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PLANNING AND DEVELOPMENT SERVICES 

870 Apex Road, Sarasota, FL 34240  
4000 S. Tamiami Trail, Room 2090, Venice, FL 34293 

 
PRIVATE PROVIDER INSPECTION PROCESSING 

A. Scheduling Inspections   
1. Log into your Accela Online account to schedule an inspection. (If you have already scheduled 

the inspection(s) you are going to result, skip down to Resulting Inspections on p. 4). Once 
logged in, click Building>Search Applications from the menu bar. (Searching by record 
number or address may be easier since you may have numerous permits on your home 
page).  

             

2. Scroll down to Search for Records then search by any of the criteria below. 
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This example will be by Record Number.  

           
 
This will take you directly into the record. 
 

            
 

3. Click the drop down on Record Info and select Inspections. 
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This will show all available inspections for scheduling or that have been resulted for that record. 

           
 
 
 

4. Click the drop down by Actions and select Schedule, then follow the remaining screens to 
schedule the inspection.  
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Once scheduled, the Inspections Status will change to Scheduled and the Assigned Inspector will display 
Private Provider. (If the assigned inspector populates a county employee instead of Private Provider, you 
will need to contact permitting for assistance to correct.)  
 

 

B. Resulting Inspections 

1. Log into your Accela Online account in order to upload inspection results. Once logged in 
click Home on the menu bar. Under General Information bar click Upload Inspection 
Results. 
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Here you will be able to view any currently scheduled/pending inspections (New Inspections), 
review previously resulted inspections (Resulted Inspections), view error logs (Log File) and 
upload inspection results. 
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2. To result your inspections, you will first need to download your inspection list. The link will be above 
the Resulted Inspections section.  Select Click here to download the inspection list in 
inspection result CSV format. 

 
You will see the file download in the upper right corner of the screen.  

                   
 
Below is an example of what the file will look like when you first download it. The file contains every 
permit you are tied to and all pending or scheduled inspections on those records. 

 

 
 
 

3. You are required to enter results in two fields, Inspection Date and Time and Status fields. Result 
Comments field may also be filled in but is optional. 

a. The inspection date and time cell/column needs to be formatted as text prior to entering 
data into this field, if you do not format this cell/column to text Accela will ignore your 
entries and will not update the inspection results.  

The data entered must be formatted as mm/dd/yyyy hh:mm:ss AM or PM.  

Example: 01/01/2025 08:00:00 AM   

b. Valid Status options include Approved, Failed, Not Required, Partial and Cancelled.  

It’s important to not make any typos in either the inspection date and time format or the status 
fields (example: Cancelled not Canceled), otherwise the results will fail to post. Valid response 
examples are also in the column heading shown in parenthesis ().  
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Below is an example of what the fields populated in the spreadsheet should look like.  
 

 
 

You may result as many inspections at a time in a single spreadsheet as you like. If there are 
scheduled or pending inspections in your list that you are not ready to result, you can either 
leave them in the spreadsheet in a pending or scheduled status, or you can delete those 
lines from the spreadsheet. Deleting the lines from the spreadsheet will not delete the 
inspection from the record. 

4. Once you have finished updating your results, be sure to SAVE the file somewhere on your 
computer. It is up to you if you change the file name or keep it the same name as when it 
downloaded from Accela. 

 

C. Uploading Inspection Results 

1. The link to upload results will be above the Log File section, select Click here to upload 
inspection results. 
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2. A screen will pop up File Upload. Click Add to select the CSV file you saved. 

                          
 

3. Choose the file from the location you saved it on your computer. 

                        
 
 
 
 

4. Once the file shows 100%, click Continue. 
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You will see this screen as the file is being uploaded.  

                            
 

5. After the page finishes loading (load time will vary based on how many inspections you 
resulted in the spreadsheet) you will get the below Notice confirmation message: 

 

 
 

D. Error Logs 
Under the last section of the page Log File, an error log will generate if your CSV file 
failed to update properly. This will include any required fields that were not populated 
correctly, or typos in the Inspection Date and Time or Status fields. You can download 
and open the file to view the errors, the errors will be displayed in the last column.  

You will need to reopen the file you saved on your computer and make corrections or 
download a new file and complete the process again and then re-upload the new file. If 
you do not do this the inspections with errors will not update. 

See below for examples. 
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E. Certificate of Compliance 

Once all required inspections have been resulted and uploaded, the Private Provider 
will submit the Certificate of Compliance to include a summary of all inspections 
performed and copies of all inspection reports. The inspection reports should include 
all Approved, Failed, and Not Required inspections along with any supporting 
documents such as an Engineer Letter that was used to pass an inspection. 

The Certificate of Compliance must be emailed to privateprovider@scgov.net with the 
Record Number and Address listed in the subject line, you may also upload the 
Certificate of Compliance through the Accela Online portal under attachments in the 
record. 
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