
How to Schedule, 
Modify and Cancel an 

Inspection
By using the ACA (Accela Citizen Access aka. Accela)



Create A New Account in ACA

1. Go to https://aca-prod.accela.com/WINTER/Login.aspx If you send us an email to permits@wpgov.com, we will 
send you the link to create your new ACA account.

2. Click on Create An Account or Register Now

https://aca-prod.accela.com/WINTER/Login.aspx
mailto:permits@wpgov.com


Log In Information

1. Fill out all the required fields.

2. Don’t forget to click on the boxes that are 
in the red squares.





Select one of these options



Fill out each one these fields, 
especially the required ones that 
have an asterisk (*). Make sure that 
your contact information is up to 
date.  





Once you have created your ACA Account, you will be prompted to this 
screen. On the upper right corner, you will see the Login link to enter 
your account: 









The permit number is on 
the Inspection Card you 
are given when you pick 
up the permit, the 
actual permit and the 
invoices. 

It always starts with the 
letters BLD (Building), 
followed by the last two 
digits of the year it was 
issued (20, 21 or 22, for 
example, a dash (-) and 
three digits. 



If a wrong permit number has been entered by mistake, 
you can always click on the button that says Clear.

After entering the permit 
number, click on the 
button that says Search





Please make sure 
you use the format 
BLD2X-ABC format 
when you enter 
the permit 
number. Look at 
how we entered 
the Building 
Permit here: 
BLD22-358



Make sure the information shown does correspond to the permit 
you are working on. Check the address, applicant, description of 
the job being done and the owner.















We are using the date of 12/06/2022 as an example











You can enter additional notes 
here for the Inspector





You can use this Action menu to make changes or to cancel the inspection























How to Cancel An Existing Inspection.

Our system does not allow to modify an 
existing inspection. If you need to make any 
changes, you need to delete the existing one 
and schedule a new one.
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