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How to add an attachment, upload plans, documents in Oak Lodge 
Accela permit software 

 

1. Login to your Accela Account. 
https://aca.accela.com/OLWSD/Default.aspx 

2. Navigate to the subject permit.  (Note, if there are multiple 
permits for the same address or project, assure that you are 
uploading the attachment to the appropriate permit.  For 
example, do not upload an erosion control item to a utility 
permit). 

 
 
 
 
 

https://aca.accela.com/OLWSD/Default.aspx
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3. Click on “Record Info” drop down blue triangle and navigate to 
“attachments” 
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4. Click on “add” 
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5. Click on “add” again 
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6. Click on “continue” 
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7. Select the document type and press “save”. 
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8. The green check at the top confirms the attachment upload. 

 


