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Apply for a Demolition Permit  
Coordinators’ Guide for Applicants [v07.18.25]   
How to Apply for a Building Permit using Accela Citizen Access 

Link to the site: https://aca-prod.accela.com/MISSOULA/Login.aspx 

1. Find Sign In and enter your credentials 

 

2. Click on SIGN IN 
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3. Click on the Building Tab 

 

4. Click on Apply for a Building Permit 
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5. Read the General Disclaimer. Check "I have read and accepted the above terms. Click on Continue 
Application. 

 

6. Select the Demolition Permit record type. 

7. Read the instructions thoroughly about the address fields. 

 

8. In the Street No. field, please enter your BUILDING NUMBER 

Example Address: 100 N 1st St W  

In our example, the Street No. Field should only contain "100" 
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9. In the Street Name field please enter only your STREET NAME  

Example Address: 100 N 1st St W 

In our example, the Street No. Field should only contain "01" 

***Read the address tips - this field should not have directional labels or St, Ave, Rd etc. entered in the 
field. *** 
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10. When you have properly entered the address into the fields, click on Search. 

Once you hit search, a popup box will appear and give you options to select from, or the information will 
auto populate. 

 

11. You can see the parcel number auto filled. 

 

12. You can see the owner’s information auto filled. 

You can update the owner’s information if this is out of date. You do not need to complete all the fields if 
the owner’s name is correct 
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13. Click on Continue Application. 

 

14. Identify the Contractor for the permit. Click on Look Up. If you are unsure who the contractor is at 
this time, you skip this step. 
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15. Type "OWNER" into the "Name of Business" field if the work is being completed by the owner of 
the property. 

If the work is being completed by a contractor, search their Business Name in that field.  

 

16. Click on Look Up and the information should auto populate. 
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17. Click on Select from Account for applicant to share the details of the person applying. 

 

18. Choose the appropriate user aƯiliated with your account to appear on the applicant field of the 
permit application. 
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19. Click on Continue to confirm your selection and close the pop-up window. 

 

20. Click on Continue Application to begin the next page. 
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21. Type a detailed description of your project in the large empty field labeled Detailed Description 

City staƯ appreciates detailed information and can clean up and reduce the information in these fields as 
needed, but it is best to be as detailed as possible. 

 

22. Continue to work through the Project Detail fields. 
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23. On "Deconstruction Information", yes or no must be selected. 

This is yes if you will be deconstructing (for re-use) a portion or all the materials. 

 

24. If Yes, Complete the Deconstruction Information  

25. Click on Add Files (No Plan Revisions) button  

  

  

26. Click on Add Files (No Plan Revisions)  

  

27. A pop-up to your computer or device’s file explorer will appear. Select the file(s) you want to 
attach from the file explorer on your computer.   



4 3 5  R y m an  S t .  |  M is s o u l a ,  M T  5 9 8 0 2  -  4 2 9 7  |  ( 4 0 6 )  5 5 2 - 6 6 3 0  |  c i . m is s o u l a . m t . u s  

 

28. You should see all the files you selected from your computer listed. 

  
29. Click on Continue  

  

  

30. Assign the Type of document (plans, supplemental docs, etc.)  

Assigning the correct document type is highly important. If the wrong document type is selected, 
the appropriate city staƯ group will not be notified, therefore review may be delayed.  
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31. Enter a document description, following the requirements and instructions outlined on the page. 
Typically, this is a short description of the file.   

  

32. Click on Save  

  

33. You should see the file(s) in the attachments list.    

  

34. Click on Continue Application 
35.  You are now on the Review Page 

Look at all the fields, and select "Edit" to make changes to information if needed. Once changes are made, 
you will be taken back to the review page. 
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36. If you are satisfied with all the information, please select the acknowledgments box. 

 

37. Click on Continue Application 
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38. You have now completed your application, as confirmed in the area within the top lime green 
stripe. 

 

39. Below that, you can see your Permit Number for the application that is now ready to be opened for 
review. 



4 3 5  R y m an  S t .  |  M is s o u l a ,  M T  5 9 8 0 2  -  4 2 9 7  |  ( 4 0 6 )  5 5 2 - 6 6 3 0  |  c i . m is s o u l a . m t . u s  

 

 


