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Introduction 
 
The Department is testing a new online permit submittal process to help facilitate the numerous 
applications we receive.  
 
We hope this guideline will provide some assistance in the interim.  
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Section 1: Encroachment Permit Guide to Submitting an Online Permit Application 
 
Step 1:  
Use Chrome browser for best results on the desktop.  
https://aca-prod.accela.com/smcgov/default.aspx  
In order to create an application, you must register.  
 

 
  

Select Public Works 
Create an Application 

 

https://aca-prod.accela.com/smcgov/default.aspx
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Step 2 – terms of use 
 

 
 

  

Read the disclaimer.  
Accept the terms.  
Continue Application 
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Step 3 – Enter the site address where work is to be done 
Use one application per site address.  
If an entire street – use 0 Street Name 

 

 
 

 
 
 
 
 
 
 
 

Fill in Street Number 
Fill in Street Name 
Click Search 
 
If the computer cannot 
find the address then 
check the spelling  
If correct, the address 
may not be in San Mateo 
County or it is a vacant 
lot.  
 
If a vacant lot, enter 
parcel number – do not 
enter dash between the 
numbers 
Search to find correct 
parcel to confirm correct 
information.  
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Step 4 – your contact information and application documents 

 

 
 

 
 
 
 

 

Add contractor 
information. Add new 
contact if not already on 
list.  

Attach the encroachment permit 
application and all requested 
information.  
Remember to SAVE 

Contact type: Select 
Applicant and Continue 

Owner of property or 
facility goes in this 
space.  
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Step 5 – confirm application documents are properly uploaded 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

Select appropriate files and Add.  
Select document type: Application 
Add description: Application, plan, details, traffic control, etc.  
After files have been uploaded 100%, Continue to next step 
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Step 6 – confirm application documents are properly uploaded  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 

  

Check that all information is correct.  
Confirm documents have been correctly uploaded.  
Add additional documents as needed.  
Select Permit Type – General Public Works Application 
Add BLD case or PLN case as appropriate 
Continue or save for later.  
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Step 7 – confirm application complete and temporary reference number assigned 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Temporary Reference Number to use for tracking 
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 Step 8 – PW Online is only the application – it is NOT a permit to do work.  
 

 
 
 
  

The PW Online is a temporary reference number for internal 
use. Once a submittal is complete, then a DPW number will be 
assigned to your application.  
Allow a few days for processing if application is complete.  
If incomplete, see notes online for requests for additional 
information.  
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Section 2: Encroachment Permit Guide to Checking Status of Permit 
   
Step 1:  
Use Chrome browser for best results on the desktop.  
https://aca-prod.accela.com/smcgov/default.aspx  
To search for an application a registered account is not necessary but helpful.  

     

 
         
         
  

Search 

Enter Permit 
Number 

Select Public Works 

https://aca-prod.accela.com/smcgov/default.aspx
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Step 2:  
Confirm data.  
 

 
 
Step 3 
Check record history and review status 

 
  

Check if the data is correct and 
you have the correct record 

Click on the BLUE 
down arrow to display 
record options.  
 
Select Status 
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Step 4 
Check status and any instructions or comments 

 
 
Step 5 
Check if payment is due 

 
 

Click on [-] to 
review 
comments 

Click on 
arrow to 
open 
Status 

Click on BLUE 
down arrow to 
check fees due 

If payment due, click on this 
link to pay fees. If no link, 
then full amount has been 
paid or not yet invoiced 
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Remember to email – dpwpermit@smcgov.org with DPW permit number after you pay the fees online.  
 
 
Step 6 
Find copy of issued permit 

 

Click on the BLUE down 
arrow to display record 
options.  
 
Select Attachments 
 
Permit Issued will have a 
copy of the permit 

mailto:dpwpermit@smcgov.org
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