
         Created by Ana W. 5/7/2025 

Existing System Approval Application 

All of our applications are made through Accela Citizen Access 

https://citizenaccess.cabarruscounty.us/CitizenAccess/Default.aspx 

• Following the link above create an account before starting the application 

• Once you have created the account, make sure to sign in with your username and password  

• Once you have logged in. From the home page click, planning plan review, then click start plan review 

process – see below 

 

• Read the General Disclaimer, acknowledge by clicking the little box □ and continue the application  

 

 

• On this page, enter work location of the property where you need the work to be done (when entering 

property address, do not include St, Rd, Dr, etc.) then click search – example below 

• Once the address shows up for you click perc test, septic and well 

• From the display options, you will click on the application you need to fill out – Existing System 

Approval 

 

 

 

https://citizenaccess.cabarruscounty.us/CitizenAccess/Default.aspx
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• Click continue application  

• Read the highlighted message in yellow – Even if there are no underground utility lines on the 

property, we still need the verification reference/ticket number to confirm and move your application 

forward.  

• You can stop and give them a call to request the location of any underground utility lines on the 

property.  

• Make sure to save and resume your application at the bottom of the page 

  

Select only one service at the 

time to avoid creating 

incomplete applications 

Select only one service at the time to 

avoid creating incomplete applications. 
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• Once you have reviewed the information about the property, scroll all the way to the bottom, on the 

right, click continue application 

 

If you resumed the application, click on Trade Permits and you should see a blue link that says, RESUME 

APPLICATION – click on that and it should bring you back to the application (start where you left off - Ok) 

Step 2 – Enter the applicant and/or the owner’s information. You can provide both, the applicant’s contact 

information and also the owner’s contact information. Click on the blue box where it says, select from account 

if you are the applicant, click the circle that says, associated contact, and if you would like to add the owner’s 

information, click on the circle associated owner and fill out the information requested, and click continue, 

and continue application.  

 

Step 3 

 

 

All these fields are required to 

provide description about the 

work that you are requesting to 

do. Ex: Adding a pool, adding a 

detached garage, etc.    

Make sure to provide 

dimensions on any and all 

proposed additions. 
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Custom Fields – Answer all questions on this page 

At the end of this page, you need to enter the 811 ticket/reference number & the date that they are coming 

out to the property  to mark the underground utility lines. Click Continue application 
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This page is detailing the setbacks for the septic system. Once reviewed, acknowledge by checking the little 

box □, then continue application.  

 

 

Step 4 - This page is requesting your signature on the signature page, right-click the link, and click to open in 

new tab. That will open the signature page in a new tab for you to sign and date, you need to save the 

document on your computer, and then attach it to the application by clicking on the blue button that says, 

ADD. (You can also skip this step, and email us the signature page separately at 

EHAPPS@CABARRUSHEALTH.ORG ). You can continue the application by acknowledging the little box □ which 

is also for the site plan requirement. Continue application  

 

 

  

mailto:EHAPPS@CABARRUSHEALTH.ORG


         Created by Ana W. 5/7/2025 

 

Step 5 - Review all the information you have entered, make sure your email, phone number, property address 

is correct, and continue the application at the bottom.  

Once you click continue application, you will be able to get your application/permit number that will look like 

CHA-ESA-2025-00XXX. At this point your application has been submitted to the Health Department for review.  

Once we have reviewed your application, we will follow up with you by email to request payment online.  

________________________________________________________________________________________ 

How to make payment online – Follow the steps below  

• Using the same email and password that you used to create the application, sign in to Accela Citizen 

Access -  are  

Once you have logged in - From the HOME PAGE click, TRADE PERMITS, and you should be able to see your 

application number, and a BLUE LINK that says, PAY FEES DUE and continue application to complete payment 

online.  

 

Once you have submitted payment, please email us at EHAPPS@CABARRUSHEALTH.ORG to let us know 

payment was made to move your application forward.  
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