --Select-- v

Type: --Select-- v

Step 13: Under Miscellaneous Information, select either Commercial or Residential from the drop-down box.
MISCELLANEOUS INFORMATION
SuiteUnit:
Expiration Date:

* CommercialResidential: __ o =

Step 14: Provide the Project Locations that encompass where work is taking place by clicking Add a Row for adding 1

location at a time OR select from the list to Add 2 up to 10 rows at one time (no limit).
Showing 0-0 of 0

Block Start  Blocl

No records found

Project Locations

FPleaze enter in the project locations.
ADDR

Showing 0-0 of O

Block Block q Rear Dir- Suffiz-  Dir- Suffiz-
Start End Dir Street Suffix Alley UE 2 From > 3 To 3 MAPSCO ICHI
Mo recordsfound,
Edit Selected | Delete Selected OR
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Step 15: Call out all of the Project Locations under ADDR by providing the Address Range (calling out the cross streets to
encompass where work is taking place) OR if proposed work is all at a single address, list the Block Start, Street and
Mapsco.
o If work takes place in an Alley or Rear UE, be sure to check the appropriate box.
e  MAPSCO page number is required. Must be accurate. Enter only the 2 to 3 numbers and 1 letter that best cover
the majority where work is taking place. DO NOT add any spaces or hyphens (Maximum of 4 characterstotal).

ADDRESS RANGE (reference cross streets)

--Select—-

-

m Cancel

ADDR
Block Start: Block End: Dir:
--Select-- v
Street: Suffix:
[ Alley
—-Select--
Dir-2: From:

[] Rear UE

--Select--
Suffix-2: Dir-3: To:

--Select—- v --Select--

Suffix-3: *MAPSCO:

SINGLE OR BLOCK RANGE (referencing a single address or range of addresses on one street)
ADDR
Block Start: Block End: Dir:
--Select-- v
Street: Suffix:
[] Auey
—Select—-
Dir-2: From:
[ Rear UE
--Select--
Suffix-2: Dir-3: To:
--Select-—- v --Select--
Suffix-3: *MAPSCO:

**NOTE: Click, Actions and chose Edit or Remove from the drop-down box if needing to edit/remove a project location

Page | 7

--Select--

=

m Cancel

D Block Block

Start End

[ 200 200

Dir Street Suffix Alley Egar

10th 5T Mo Neo

AddaRow | « Edlit Selected Delete Selected

Dir- Suffix-

To MAPSCO ICNI

3 3
7al
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Step 16: All Documents MUST be in ONE attachment in .PDF format (no exceptions). Refer to the 6 steps below.

1. Under Documents, click Add (another window will pop up)
Documents

Please upload your application and your site plans as one pdf docurment

The rmaximum file size allowed is 3000 MB.
html htm; mht; mhtml are disallowed file types to upload

MName Type Sze Latest Update Action

Mo records found

Add

Continue Application » Save and resume later

2. Click Add to select a file from your computer to upload (another window will pop up)

File Upload o
The mazimum file size allowad is 3000 MB.
“htmb htm; mht; mhtml are dizsallowed file types to upload

Add Cancel

3. Once the document has been located and selected, click Open

File Upload *

The rmaximum fils size allowed is 3000 MEB,

e Open

. « v g <« Desktop » MISC DESKTOP v [J] 2 Search MISC DESKTOP
il htm; mht; mhtml are disallowed file types to upload.
Organize « Mew folder E: - [ e
-
[ This PC O Mame Status Date modified G

- .
B 3D Objects % R PCI Lookup.pdf @ 27172022 210 PM
=T =1 CPw_Liility ConstructionPolicy_2013... @ 1/18/2022 10:54 A
s =L CURRENT TEMPLATE EMER CONTACT .. @ /262022 2133 P
£ Documents = DADALOD2OSA FORTWORTH REVLpdf @ 4213022 339 PM
& Downloads "1 Extenet_Node_241 dth.pdf @ 1/28/2022 4:48 PM
D Music B Franchise Utility Task Time {T)axsx @ IFS2022 72T Ak
] Pictures [ FWDTOZTA-FWDT03 28 FWDTOI3A P, & 27172022 3112 PM
E Videos "L fig-21-fee-schedule-amg.pdf @ 342972022 725 Al
n . M Hink Mann in Sindancs Sanare dner =) AJTFT 150 BRA b
e O3Disk (C) v < >
Add
Cancel File name: |FWDToz?A-FWDToa2A-FWDT033A-FWDT03&A-| v\ Al files (%) v
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4. Check the file name to make sure correct, once at 100%, click Continue

File Upload x

The maximum file size allowed is 3000 ME.
himb bt mht; mbtmlare disallowead file types to uplead.

FUWDTO270-FWDT 0324 100%

5. Select a Type that best fits. Provide a brief Description of the documents loaded and clickSave

6. The following message will appear. Scroll down and click Continue Application

Page | 9

Documents

Please upload your application and your site plans as one pdf document

The maximum file size allowed is 3000 ME.
“html htm; mht; . mhtml are disallowed file types to upload.
Name Type Sze Latest Update Action

Mo records found.

TType:

Application -

File:
FWDTOZTA-FWDT032A-FWDT03ZA-
FWDTO36A-FWDTOZ7A (1) pdf

100%

*Description
Permit submittal for new fiber route.| =

Remove

Continue Application » Save and resume later

The attachment(s) has/have been successfully uploaded.
It may take a few minutes before changes are reflected.

g

Add

Continue Application » Save and resume later
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Step 17: Review and Edit the information (click arrow to expand and view all details), then click Continue Application.
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Step 18: You are finished...Print a copy of your Receipt for your records. The Record number is shown below:
**NOTE: Permit Number is NOT VALID unless status on the permit face shows ISSUED.

Home Development Fire GasWell Planning Infrastructure  more v

Create an Application Search Applications Schedule an Inspection

Payment 3 Receipt/Record

!
L Selectitem (0 pay 2 jpedoion issuance

Step 3: Receipt/Record isstance

Raceipt

“Your application(s) nas been successfully submitted
Please print your record(s) and retain a copy for yolr records.

Print/Vlew Summary

200 W 10th ST

uTZz- View Summary
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STEP 19: After successfully submitting your application, send an e-mail to the inspection team to indicate your
requests is ready to be reviewed. zz TPWROWMInspectors@fortworthtexas.gov
e Subject Line must read: UTxx-xxxxx Uploaded for Review

Useful links for reference information:

Franchise Utility Permitting and Information: Contractors — Welcome to the City of Fort Worth (fortworthtexas.gov)
Up-dated TCP Packet now available: PG 32 (A-2) (fortworthtexas.gov)

Mapsco page number lookup: OneAddress | City of Fort Worth, Texas (fortworthtexas.gov)
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	3. Detailed Description:

