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How do submit additional documents?

1. Goto: https://aca-prod.accela.com/TPCHD/Default.aspx
2. Loginto your Accela account.

3. Enter your username or email and password. Click Sign in.

Welcome to the new Online Portal
Partnering with Accela, Inc., accessing community information is now more i
convenient, efficient and interactive. Slgn In

We now offer our customers and visitors access to government services online,
24 hours a day, 7 days a week.

USERNAME OR EMAIL:*
ljellison@tpchd.org

To use ALL the services, like submitting an application, you must register and
create a user account.

Without creating an account, you can view information like inspection records as
an anonymous user.

PASSWORD:*

What would you like to do today?
To get started, select one of the services listed below:

Forgot Password?

General Information Environmental Health

Search for a Restaurant Inspection Create an Application

Search Applications

4. Click on Home and choose My Records.
Search Create

Logged in as:Laurel Jellison  Collections (0) ™ Cart (0) Account Management Logout

Cart (0)

Your cart is empty.

WelcomeLaurel Jellison
You are now logged in.

What would you like to do today?
To get started, select one of the services listed below:

General Information Environmental Health

Search for a Restaurant Inspection Create an Application
Search Applications

5. Click on the blue Record Number of the application you want to add documents to.

Home Search Create

Logged in as:Laurel Jellison  Collections (0) ™ Cart (0) Account Management Logout

~ Environmental Health

Showing 1-10f1 |

Record Project Expiration

Date i Record Type Description . Address s
= 0552025 nSite Sewage 15502 62ND AVE
) 072512025 Goooy? et E South Hil WA P
4
6. Click on Record Info and choose Attachments.
Record 0552025-00007: Add to cart
OnSite Sewage Application Add to collection

Record Status: Pending

Record Info v Payments v Custom Component

Record Details

Processing Status

Related Records

Attachments

Inspections

South Hill, 98375 *

Valuation Calculator
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7. Click on the Add button.

Record 0552025-00007:

Add to cart
OnSite Sewage Application Add to collection
Record Status: Pending

Record Info v Payments v Custom Component

Attachments

The maximum file size allowed is 100 MB.

4

Name

4
Type Action
1234 0SS Design.pdf

Design or Basic Site Plan

Actions v

8. Click on the Add button to select the document(s) you want to upload

File Upload

The maximum file size allowed is 2000 MB.

X

Can

9. Once you have selected the document you want to upload click Add to add another document or
Continue if you are done.

File Upload

The maximum file size allowed is 2000 MB

100%

= (e
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10. Choose the attachment Type from the drop-down list for each document, then click Save.

*Type:
Critical Area Checklist v

File:

1234 Critical Area.pdf
100%

m Remove All

11. You will get the confirmation below that your attachment is now uploaded.
Click Add to add another document or exit.

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

Record 0S52025-00007: Add to cart
OnSite Sewage Application Add to collection
Record Status: Pending

Record Info v Payments v Custom Component

Attachments

The maximum file size allowed is 100 MB.

4 4
Name Type Action

1234 OSS Design.pdf Design or Basic Site Plan Actions v
1234 Critical Area.pdf Critical Area Checklist Actions v
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