
1.1.1 - Issuance 
 
Fuel Burning - Issuance 
 

1. From the Accela home screen, click the “CAP New” link in the “My Navigation” 
menu. 

 

 
 

2. Accela will now open a new “Record Type Select” window. Select “Supplemental” 
from the “Type” drop down menu, select “Boiler” from the “Subtype” drop down 
menu, and then select “Fuel Burning” from the “Category” drop down menu. 

 

 



 
3. Scroll down to the “Address” section, and input the complete address on the 

application, quadrant included, and then click the “Search” button.  
 

 
 

4. If the address is valid and recognized by Accela, then Accela will display that the 
record was found in red at the top of the address field. Ensure that the “ANC” 
field populates, because if this field is not populated, the applicant will not be able 
to schedule inspections via the Automated Inspection Request and Permit 
Information System, also known as IVR. 

 



 
 
 

5. If Accela does not recognize the address, refer the customer to the agency’s 
coordinator for addresses, the Permit Center Manager or his/her designee for 
address verification. 
 

6. After populating the fields in the “Address” section, click “Get Parcel and Owner” 
twice to populate the Parcel and Owner information 

 



 
 

7. Ensure that the information in the “Parcel” and “Owner” sections populates. If the 
customer has provided a deed which does not match the information the “Owner” 
section, change the information in the “Owner” section to reflect the ownership 
information on the deed. If a deed was not provided, then do not alter the 
populated fields in the “Owner” section. 

 

 
 



8. Scroll down to the “Professionals” section. The “Professionals” section is where 
the Master’s information is displayed. To populate the Master’s information, first 
search by the license number that is indicated on the application. To search by 
the Master’s license number, type the “%” sign in the “License #” field, directly 
followed by the license numbers. Then click the “Search” button.  

 

 
 

9. If the license information does not populate after searching by the Master’s 
license number, search by the company name or the Master’s last name. 

 



 
 

10. The search may yield multiple license records. Select the record that matches 
the Master’s license information on the application and ensure that the populated 
license information in Accela matches the information on the application. In the 
case of multiple entries for the same license, selected the record in Accela that is 
the most recent record and ensure that the record is not expired. 

 

 
 

11. Once selected, Accela will populate the Master’s license information. Confirm 
that the populated information matches the Master’s license number. 



 

 
 

12. After the Master’s information has populated, delete the information in the bottom 
two rows of the “Professionals” section. 

 

 
 

13. After deleting the information in the last two rows of the “Professionals” section, 
scroll down to the “Agent for Owner” section. Populate the fields in this section by 
clicking “As Lic. Prof.” 

 



 
 

1. Scroll down to the “Fuel Burning Equipment Section” in the “App Specific Info” 
Scroll down to the “Professionals” section. The “Professionals” section is where 
the Master’s information is displayed. To populate the Master’s information, first 
search by the license number that is indicated on the application. To search by 
the Master’s license number, type the “%” sign in the “License #” field, directly 
followed by the license numbers. Then click the “Search” button.  

 

 
 



2. If the license information does not populate after searching by the Master’s 
license number, search by the company name or the Master’s last name. 

 

 
 

3. The search may yield multiple license records. Select the record that matches 
the Master’s license information on the application and ensure that the populated 
license information in Accela matches the information on the application. In the 
case of multiple entries for the same license, selected the record in Accela that is 
the most recent record and ensure that the record is not expired. 

 

 



 
4. Once selected, Accela will populate the Master’s license information. Confirm 

that the populated information matches the Master’s license number. 
 

 
 

5. After the Master’s information has populated, delete the information in the bottom 
two rows of the “Professionals” section. 

 

 
 



6. After deleting the information in the last two rows of the “Professionals” section, 
scroll down to the “Agent for Owner” section. Populate the fields in this section by 
clicking “As Lic. Prof.” 

 

 
 

7. section and type either “N/A” or a number in the “Q-Matic Number” field. 
 

 
 



8. If a Building Permit number was provided, input the Building Permit number in 
the “Building permit number” field. If no Building Permit was provided, type the 
letter “B” in the “Building permit number” field. 

 

 
 

9. Examine the application to determine the type of work, select the matching type 
of work from the “Type of work” drop down menu 

 

 



10. If a Building Permit was provided, capture the proposed and existing uses from 
the Building Permit. If no Building permit was provided, capture the proposed and 
existing uses from the application. 

 

 
 

11. Enter number of fuel burning devices to be installed in the “Number to be 
installed” field and enter the gross rating in the “Gross rating” field. 

 

 
 



12. Enter “gas” in the “Fuel type” field and the number “1” in the “Steam pressure” 
field 

 

 
 

13. Enter the output capacity in the “Output capacity” field. This figure should be in 
Mbh. 

 

 
 



14. Click the “No” radial button for the “CSD-1 Report,” “R-1 Report,” “Manufacturer 
Data Report,” and “US National Board Certification Stamp” fields. 

 

 
 

15. Scroll down to the bottom of the window, and click the “Submit” icon button. 
 

 
 



16. After clicking “Submit”, Accela will close the “New Record” window and return to 
the home screen. The newly created record will now display in the Record Menu. 

 

 
 

17. Write the new permit number at the top of the permit application, and then click 
the “Manage Fees” link in the “My Navigation” menu. 

 

 
 

18. Remove all populated fees by clicking the box directly under the “Fee Calc. 
Factor” heading, and then click the “Delete” icon button. 

 



 
 

19. Accela has now removed all fees. Click the “Add” icon button to apply the correct 
fees. 

 

 
 

20. Enter the number “1” in the “Enhanced Service Fee – Fuel Burning” field. 
 



 
 

21. Scroll down to the heating boilers listings, and identify the correct classification, 
enter the number of requested devices in the appropriate field, and then click the 
“Submit” icon button. 

 

 
 

22. Click the box directly below the “Fee Calc. Factor” heading to select all payment 
records, and then click the “Add” icon button. 

 



 
 

23. Accela has now generated a new invoice number. 
 

 
 

24. Click the “Permitting” link located in the “Reports” menu. 
 



 
 

25. Clicking on the “Permitting” link will expand the menu. Once expanded, click the 
“Invoice” link.  

 

 
 

26. Clicking the “Invoice” link will open a new window. In the new window, enter the 
invoice number generated earlier in the “Invoice Number” field and click the 
“Submit” icon.  

 



 
 

27. After clicking the “Submit” icon, Accela will generate a PDF of the invoice in a 
new window. Click the printer icon located at the top left-hand corner of the 
window. 

 

 
 



28. A Print Dialogue box will now open. Change the number of copies to “2” by either 
inputting the number “2” in the “Copies” field, or by pressing the up arrow to the 
right of the “Copies” field and then click on the “OK” button. 

 

 
 

29. Two copies of the invoice will now print. Provide both copies to the customer and 
direct them towards the Cashier. If the applicant is going to pay the invoice 
immediately, keep the application package at your desk. If the applicant is not 
going to pay the invoices immediately, return the application and all supporting 
documents to the applicant. 

 
 

30. When the customer returns, confirm that the permit has been paid by examining 
the invoice. The invoice should now have blue printing at the top right-hand 
corner of the invoice. 

 



 
 

31. Upon confirming that the invoice has been paid, retain the copy of the invoice. 
The customer will also have either two or three small receipts from the Cashier – 
retain one of the small receipts. 

 
 



 
 

32. Once you have confirmed that the invoice has been paid, from the Accela home 
screen, click the “Search” icon button. 

 

 
 

33. Enter the permit number in the “Permit Number” field then click the “Submit” icon 
button. 

 



 
 

34. On the following screen, locate the “Pay Fees” link under the “My Navigation” 
menu located on the left hand side of the Accela home screen and click the “Pay 
Fees” link. 

 

 
 

35. On the “Pay Fees” page, click on the “Pay” icon located at the top left hand 
corner of the “Payment” section. 

 
 



 
 

36. Examine the invoice or the receipt and discern what method of payment the 
customer used. Select this method of payment from the “Method” drop down 
menu. Now, examine the invoice or the receipt, locate the receipt number, and 
enter this number in the “Receipt #” field. Once this information is entered, click 
the “Save” icon. 

 

 
 

37. On the “Apply Fees” page, click on the box directly below the heading “Amount 
Not Applied” in order to select all of the outstanding fee entries. Next, click on the 
“Full Pay” icon in order to apply full payment for the outstanding entries. Finally, 
click on the “Submit” icon in order to complete the application of fees. 



 

 
 

38. The fees have now been applied and you may begin the finalization of the 
Issuance process. Click the “Workflow” link located on the “My Navigation” menu. 

 

 
 

39. On the “Workflow” screen, click on the “Issue Permit” link, highlighted in red. 
 



 
 

40. On the following page, select “Permit Issued” from the “Status” drop down menu, 
and then click the “Submit” icon. 

 

 
 

41. The permit is now in “Issued” status and can be printed. Click the “Permitting” link 
located in the “Reports” menu on the left side of the Accela home screen. 

 



 
 

42. Clicking on the “Permitting” link will expand the menu. Once expanded, click the 
on the “Fuel Burning” link. 

 

 
 

43. Accela will now generate a PDF of the Fuel Burning permit. 
 



 
 

44. Review the generated permit with the customer on the computer screen to 
ensure that all information has been captured correctly. 

 
45. After reviewing the permit with the customer, click the printer icon located at the 

top left-hand corner of the window. 
 

 
 



46. A Print Dialogue box will now open. Change the number of copies to “3” by either 
inputting the number “3” in the “Copies” field, or by pressing the up arrow to the 
right of the “Copies” field twice. Place one piece of DCRA permit paper, right-side 
up, on printer’s manual load tray. When done, click the “OK” button. 

 

 
 

47. Three copies of the permit will now print - one copy on DCRA permit paper, and 
two copies on regular paper. 

 
48. Sign all three permits and provide the permit printed on DCRA permit paper and 

one of the permits printed on regular paper to the customer. 
 

49. Retain the remaining permit printed on copy paper, remove all staples from the 
remaining documents, and bundle the permit application documents together, 
signed permit on top, with a paper clip. The application package should include 
the following documents: 

 



50. Signed permit printed on copy paper (on top) 
•Application 
•Invoice 
•Receipt 
•Building Permit (for jobs with “New” or “Remodel” as the “Type of Work,” or if the 
customer provided a Building Permit otherwise 

 
51. Place the completed application package in the designated storage area. 

 
52. Below is a sample copy of an issued Fuel Burning permit. 
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1.2 - Home Occupation Permit 
 
As per 11 DCMR 203.1, the purpose of the home occupation provisions shall be to 
allow home occupations as accessory uses to residential uses; provided, that they are 
compatible with the residential neighborhood in which they are located. The intent is to 
protect residential areas from adverse effects of activities associated with home 
occupations, while permitting residents of the community the opportunity to use the 
home as a workplace and source of livelihood under specific regulatory conditions. 

This section provides a comprehensive step-by-step instruction guide for processing 
Home Occupation Permits from Intake to Issuance. 
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1.2.1 - Intake 
 

1. Ensure that the customer has either a utility bill (Electric, Gas, or Water) in their 
name that matches the application address or that the customer’s driver’s license 
matches the application address. If the customer is using a Driver’s License in 
support of their application, ensure that a copy of the Driver’s License is provided 
and attach it to the application. 
 

2. If the customer’s business entity is identified as a corporation, ensure that the 
applicant has Articles of Incorporation, Listing of Corporate Officers, and a Letter 
of Good Standing, and attach them to the application. 
 

3. If the customer classifies themselves as a Licensed Professional (e.g. Attorney, 
Medical Doctor, Dentist, Certified Public Accountant, Registered Nurse, 
Architect), ensure that a photocopy of the license issued by the District of 
Columbia is provided, and attach to the application. 
 

4. Examine the application and ensure that it is filled out its entirety. 
 



 



 



 



 

5. After verifying that the application is complete, and all supporting documents 
have been provided, you may issue a Q-Matic number to the Permit Review 
Coordinators. 
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1.2.2 - Permit Review Coordinator 
 

1. Ensure that the customer has either a utility bill (Electric, Gas, or Water) in their 
name that matches the application address or that the customer’s driver’s license 
matches the application address. If the customer is using a Driver’s License in 
support of their application, ensure that a copy of the Driver’s License is provided 
and attach it to the application. 
 

2. If the customer’s business entity is identified as a corporation, ensure that the 
applicant has Articles of Incorporation, Listing of Corporate Officers, and a Letter 
of Good Standing, and attach them to the application. 
 

3. If the customer classifies themselves as a Licensed Professional (e.g. Attorney, 
Medical Doctor, Dentist, Certified Public Accountant, Registered Nurse, 
Architect), ensure that a photocopy of the license issued by the District of 
Columbia is provided, and attach to the application. 

 
4. Once the customer’s primary place of residence has been verified, from the 

Accela home screen, click the “CAP New” icon button located in the “My 
Navigation” menu on the left-hand side of the screen 

 

 
 

5. Accela will now open a new “Record Type Select window. Select “Home 
Occupation” from the “Type” drop down menu. 

 



 
 

6. Accela will now reveal a new “Subtype” drop down menu. Select “NA” from the 
“Subtype” drop down menu 

 
 

 
 

7. Accela will now open a new “New Record by Single” window 



 

 
 

8. Scroll down to the “Address” section, and input the complete address on the 
application, quadrant included, and then click the “Search” button.  

 



 
 

9. If the address is valid and recognized by Accela, then Accela will display that the 
record was found in red at the top of the address field. Ensure that the “ANC” 
field populates, because if this field is not populated, the applicant will not be able 
to schedule inspections via the Automated Inspection Request and Permit 
Information System, also known as IVR. 

 
10. Ensure that the “Primary” drop down menu is set to “Yes” 

 

 
 

11. If Accela does not recognize the address, refer the customer to agency’s 
coordinator for addresses, the Permit Center Manager or his/her designee for 
address verification. 
 

12. After populating the fields in the “Address” section, click “Get Parcel and Owner” 
twice to populate the Parcel and Owner information 

 



 
 

13. Ensure that the information in the “Parcel” and “Owner” sections populates. If the 
customer has provided a deed which does not match the information the “Owner” 
section, change the information in the “Owner” section to reflect the ownership 
information on the deed. If a deed was not provided, then do not alter the 
populated fields in the “Owner” section. 

 

 
 

14. Scroll down to the “Agent for Owner” section. This is the section where the 
business name information is entered. 

 

 
 



15. Click the “As Owner” button to populate the fields in this section. After this 
information populates type in the business name as identified on the application 
in the “Full Name” field. 

 

 
 

16. Scroll down to the “Home Occupation Permit” section. 
 



 
 

17. Enter either a number or “N/A” in the “Q-Matic Number” field. 
 

 
 

18. Scroll down to the bottom of the “New Record by Single” window and click the 
“Submit” icon button. 

 

 
 

19. Accela will now close the “New Record by Single” window and return you to the 
Accela home screen. Note that Accela has generated a new Home Occupation 
Permit number. 



 

 
 

20. Click the “Workflow” link in the “My Navigation” menu located on the left-hand 
side of the screen. 

 

 
 

21. Click the “Application Acceptance” link 
 

 
 

22. Select “Application Accepted” from the “Status” drop down menu, then click the 
“Submit” icon button. 

 



 
 

23. Note that “Zoning Review” is now highlighted. 
 

 
 

24. Customers seeking a Home Occupation Permit are required to pay half of the 
total permit fee upfront. Click the “Manage Fees” link in the “My Navigation” 
menu located on the left-hand side of the screen. 

 



 
 

25. Accela does not correctly apply the fees for Home Occupation Permits, and the 
default fees must be removed. Click the box directly below the “Fee Calc. Factor” 
heading to select the incorrect records and then click the “Delete” icon button. 

 

 
 

26. Once the fees have been removed, click the “Add” icon button. 
 



 
 

27. Note that Accela has already populated the number “1” in the “Home Occupancy 
Filing Fee” and “Home Occupancy Issuance Fee.” Do not alter these fields. Enter 
the number “1” in the “Enhanced Service Fee – HOP” and the “Enhanced Service 
Fee – Filing Fee” fields, and then click the “Submit” icon button. 

 

 
 

28. Select the box directly to the left of the “Enhanced Service Fee – Filing Fee” and 
“Home Occupancy Filing Fee” entries and then click the “Add” icon button. 

 



 

 
 

29. Note that Accela has now generated a new invoice number for the Filing Fee. 
 

 
 

30. Click the “Permitting” link in the “Reports” menu located on the left side of the 
screen 

 



 
 

31. Once the “Permitting” menu has been expanded, click the “Invoice” link 
 

 
 

32. Accela will now open a new window. 
 



 
 

33. Enter the previously generated invoice number in the “Invoice Number” field and 
then click the “Submit” icon button. 

 

 
 

34. Accela will now generate an invoice 
 



 
 

35. Click the printer icon located at the top left-hand corner of the window. 
 

 
 

36. A Print Dialogue box will now open. Change the number of copies to “2” by either 
inputting the number “2” in the “Copies” field, or by pressing the up arrow to the 
right of the “Copies” field and then click on the “OK” button. 

 



 
 

37. Two copies of the invoice will now print. Provide both copies to the customer and 
direct them towards the Cashier. If the applicant is going to pay the invoice 
immediately, keep the application package at your desk. If the applicant is not 
going to pay the invoices immediately, return the application and all supporting 
documents to the applicant. 
 

38. When the customer returns, confirm that the permit has been paid by examining 
the invoice. The invoice should now have blue printing office at the top right-hand 
corner of the invoice. 

 



 
39. Upon confirming that the invoice has been paid, retain the copy of the invoice. 

The customer will also have either two or three small receipts from the Cashier – 
retain one of the small receipts. 

 



  
 

40. Once you have confirmed that the invoice has been paid, bring up the permit 
record by clicking the “Search” icon button located in the “Record” section. 

 

 
 

41. Enter the permit number in the “Permit Number” field in the “Record” section. 
Then click the “Submit” icon.” 

 



 
 

42. Accela will now display the permit record. 
 

 
 

43. Click on the “Pay Fees” link in the “My Navigation” menu located on the left side 
of the screen. 

 



 
 

44. Click the “Pay” icon button. 
 

 
 

45. Select the correct method of payment as identified on the invoice from the 
“Method” drop down menu,  

 



 
 

46. Click the box directly below the “Amount Not Applied” header to select all 
available payment entries, then click the “Full Pay” icon button to populate the 
fees, and finally click the “Save” icon button. 

 

 
 

47. Note that the fees have now been applied. 
 

 
 

48. At this point, staple the permit application with the paid invoices and receipt, and 
place the packet in the designated storage area to be forwarded to Zoning for 
review. Inform the customer that there is a 10 business day review process, and 
that they will be contacted by Zoning when the HOP has been reviewed. 
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