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Guide to Applying for Trade Permits Online 
First – go to the web address: https://aca.rochestermn.gov/citizenaccess/  

• You must have a Citizen Access account to submit permit applications. For additional 
resources regarding creating an account, electronic submittal requirements for building 
permits, or other relevant permit information, go to 
https://www.rochestermn.gov/departments/building-safety/applications-and-forms  

• PLEASE NOTE: if there is not an official address assigned to the work site yet, the application 
cannot be submitted online, please contact Community Development at  507-328-2600 or 
buildingsafety@rochestermn.gov 
 

1. As a public user you will see the list of permits you may be working on, any collections you 
have created, and you will have access to the different modules at the top. 

 

https://aca.rochestermn.gov/citizenaccess/
https://www.rochestermn.gov/departments/building-safety/applications-and-forms
mailto:buildingsafety@rochestermn.gov
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2. To start creating a permit click the Building Permits text as shown above. 
3. This page will list any permits that your Licensed Professional is associated with, and to create 

a new permit you can click Create an Application. 

 
 

4. Once you have created some applications, you will see them listed below this section. 

 
 

5. Read the Disclaimer and Check the box to accept the terms for the online permit submission 
then click Continue Application. 
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6. Select the License Professional that you will use for the specific permit type you will be 
applying for. Select ELEC or MECH or PLBG Contractor and Continue Application.   

a. If there isn’t one to pick from you need to call Building Safety (507-328-2600). 
b. At this time a public user needs to be linked to a License Professional. 

 
 

7. You can search for the permit type or use the drop down lists below to see what types are 
available. Select the type of permit you would like to apply for and click Continue Application. 
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8. NOTE:  If you are doing a Temporary Service (Electrical Only) this can be applied and paid for 
with a credit card and will be issued immediately. 

9. (Step 1: Property Information)  Search for the address the permit will be for.   
a. This search uses our map service from Olmsted County so it must be a valid address.   
b. The best way to search is to enter the Building No and Street Name then click Search.   
c. We have an Examples link and an FAQ that can help with searching.  It’s extremely 

important when searching that LESS is MORE.   

 

 
 

10. After you click Search, the results may just populate the fields if there is just one match. Or, 
you will see a page like below if there are 2 owners. Pick the correct owner and the system will 
populate the rest of the info.   

a. (At this time there is a bug in the system, if you want the 2nd owner that comes back 
from the search, it will need to be typed in manually on the Step 1 page.) 
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11. The Project Address page is now complete.  If the permit is for an occupied structure, you’ll 
need to enter a phone number under the Owner section. Click Continue Application. 
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12. (Step 2: Contacts) We have your public user information automatically populating into the 
Applicant field, verify it is correct.  Click Continue Application. 

 
 

13. Verify the Licensed Professional contact information then click Continue Application. 
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14. (Step 3: Job Detail) This is where the details about the job will be entered. The first section is 

Project Information. Use the Examples to help with describing your work in the Detailed 
Description text box.   

a. **If the description is vague or not enough for us to understand the work being done, the 
application will be returned to you for corrections. It’s best to be concise and clear. 

15. Under the Project Valuation section there is a text box labeled Job Value($), this is where you 
enter the total cost of the materials and labor it will take to complete this project. 

a. **If this valuation seems far too low or high, the application may be returned to you for 
corrections. We understand it’s an estimate, but we expect it to be within reason. 

16. Once the Detailed Description and Job Value($) boxes are entered, click Continue Application. 
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17. The top section under ACA Related Record Info is to let us know if the permit you are applying 
for is associated with a Building Permit, if it is not then select “No”. If it is, select “Yes” and 
enter the Building Permit number in the box.  

 
a. After the ACA Related Record Info the information you enter will vary based on the type 

of permit it is for ELEC, MECH, or PLBG permits. 
b. After entering the necessary information click Continue Application. 

18. (Step 4: Review) This is the summary page for what you have entered, carefully review 
everything and make sure it’s correct.   

a. If something is not correct you can click the blue Edit button to the right of section to go 
fix the information. 

b. After you make the edits and click Continue Application you will be brought back to the 
review screen so you don’t need to go through all the pages again. 

c. Top half of review screen 
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d. Bottom half of review screen. 

 
19. Please read the Certification and check the box to agreement for the online permit submission.  

Then click Continue Application. 
20. The next page says “Step 3: Receipt/Record issuance” at the top which seems backward 

because the last page was “Step 4: Review”, but it is the correct page. When you are here 
your permit application has been submitted. The new permit number is below. 

a. It has not been issued or paid yet. 
b. You will get separate emails for the payment step after it has been reviewed by the 

office staff and is accepted.  
i. If corrections are required you will get an email letting you know to go in and 

make corrections. 
ii. **If you checked the box to pay with a Trust Account, you will be notified by email 

when the payment is made and the permit is issued. 
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21. After submitting the permit, you’ll receive an email notifying you it’s been submitted. 

 
 

22. *If you picked a Temporary Service (Electrical Only) permit you can go right to the next step of 
paying for the permit to have it issued without waiting for the email notice to pay. 
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23. After the review page you click on Building Permits at the top and it will show the list of permits 
you have submitted and the status of them. To pay with your credit card you can click Pay 
Fees Due for a single permit to the right side of the screen, or select multiple boxes for permits 
at the left side and then click Add to cart so you can pay for multiple permits at a time. 

 
 

24.  When paying for a single permit it will show you the fees and you can click Check Out. This is 
shown on the next page. 
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25. If you have multiple items checked to pay for, the screen will show the different permits listed 
on the screen, clicking the carrot to the left of the permit will drop down the fees list to show 
you how the cost is being figured.  

a. You can now click Check Out to pay, 
b. Click Edit Cart to change which ones you want to pay at this time, 
c. Or click Continue Shopping to save what’s in your Cart and apply for another permit.   

 
 

26. To continue and pay click Checkout. 
a. At this time we are only allowing credit card payments. 
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27. Once the card information is entered you can click Submit Payment to complete the 
transaction. This pays for the permit and then issues it automatically. 

 
 

28. The Print/View Receipt button is now available if you would like to print a receipt.  You will also 
receive a copy of the receipt and issued permit at the email address of your Public User 
account.  

29. This completes the online permit submission and issuance process. 


