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For questions related to the Accela Citizen Access registration, electronic plan check submittal process, or general 
building questions, please call (909) 334-3251 or email DevelopmentServices@cityofchino.org. 
 

         
 
Development Services, Building Division  
13220 Central Avenue  
Chino, CA 91710  
(909) 334-3251 

 
  
Applications may be submitted 24 hours, seven days a week by Creating an Application and uploading 
required submittal documents to our website.  Applications are processed during normal business hours, 
Monday through Friday between 7:30 a.m. to 5:30 p.m. Review the electronic format requirements listed 
below.  All payments must be by credit card, cash, or check. Submittal review can take up to 3 to 5 weeks 
after plan check fee is received. 

ELECTRONIC FORMAT REQUIREMENTS  
• PDF - All electronic documents must be PDF (portable document format). 
• Unsecured Settings - Choose “unsecured” on your security settings to enable staff to mark up the 

documents or create comments/notes. 
• File Naming Conventions - All PDFs should use the same file naming conventions. All drawing 

files must be named as follow:  
PROJECT ADDRESS FILE DESCRIPTION 

Do not include “-“ (dashes) or special characters in the file name. For example: 123 Main St 
Application; 123 Main St Civil Plans; 123 Main St Structural Calculations  

• Separate PDFs - Submittals items, plans and supporting documents shall be saved as a separate 
PDF (i.e., plans, T-24, structural calculations, soils report, etc.). 

• Scale - PDF exhibits must be generated at a prescribed scale (i.e. ¼” = 1’-0”, or 1/8” = 1’-0”) in 
order for staff to verify dimensions and areas within the file, using the built-in Acrobat measuring 
tool. Graphic scales may also be included but are not required. 

• Orientation - All drawings/plans must uniformly use landscape orientation. Maintain a uniform page 
position and page size for all plans (architectural, landscape, civil, etc.). 

• Stamp Location - Provide a 3-inch high x 6-inch wide clear space on the cover sheet or first page 
of each pdf in the lower right quadrant for jurisdiction stamps. 

• Conditions of Approval - If your project received conditions of approval from the Planning 
Division, include a copy of all the conditions of approval with your submittal. You must also provide 
a letter or annotate response to each condition of approval.  

 
RESUBMITTAL REQUIREMENTS  
After your initial submittal, you will receive a comment letter outlining the corrections needed or your 
project may be approved. If you receive comments, you will need to address each plan check comment 
and resubmit adhering to the original submittal requirements. Additional instructions for resubmittals: 

• Include a response letter with a detailed explanation how you addressed each plan check 
comment, from all Departments/Divisions.  

ACCELA CITIZEN ACCESS “HOW TO GUIDE”  

https://aca-prod.accela.com/CHINO/Default.aspx
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• Cloud all changes and note delta number on the title block. 
• Use the same format, plan size and scale as the original submittal.  
• Resubmit a complete set of plans using the Resubmit button.  

 
 
REVISION REQUIREMENTS  
Revision submittals must contain the following: 

• A clear and concise description of work summarizing revisions to the original plans. 
• A separate file containing a full, complete drawing and document package containing the newly 

revised sheets, changes clearly highlighted, clouded and delineated with date of revision. (i.e: 
Cloud all changes and note delta number on the title block.) 

 
 
  ONLINE REGISTRATION 

The online process allows prospective plan check applicants to submit their plan checks and upload 
digital plans and documents. Staff will review the application materials to ensure all necessary 
documents have been provided.  
 
To submit for a plan check, you must register for an ACA account or have an existing account. To 
register select, Register for an Account, on the Citizen Portal main screen. Reference our How to 
Register for a Citizen Access Account for further information.  

 
Plan checks can be filed through our online City of Chino’s Accela Citizen Access (ACA) portal link. 
You may also paste this link into your internet browser to access the pre-application page:  
https://aca-prod.accela.com/CHINO/Default.aspx 
 
 

For questions related to the Accela Citizen Access registration, electronic plan check submittal process, or 
general building questions, please email developmentservices@cityofchino.org or  

call (909) 334-3251. We look forward to your submittal! 

Please visit our website to submit your application 
 
 
 
 
 
 
 
 
 
 
 

https://aca-prod.accela.com/CHINO/Default.aspx
https://aca-prod.accela.com/CHINO/Default.aspx
mailto:developmentservices@cityofchino.org
https://aca-prod.accela.com/CHINO/Default.aspx
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STEP #1 

 
 
STEP #2 
 

 
 
 
 

SUBMIT FOR ELECTRONIC PLAN CHECK 

Login to your account to start the Electronic 
Plan Check process or if you’re a new user 
Register for an Account. Click Login after 
entering in your username and password.  

Click on Building and 
select Create an 
Application to begin the 
process. 
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STEP #3 

 

Read General Disclaimer, check 
box that you read General 
Disclaimer, then Click Continue 
Application  
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STEP #4 
 

 

 
 

 

Select the corresponding Record Type 
(Administration, Building Project, Residential or 
Non-Residential) of project being submitting for 
then the corresponding subtype.   
Click Continue Application. 
 
Example: If applying for a reroof submittal you will 
select Residential first, then from the drop-down 
menu Residential Roof.  
 
Select Administration for New Address, Special 
Inspections, Special Inspector Registration, 
Refund Request, Permit Extension, Plan Review 
Extension  
 
Select Building Project for Master Tract or 
Master Solar Records for new residential 
developments.   
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STEP #5 
 

 

  

Enter in Applicant information. When 
clicking Select from Account it will 
generate account information from 
existing account  
.  
If applying on someone’s behalf, select 
Add New and enter in their contact 
information.  
 
Note contact data entered will become 
the main point of contact on the record 
and will receive all notifications related 
to the project.  
 
To add additional contacts to an existing 
record, contact the division for further 
assistance.  
 

For Licensed Professional if contactor 
information is available upon submittal, 
select contractor in License Type and 
enter in contractor information and click 
look up.  
 
If generated a no results found, either 
a City Contractors Business License 
needs to be obtained or information 
needs to be entered in the Buidling 
Division database.  
 
If applying as an owner builder, select 
owner builder in the license type and 
click look up.  
 
If any issues appear contact the 
division for further assistance.  
 

Click Continue Application located 
on the bottom right of the page when 
completed.   
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STEP #6 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

 

Enter in the Street No. and Street Name 
only. Click on Search 
The associated parcel number and owner 
information will automatically generate with 
the entered address. Verify information is 
correct.  
 
 
If address has recently been created enter in 
999999 in the Street No. box and click on 
Search. This will generate temporary codes 
that will allow you to continue onto the next 
page.  
 
If any issues appear contact the division for 
further assistance. 

Click Continue Application located on the 
bottom right of the page when completed.   
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STEP #7 
 

 
 
 
 
 
 
 
 
 

Provide a Detailed Description of work 
related to the proposed work being 
performed (dimensions, square footage, 
electrical amp size, etc.) in the Scope of 
Work.  
 
Tract Number box only applicable to tract 
submittals.  
 
If your submittal is for an Accessory 
Dwelling Unit click either Yes or No. If you 
select Yes and have overhead electric 
service drop SCE approval is required. 
Please submit a proposal/inquiry to 
d34customerdocs@sce.com or call 1-800-
655-4555. Once approved, include the 
approval document/email correspondence 
with your permit application package.  
 
If you are required to submit a permit due to 
a Code Enforcement Case and are 
working with a Code Enforcement Officer, 
click either Yes or No. 
 
If your submittal will have deferrals click 
either Yes or No. 
 
If you reside in a Home Owners 
Association click either Yes or No. If you 
click Yes the submittal will require an 
approval letter that will need to be uploaded 
on the following screen.  
 
Click Continue Application located on the 
bottom right of the page when completed.  
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STEP #8 
 
 
 

 
 
 
 
 
 

Click Add to upload plans and 
supporting Documentation.   
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Click Add to attach plans and 
supporting documentation.  

Click Continue after all files 
are uploaded. 

Select the Type of upload from the 
drop-down menu and provide a 
Description of the upload if you wish.  

Once you have completed the upload 
Type and Description Click Save 



11 
For questions related to the Accela Citizen Access registration, electronic plan check submittal process, or general 
building questions, please call (909) 334-3251 or email DevelopmentServices@cityofchino.org. 
 

 
 
 

 

 
Note when labeling file name(s) to avoid special characters. If special characters are used, 
you will be asked to resubmit the file.  
 
 
STEP #9 

 

Verify all your uploads attached.  If you 
need to attach more files, Click Add, If 
all your files are attached Click 
Continue Application. 

Review all information.  If any 
of the information is not correct 
Click Edit button in the 
corresponding section.  
 
If all the information is correct 
read the Certification, Click 
Check Box stating you agree 
with Certification then Click 
Continue Application. 
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STEP #10

 
 
Your Application is now complete.  We will reach out to the contact if we have any questions.  If we have 
no questions, a generated email will be sent out with instructions on how to pay for plan check (if 
applicable) or permit fees. Allow up to 3 to 5 business days after you submit for an email to be sent.  
 
The plan check process will not start until the invoice is paid.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Your Plan Check Number is 
right here. 
It will be referred to as either 
your Record or Permit number 
during the submittal process.  
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To resubmit corrections for a plan check, you must be login into your ACA account and on the 
permit/record numbers page.  

https://aca-prod.accela.com/CHINO/Default.aspx 
 
STEP #1 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

RESUBMITTALS   

From your Record/Permit 
number page. Click on Record 
Info.   

https://aca-prod.accela.com/CHINO/Default.aspx
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STEP #2 
 

 
STEP #3 
 

 
 
 

From the drop-down menu. 
Click on Attachments.   

The documents listed will show all 
initial documents uploaded along 
with a correction sheet and marked 
up plan set.    

Click on Resubmit from the 
marked-up plan set. A pop-up 
box will appear to upload 
resubmittal documents.    
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STEP #4 
 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

After all resubmittal documents are uploaded click Save. 
You do not need to alter file name or type. You can add a 
description for further notes if you wish.     
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STEP #5 
 

 
 
The resubmittal process is now complete. We will reach out to the contact if we have any questions or 
issues regarding the documents uploaded.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Once documents have been saved, on 
the top of the screen a notification will 
appear that the documents have been 
successfully uploaded.     
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STEP #1 
 

 
If you need to come back and complete this page later, please click on Save and resume later 
located on the left-hand side to save your progress.  

REVISIONS 

Complete Step 1: Work Detail > 
Revision Detail page.  
 
Complete Applicant, Detail 
Information, and Attachment 
sections.  
 
The information provided in the 
Applicant section will be the 
main point of contact for the 
Revision submittal.  
 
In the Detail Information section, 
clearly describe the scope of work 
for the Revision.  
 
In the Attachment section, Add 
the revised plan set and a new 
Building Permit Application 
relating to the Revision only.  

Once the sections have been 
completed click on Continue 
Application.   
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Note when labeling file name(s) to avoid special characters. If special characters are used, 
you will be asked to resubmit the file.  
 
STEP #2 
 

 
 
 
 
If you need to come back and complete this page later, please click on Save and resume later 
located on the left-hand side to save your progress.  

In Step 2: Review. Review the 
information you have entered. If you 
notice you need to make changes, click 
on any of the Edit buttons located on 
the right-hand side.  
 
 

Click on the certification box on the 
left-hand side prior clicking on 
Continue Application.  
 
 



19 
For questions related to the Accela Citizen Access registration, electronic plan check submittal process, or general 
building questions, please call (909) 334-3251 or email DevelopmentServices@cityofchino.org. 
 

 
 
 
STEP #3 
 

 
 
 
 
We will reach out to the contact on file if we have any questions or issues regarding the documents 
uploaded. Revision fees will be processed and paid for under the main record number. You will 
receive a notification for payment referencing the main record number only.  
 

 To receive an updated permit and job card print out from the main record number. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The Revision submittal is now complete. 
You will be generated a Revision 
Record Number. Reference this 
number when inquiring about the 
submittal.  
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STEP #1 
 

 
 

STEP #2 

 
 
 

MAKE PAYMENT  

From your Record/Permit 
number page. Click on 
Payments.    

From the drop-down menu. 
Click on Fees.   
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STEP #3 
 

 
 

STEP #4 
 
 

 
 

The outstanding fees will show below.  
Click on Pay Fees on the far-right side of 
the first fee invoiced.    

Various payment options will be outlined 
on this page. If you wish to continue to 
make payment online, click Continue 
Application    
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STEP #5 
 
 

 
 
After clicking submit payment, staff will be notified that payment has been received. We will then 
either route the submittal for review or check that the permit was issued.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Enter in the following credit card information 
requested.  
Click on Submit Payment once completed.     
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To view the permit and job card, you must be login into your ACA account and on the permit/record 
numbers page. 

https://aca-prod.accela.com/CHINO/Default.aspx 
 

 
 
Keep the permit and job card for your records. The Job Card needs to be at the Job Site for inspections. 
The approved plans and supported documents will be in the Attachments section.  

 
 

PERMIT AND JOB CARD LOCATION   

After a permit has been issued the record 
status will change to Issued.  
 
The permit and job card will be located on 
the bottom of the permit/record numbers 
page under More Details.  
 
There will be two buttons Print/View Permit 
and Print/View Job Card to download and 
print the documents.  
 
  

https://aca-prod.accela.com/CHINO/Default.aspx
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To check the status of the submittal during plan check, you must be login into your ACA account and on 
the permit/record numbers page. 

https://aca-prod.accela.com/CHINO/Default.aspx 
 
STEP #1 
 

 

 
 

STEP #2 
 

 

CHECK STATUS    

From your Record/Permit 
number page. Click on Record 
Info.   
From the drop-down menu click 
on Processing status.  

The status of each department will appear 
below.  
An hourglass means the project is still in 
review.  
A check mark means the review has been 
completed not necessarily approved.   

https://aca-prod.accela.com/CHINO/Default.aspx


25 
For questions related to the Accela Citizen Access registration, electronic plan check submittal process, or general 
building questions, please call (909) 334-3251 or email DevelopmentServices@cityofchino.org. 
 

 
 
 

STEP #3 
 

 
 
If you have any questions/ further clarification regarding the status of a submittal you may call the Building 
Division at (909) 334-3251 or email developmentservices@cityofchino.org. Please reference the 
permit/record number when inquiring.  
 
 

 

To view further information under each 
status review, click on the triangle to 
expand and view additional comments.    


