
  

   

 
 

      
  

   
 

How to Schedule / Reschedule 
an inspection 

Connect to: https://aca-prod.accela.com/weston/ 

Inspection can only be scheduled for Permits Associated to your e-Permits portal account. 

To shecdule/reschedule 
inspections, you need to log 
in with your e-Permits 
account. Type your username 
and password and click Login. 

If you still do not have an 
account, please click here to 
refer to the tutorial on How to 
Register an Account.  

https://aca-prod.accela.com/weston/


Once logged in, you will see the dashboard and 
place your mouse over Schedule. For this tutorial, 
click on Building Inspection. 



 
A list of Records associated to your account will 
appear . Click on the correct record number to 
proceed. 

Note: If an existing record does not show in this 
grid then that means that record is not associated 
with your account. Please read below. 

Licensed professionals - if you are registered with 
the city then please ad your license to your account 
under the account management section. A how to 
guide can be found under the Help / How To Menu 

Home Owner - If you would like your account to 
be associated with an existing record you would 
need to call the City's building services to associate 
existing records. 



 

    

Find the inspection that needs 
to be scheduled or rescheduled. 

Select either Schedule or 
Reschedule from the Actions 
dropdown. 



  

Pick the desired calendar 
date and the time. 

Click the Continue button. 



   

 

Add any contact information. 

Click the Continue button. 



 
 

  

 

  

Confirm your selected date 
and add any additional 
notes for the inspector. 

Click the Finish button. 

That’s it! Your inspection has 
been scheduled to your new 
date. 

Thank you for using the e-
Permits portal! 
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