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1. Click the Link in email notification.

2. The system will prompt you to log-in. Log-in using your PLUS user ID and

password.

How to view Staff Comments on ACA (Accela Citizen Access)  for Special

Permits and Variances  (Non-DPR records)
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3. Once logged in the deficiency report or staff comments will automatically

download. Depending on your browser or PDF setting the comments may open

automatically. The default file location is your computer/browser’s download

folder

4. Alternatively, you may view your comments at anytime by logging into the

system. Navigate to ‘My Records’, expand the Zoning Tab, and click the hyper

linked application number
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5. Once in the application, click the ‘Record Info’ drop down and click ‘Attachments’

6. In the attachments, locate the documents type ‘Deficiency Letter and Comments’

Documents can be sorted by various categories along the top dark blue row. For

example, click the latest update button to arrange by most recent. There may be

multiple pages of documents. To download any document, click the hyper linked

document name. Downloads default to your computer/browsers download folder.
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