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ELEVATOR INSPECTION REPORT
STEP-BY-STEP FORM UPLOAD INSTRUCTIONS
IN ACCELA CITIZEN ACCESS

Following is the process to report elevator / escalator / moving conveyance corrections to violations found within
the Central Florida Tourism Oversight District (the District) Building & Safety Department. This process enables
property owners and representatives to upload the completed “Elevator Inspection Report” directly to the elevator
activity number, which in turn, will auto-schedule a reinspection for the elevator inspectors. A couple of
requirements must be met to ensure success in this process:

e The submitter must be an authorized user of the Accela Citizen Access (ACA) online permitting system and
attached to the specific unit for access: https://ca.rcid.org/CitizenAccess/. Instructions on how to obtain a user
login can be found on the “Accela Citizen Access Online Permitting System User Guide” found on the
department website: https://www.oversightdistrict.org/doing-business/building-department/. Please direct any
additional registration questions to Permitting@oversightdistrict.org.

e The “Elevator Inspection Report” must be signed by the appropriate parties, flattened and saved as a pdf
document ready for upload. Note: it is highly recommended to include the violation activity number in the file
name for ease of locating for upload.

Step-By-Step Guide to Upload a completed “Elevator Inspection Report”:

1) Log into ACA, select either the “Search - Building” tab or the “Search Records - Building” button from the
Home screen. Note: Do not use the general Search field on the upper righthand side of the screen.
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Note: The inspection Activity number will be needed to submit the document and auto schedule the

reinspecton.
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Announcements”  Logged in as:Ella Hickey Collections (2)w ™ Cart (0) Account Management Logout

Public Access Hours to the District Administration Building are Monday-Friday, 8:00-5:00.

: Payment for application will be due upon completed sufficiency review from the Building O Safety Permit Technicians. An email will be sent when ready for
nt. For questions or comments, email: Permitting@oversightdistrict.org

le forms can be found on the Building O Safety website: www.oversignasinct orq/goingbusiness bullding.deganment/

Apply for Permits or 24/7 Service Calls < Search for Permits / Records > Schedule Inspections

2) Scroll to the bottom of the page and enter the violation number exactly as it is show on the violation report
(e.g. E20-00000) in the “Permit #” field and select “Search”:

Search for an existing Permit using criteria below.
< Permit #: Record Type: Record Status:
E20-00000 --Select-- v --Select-- v
Project Name:
Start Date: End Date:
01/01/2000 01/26/2026
State License Number: Name of Business:
Street No.: Fraction Street Name: Unique ID
From - To

General Search
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3) The activity record will open. Next select “Record Info — Electronic Plans and Documents” and “Browse”:

Announcements

If Reports do not run, be sure to enable “pop-ups.”

Construction Permits IJIENRE i

Apply for Permits or Temporary CO Search for Permits / Records Schedule Ing

Permit / Record Information for E23-02192:
Elevator Inspection Certification
Record Status: Violation

Record Info v

Permit / Record
Details

Payments v Custom Component

1y Florida statutes to have a Notice of Commencment (NOC) wil
ide a copy of the completed, recorded NOC for our records bef|

Permit / Record iition is in effect A Conditi of "Met”
Review Status

Related Becords

Electronic Plans and
Documents

- NVER AND EQUIPMENT BLDG
Inspections

Electronic Plans and Documents

NEW DIGITAL PLAN ROOM - 3rd Party Digitally Signed and Sealed Drawings Only Will be Accepted:

An engineer’s digital signature must be in compliance with the latest State Statute requirements 471.025 and Florida Administrative Code 61G15-
23.003. Plans submitted by all design professionals must be digitally signed and sealed in accordance with the State Statute utilizing a third party
certificate authority to be accepted

New Permit Application / Amendment (minimum submission package to include):

- Signed and notarized Permit Application

- Contract / Purchase Order / Letter of Intent (including owner furnished items)

- Digitally signed drawings / calculations / specifications

- Notice of Commencement (if required)

- Site map (if required)

- Payment of fees

Temporary Certificate of Occupancy:
- Sketch or drawing for limited / partial use of building defining area of request

Response to Plan Review Comments / Revisions:
- A complete descriptive Narrative, along with number of pages revised, must be uploaded along with the drawings for review.

IMPORTANT: When finished adding documents, click on the SAVE button or your files will not be attached to your
Permit.

The maximum file size allowed is 1000 MB.
ade;adp;bat;bmp;cgi;chm;cmd;com;cpl.doc;docx.dwg:dxt;exe;gif;hta;htm;htmLins;isp;jar;jpeg:jpg:js:jse:lib;ink:mdb;mde;mht:mhtml:msc;msp;mst;php;pif.png:pps.ppt.p|
are disallowed file types to upload.
4

Date File Name File Description Type Size

No records found

D
——

4) After selecting “Browse”, locate the previously signed and saved “Elevator Inspection Report” document on
your computer/network and “Open” it to ACA. Note: It is critical to save the document type as Special
Inspection Reports from the dropdown when uploading the document. Then click “Save”:
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File Upload x

File:
The maximum file size allowed is 1000 MB Elevatorinspect@gnReport.pdf
i 100
are disallowed Gle tupoc to upload
*Type:
ElevatorlnspectionReport.pdf 100% Special Inspection Reports .

* Description of File
Elevator Inspection Report signed and ready for reinspection|

spell check

Browse

Remove All

Be sure to click on “Save” to complete the upload process. Once saved it will appear in the document list under
the “Browse” section:

4 >
Date File Name File Description Type Size

Elevator Inspection Report signed and
rea... read more

. Special Inspection
01/26/2026 ElevatorinspectionReport.pdf Reports 742 KB

5) The reinspection will auto-schedule for the District elevator inspection team. To confirm the inspection has
been scheduled successfully and to monitor results, navigate back to the “Record Info” tab, select “Inspections”:

Permit / Record Information for E23-02192:
Elevator Inspection Certification
Record Status: Violation

Record Info ¥ Payments v Conditions {

Permit / Record Details

1dded to this record on 11/07/2025.

)y Florida statutes to have a Notice of Comm
nit issuance. To avoid delays, please provide §

Permit / Record
Review Status

Related Records

Electronic Plans and

Inspections 1eans the condition is in effect. A Condition status of "Met

The auto-generated reinspection will be scheduled for the next business day. Note the inspection team may
adjust the 1825 Reinspection due to scheduling conflicts. Be sure to confirm the date and time with the inspector.

Pending / Possible Inspections (1)

Sched est an Inspection - CLICK HERE

the link above to schedule or request one.
< 01/27/2026 at TBD Scheduled 1825 Reinspection (1473409)

fmgiSpECHOT" Js

Actions v
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