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To access the Citizen Portal, go to the link https://aca-prod.accela.com/WASHCOMD/Default.aspx

This screen gives you the option to Sign In, Create an Account or Lookup information. A user must be
registered to apply for a license or registration.

Washington CF‘O’"I

unty
A P“yLA NLC

VI/AN

AnnouncementsY  Register for an Account  Login

Search. . -

Welcome to the Accela Citizen Access Portal!

We arefleased to offer our citizens, businesses, and visitors access to government services
online, 24 hours a day, 7 days a week.

We are fulfilling our promise to deliver powerful e-government services and provide valuable USERNAME OR EMAIL:*
information about the community while making your interactions with us more efficient,
convenient, and interactive. To use ALL the services we provide you must register and create a BeckyGander
user account. You can view information, get questions answered and have limited services as
an anonymous user. We trust this will provide you with a new, higher level of service that makes
living and working in our community a more enjoyable experience.
PASSWORD:*
Please note email addresses below are for questions and support only - applications | .eeesees
should be submitted through the Citizen Access portal and will no longer be accepted via
email.

Questions about Permits or Inspections? Forgot Password?

Call 240-313:2460 or email pemsyppod@washco-mad.ne

Questions about Land Development or Comprehensive Planning?
Call 240-313-2430 or email gskplanning@ywashco-md.net
|

What would you like to do today? . .
To get started, select one of the services listed below. View the Citizen Access Guidance Remember me on this device
for step-by-step directions for Land Development or the Citizen Access Guide for step-
by-step directions for Permitting.

Mot Registered?

General Information Comprehensive Planning CREATE AN ACCOUNT

Lookup Property Information Search Applications
Create an Application


https://aca-prod.accela.com/WASHCOMD/Default.aspx

Users who are not registered will get this message when trying to apply for a license or registration.
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Notice:
This feature requires registration andfor login, please login to continue.

Please Login :
Many online services offered by the Agency require login for security reasons. If you are Slgn In
an existing user, please enter your user name and password in the box on the right.
New Users USER NAME OR E-MAIL: *
If you are a new user you may register for a free Citizen Access account. It only takes a BeckyGander

few simple steps and you'll have the added benefits of seeing a complete history of
applications, access to invoices and receipts, checking on the status of pending
activities, and more.

Register Now »

PASSWORD: *

Forgot Password?

Remember me on this device

Mot Registerad?

CREATE AN ACCOUNT




Create an Account

Click on the blue link — Create an Account and follow the steps on the next page.

Search... -

Sign In

USER NAME OR E-MAIL: *

BeckyGander

PASSWORD: *

EEEE R

Forgot Password?

: Sign In
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Step 1 of 2: Login Information - Fill in the account details

Login Information
STEP 1 OF 2: ACCOUNT DETAILS

* Required Fields

USER NAME: *

E-MAIL ADDRESS: *

Must enter a E-mail Address:

PASSWORD: *

Must enter a Password

TYPE PASSWORD AGAIN: *

ENTER SECURITY QUESTION: %* v

S

m
)

ANSWER: *

| have read, understand, and agree to the Terms of
Service 2

CONTINUE



Step 2 of 2: Contact Type —fill in the required fields and click Submit when finished.

Select Contact Type

STEP 2 OF 2: CONTACT DETAILS

FIRST: *

Must enter a First:

LAST: *

Must enter a Last:

ADDRESS LINE 1: *

Must enter a Address Line 1:

CITY: *

Must enter a City:

STATE: *
MD

ZIP: * ‘

Must enter a Zip

‘ MAIN PHONE: ‘

-

MOBILE PHONE:

E-MAIL:



A green banner will populate stating your account is successfully registered.

Your account is successfully registered.

Congratulations. You have successfully registered an account.



To apply for a license or registration, click on the New tab at the top of the screen and select Permit Application
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Permit Application ements Logged in as: Cauffman Paula Collections (0) Account Management Logout

Search...

Hello, Cauffman Paula

My Collection (0) View Collections

You do not have any collections right now.

https://accela.washco-md.net/CitizenAccess/Defaultaspx#

Check the disclaimer box and click on Continue.

Announcements  Logged in as: Cauffman Paula ~ Collections (0) Account Management ~ Logout

Search.

Online Application

Welcome to Washington County’s Online Permitting System. Using this
system you can submit and update information, pay fees, schedule
inspections, track the status of your application, and print your final record all
from the convenience of your home or office, 24 hours a day.

Please "Allow Pop-ups from This Site" before proceeding. You must
accept the General Disclaimer below before beginning your application.

General Disclaimer
While the Agency attempts to keep its Web information accurate and
timely, the Agency neither warrants nor makes representations as to the
functionality or condition of this Web site, its suitability for use, freedom
from interruptions or from computer virus, or non-infringement of
proprietary rights. Web materials have been compiled from a variety of
sources and are subject to change without notice from the Agency as a

O 1 have read and accepted the above terms.

Continue Application

Home Online Inquiry & Payment MD Public Records Red Cross, Washington Co
Commission nu About Washington County State of Maryland Fire & Rescue

unty Administrator About Our Tows Maryland 211 Hagerst y Police




Click on the arrow next to Permits — Licenses and Registrations and select the type of license/registration you are
applying for.

Announcements  Logged in as: Cauffman Paula  Collections (0) Account Management  Logout

Search y

Select a Record Type

Choose one of the following available record types. For assistance or to apply for a record type not listed below please

contact us.

¥ PERMITS - LICENSES & REGISTRATIONS
C Electrical Master Registrafion
C Electrical Restricted License
(C Gas Cerified License
C Gas Master License
C Mechanical Joumeyman Regisiration
C Nechanical Master Registratior
C Plumbing Apprentice License
C Plumbing Crai Cleaner Registraton
C Pumbing Joumeyman Licznse
C Plumbing Master Licenses
C Pumbing Pump Installers Licerse
C Pumbing Viater Cond Install License

) PERMITS - NON-RESIDENTIAL

D PERMITS - RESIDENTAL

» PERMITS - MISCELLANEOUS

» PERMITS - BOONSBORO - NON-RESIDENTIAL
D PERMITS - BOONSBORO - RES DENTIAL
D PERMITS - CLEAR SPRING - NON-RESIDENTIAL
}» PERMITS - CLEAR SPRING - RESIDENTIAL
D PERMITS - FUNKSTOWN - NON-RESIDENTIAL
» PERMITS - FUNKSTOWN - RESIDENTIAL

} PERMITS - HANCOCK - NON-RESIDENTIAL
D PERMITS - HANCOCK - RESIDENTIAL

D PERMITS - KEEDVSVILLE - NON-RESIDENTIAL
» PERMITS - KZEDYSVILLE - RESIDENTIAL

) PERMITS - SHARPSBURG - NON-RESIDENTIAL
D PERMITS - SHARPSBURG - RESIDENTIA_

» PERMITS - SMITHSBURG - NON-RESIDENTIAL
) PERMITS - SITHSBURG - RESIDENTIAL

D PERMITS - WILLIAMSPORT - NON-RESIDENT AL
» PERMITS - WILLIAMSPORT - RESIDENTIAL

Continue Application »

Announcements Logged in as: Cauffman Paula  Collections (0) Account Management  Logout

Search.
Electrical Master Registration

1 Conacts 2 Work Dztails 3 Documents, 4 Review 5 Pay Fees

Step 1:Contacts>Contacts

indicatss a required field

Applicant

To add new contacts, dlick the Select from Account or Add New bution. To edi a cantact, click the Editlink

Select from Account | Add New
Continue Application »

Home Oniine Inquiry & Payment MD Public Records Washington Co
Commissioners Menu About Washington County State of Maryland Fire & Rescue

County Administrator About Qur Towns Maryland 211 Hagersiown Gty Police
Gnline Permitting Washington Gounly Free Library Maryland State Highway Admin




Once the applicant information has been entered, you will receive a green notice to let you know the contact
information was added successfully. Click on Continue Application.
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Announcements  Logged in as: Caufiman Faula  Collections (0) Account Management ~ Logout

Electrical Master Registration
1 Contacts 2 Work Details 3 Documents. 4 Review 5 Pay Tees

Step 1:Contacts>Contacts
*indicates a raquirec fizlc.

Applicant
To add rew contacts, click the Select from Account or Add Naw button. To edit a contact, click the Edit link.

« Contact added successfully.

Paula Cauffman
Edit Remove

Home Online Inquiry & Payment MD Public Records. Red Cross, Washington Co

Commissioners Menu About Washington County State of Maryland Fire & Rescue

County Administrator About Our Towns Maryland 211 Hagerstown City Police

Onine Permitting Washington County Free Library Maryland State Highway Admin. Maryland Siate Palice o

Fill in all the Detail Information and Custom Fields (this will vary depending on type of license or registration being
applied for). Click Continue Application.

Announcements Logged in as: Cauffman Paula  Collections (0) Account Logout

Search... -
Electrical Master Registration
1 Contacts 2 Work Details 3 Documents 4 Review 5 Pay Fees 6

Step 2:Work Detaijls > Work Details

*indicates a required field

Detail Information

Application Name

* Detailed Description:

Custom Fields

LICENSE INFORMATION

Active Licenses require a valid Certificate of Insurance to complete the application.
Certificate of

Insurance Expiration

Date:

State License
Number:

Insurance Policy

Number:

Insurance Carrier:

Insurance Amount:

Continue Application

10



Select Add to upload applicable documents (this will vary depending on type of license being applied for)

Washington Coun
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Announcements Logged in as: Caufman Paula  Collections (0) Account Management  Logout

Search...

i Electrical Master Registration

1 Contacts 2 Work Details 3 Documents 4 Review 5 Pay Fees

Step 3. Documents > Documents
*indicales a required field

Attachment

The maximum file size allowed is 20 MB

himl;htm;mht;mhtml are disallowed file types to upload.

This application type requires you to submit the following types of documents. Subject to the collected information, you may be required to submit
additional documents prior to approval. Certificate of Insurance, Copy of State License, Drivers License

Name Type Size Latest Update Action

No records found.

Continue Application »
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File Upload — Select Add. Select the files from your device to upload and then click Continue
(3

Washington Count
= MARYLAND

File Upload

Online Inquiry & Payment MD Public Records

Red Cross, Washington Co

File Upload

The maximum file size allowed is 20 MB.
ntmishtm;mhtmhtmi are disallowed file types to upload

TEST - COl.docx
TEST - STATE LICENSE docx

TEST - DRIVERS LICENSE. docx

Add Remove All

12



Select the document for each Type of document you need to upload. Click on Save and then Continue
Application.

1 Contacts 2 Work Details 3 Documents 4 Review 5 Pay Fees 6

Step 3:Documents>Documents

*indicates a required field

Attachment

The maximum file size allowed is 20 MB

html:htm:mht:mhtml are disallowed file types to upload

This application type requires you to submit the following types of documents. Subject to the collected information, you may be required to submit
additional documents prior to approval. Certificate of Insurance, Copy of State License, Drivers License

Name Type size Latest Update Action

No records found.

= Type: l File: Remove

Certificate of Insurance v TEST - COldocx

100%
* Type: W ’ File: Remove
Copy of State License v TEST - STATE LICENSE docx

100%

- Type: File: Remove
Drivers License TEST - DRIVERS LICENSE docx

100%
[ha | menovean
T —

You should see a green banner stating the documents have been successfully uploaded. The documents you
uploaded will be listed under Attachment. Click Continue Application.

Announcements  Logged in as: Cauffman Paula  Collections (0) Account Management Logout

Search v

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

Electrical Master Registration

1 Contacts 2 Work Details 3 Documents 4 Review 5 Pay Fees 6

Step 3:Documents>Documents

*indicates a required field.

Attachment

The maximum file size allowed is 20 MB

html; htm;mht;mhtml are disallowed file types to upload

This application type requires you to submit the following types of documents. Subject to the collected information, you may be required to submit
additional documents prior to approval. Certificate of Insurance, Copy of State License, Drivers License

Name Type Size Latest Update  Action
Cerificate of :
TEST - COl.docx (TENEE: 1167 KB 09/24/2021 Actions v
TEST - DRIVERS :
LICENSE doox | Dfiverslicense 1174 KB 09/24/2021 Actions v
USA-SRIE - GEOEES g 0912412021 Actions v

LICENSE.dacx License

Contine Application »
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Review all the information and documents to make sure they are correct. Check the box certifying the
information you have submitted and click Continue Application

Step 4:Review

Please review all information below. Click the "Edit” buttons to make changes to sections or "Continue Application” to move
on.

Record Type

Electrical Master Registration

Applicant Iﬂl

Paula Cauffman
20 W Baltimore St.
Hagerstown, MD, 21740

Detail Information

Mame Electrical
Detailed Description:Electrical Registration

Custom Fields

LICENSE INFORMATION E3

Certificate of
Insurance Expiration
Date:

State License 12345
Number

Insurance Policy Al123456789
MNumber:

Insurance Carrier:  ABC FIRM
Insurance Amount: 200000

Attachment m

20 MB
e

T spplmnon ry u to submit the following types of documents. Sublect to the collsctad Information, you may be requirsd to submit
aanitionsl aocumants p prlnl B nppmvsl CartMcata of INBUFENGCS, Copy Of St3ta Licenas, Drivers Licansa

I;. s

Hame Type size LatestUpdate  action
Centificate of P P
TEST - COl.docx o 11.67 KB 09/24/2021 Actionsw
B TERS DiversLicense 1174 KB 2472021 Actions w
TEST - STATE Copy of Stat . o
i, s 1.71 KB 0972412021 Actions w
| certify that | have read and understand the instructions that accompany this applicafion and that the statements -

made as part of this application are true, complete, and comect and that no material information has been
omitted. By checking the box below, | understand and agree that | am electronically signing and filing this

application
-
[ By chacking this box, | agree to the above certification. Date:
Continue Ap tion »
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A green banner will populate stating your application has been successfully submitted and your license number
will be listed. Please note — this is not an approval of the license or registration. You will be notified by a staff
member about payment of fees and any other additional documents that may be needed.

Electrical Master Registration

1 Contacts z Work Details 2 Documents 4 Review 5 Record Received

Your application has been successfully submitted. e
Please print your record and retain a copy for your records.

Thank you for using our online services.

Your Record Mumber is EL-M-22580. h

You will need this number to check the status of your application.

Print/View Summary

Rev: 10/25
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