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TOPIC: Accela Citizen Access (How to Upload a GIS File) 
Accela Citizen Access (ACA) is the online tool that allows the public to check the status of permits, conduct research, and perform other tasks online, 
such as apply for permits; pay fees or schedule inspections (refer to specific business units for details).   

In an effort to increase efficiency and reduce costs, Planning & Development Services now allows applicants to use 
Accela Citizen Access to upload geographic information system (GIS) files for discretionary permits.  Uploading GIS files 
associated with your project greatly reduces the time spent by staff to prepare maps for public meetings.       

Directions: 

Go to the Accela Citizen Access home page (https://publicservices.sdcounty.ca.gov/CitizenAccess/) and click the “Apply 
for a Record” link in the PDS section of the online portal. 
 

 
 
 

https://publicservices.sdcounty.ca.gov/CitizenAccess/
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After reading the General Disclaimer, check the box that indicates you have read and accepted the terms and then click 
the Continue Application button.       

  
 
 
Next select Planning from the “Select a Category” dropdown menu and click Continue Application. 
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 Step 1 Enter Contact Information: Enter your contact information in the “Enter Contact Information” section.  

 
Unregistered Users:  Users without an account must use the Add New button to input contact information.  Note that 
required fields have a red asterisk* next to the field title.   
 

                                               
 
 
 

               

 
 
 
 

New users must 
input contact 

information using 
Add New 

Complete the required fields and click Continue. 

 
Click Continue Application once the 

contact is added. 

Do Not Use.  The Look Up 
function is disabled. 
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Registered Users: Users logged-in to an account can use the Select from Account button to add saved contact information. 
  

 

 
 

If more than a single contact is saved to the account, select the appropriate circular button and click Continue.  If only a 
single contact is saved, it will automatically be added.  Click Continue Application. 

 

                                   
 
 
 
 
 
 
 
 

Registered users 
can add saved 

contact information 
from their account.  

Click Continue Application 
once the contact is added. 
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Step 2 Provide File Information:  Enter the Record ID of the discretionary permit the GIS files are associated with in the 
“Associated Project Record ID field.” Select the file type (CAD, Esri ArcGIS, or other) using the “File Type” dropdown menu.  
Additionally, provide a brief description of the what geospatial data is are contained in the file. Click Continue Application. 
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Step 3 Upload GIS Files:  Applicants should submit either Esri ArcGIS shapefiles or CAD .DWG files.  To reduce file size, 
compress multiple files into a single .zip file.  The maximum file size allowed is 100MB.   
 
To upload a file, first click the Add button.    
 

 
 

Then locate the file you wish to upload from your computer and select it.   After the status bar reaches 100% click SAVE.  
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When the file is uploaded and saved correctly, it will be listed under Attachment and the following notification will 
display near the top of the screen. 

 

Click Continue Application. 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 County of San Diego - Land Use & Environment Group 
 

 

 
 
 

Permitting System Help Guides 
 

 

 

5/30/19 - (Version 1) For Public Distribution Page 8  
 

Step 4 Review:  Please take a few moments to review each section of your permit application, paying special attention 
to the site address and all contact information.  Also please verify your attachment is listed if you uploaded a document. 
Any incorrect information can be changed using the Edit button for the applicable section.   
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Step 5 Application Acceptance:  The GIS file is assigned a unique record ID for tracking.  Write down the Record ID for 
your records.  You will receive a confirmation email that includes the Record ID as well.     
 
 

 
 
 
 
 
 
 
 
 
 
 
 
  

Write down the Record ID! 
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More Information: 
 
For more information and additional ACA help guides, please visit: Accela Citizen Access FAQ web page. 
 
Help Contact:  
 
If you have unresolved questions regarding online permit applications in Accela Citizen Access please contact the County 
of San Diego, Planning and Development Services Building Division at (858) 565-5920. 
 
 
 
 
 
 

http://www.sdcounty.ca.gov/pds/AccelaUpdates.html
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