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 3 INTRODUCTION 
 

INTRODUCTION 
 
The City of Fremont’s Citizen Access portal allows residents, businesses, and visitors 
conducting business in Fremont to view and track details of various permits, as well as to 
report a code enforcement concern online.  
 
Contractors and project managers can create an account to monitor their projects and 
schedule inspections. You must register for an account and be a contact on the permit 
record to schedule inspections. To add persons to a record so they can schedule an 
inspection online, an Online Inspection Scheduling Authorization Form needs to be 
completed by the applicant of the permit.  
 
Commercial fire inspections (fire sprinkler, fire alarm, and fire code) must be scheduled by 
calling the Fire Inspection Line at 510-494-4428 or by sending your request to 
fireinspections@fremont.gov. When you make your fire inspection request, please provide 
your fire permit number (starting with FAP, FCP, or FSP), address, type of inspection, and 
your preferred inspection date and time. A fire inspector will follow up to confirm the date 
and time of the inspection. 
 
This user guide provides details on: 

• Setup and Compatibility 
• Registering for an Account 
• Login 
• Resetting Your Password 
• Search Functionality 
• Problems Logging Into Your Citizen Access Account 
• How to Search Records 
• Adding a Contact to Your Account and Permit Records 
• Linking Your Permit Records to Your Citizen Access Account 
• Using Your Dashboard and Accessing Your Records 
• Setting Up Collections of Your Records 
• Scheduling an Inspection 
• Understanding Notices on Records and How to Resolve Them 

https://fremont.gov/DocumentCenter/View/38114/ACA_Inspection-Scheduling-User-Access-Form
mailto:fireinspections@fremont.gov
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SETUP AND COMPATIBILITY 
 
Citizen Access Browser Requirements: 

• Internet Explorer (IE) 9 & 10 
• Firefox 23  
• Google Chrome 31  
• Safari 6 

 
Note about Internet Explorer:  If you use Internet Explorer and are having trouble viewing 
the Citizen Access webpage, please check your compatibility view settings. In Internet 
Explorer, click on “Tools” and select “Compatibility View Settings.” Add Fremont.gov under 
“Add this Website.” 
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REGISTER FOR AN ACCOUNT 
 

1) Open your internet browser. Go to the web address for the Fremont Citizen Access 
site at: www.Fremont.gov/CitizenAccess. 

 
2) Click on “Register for an Account” at the top of the homepage or “New Users: Register 

for an Account” at the bottom of the login field. 
 

 
 
  

http://www.fremont.gov/CitizenAccess


 6 REGISTER FOR AN ACCOUNT 
 

3) Review the Terms and Conditions. Check the checkbox “I have read and accepted the 
above terms” and click the “Continue Registration” button to continue the 
registration process. 
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4) Enter your account information. Fields marked with a red asterisk * are required and 
must be entered to continue. Password must be 8-21 characters in length. 

 

 
 

5) Click “Add New” to add your contact information. Click “Continue Registration.” 
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6) Complete the “Contact Information.” Fields marked with a red asterisk * are required 
and must be entered to continue. Click on “Continue” to continue with the registration. 
If you are setting up an account for your business, be sure to complete the “Name of 
Business” field and use an email address that any employee you add as a contact on 
your account will know. 
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7) Next, you will get a message stating, “The information you entered is not found. Click 
Continue to create a new account. Click Cancel to change the information.” Click 
“Continue.” The following confirmation will be received: 

 

 
 

8) Click “Continue Registration.”  
 

9) After the registration has been completed, the information you used to register the 
account will be displayed. 

 

 
 

10)   To login to your new account, click the “Login Now” button at the bottom of the page. 
 

11) Enter the “User Name or E-mail” and “Password” you used to register your account.       
Click the “Login” button to continue.  
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LOGIN 
 
After you have set up your Citizen Access account, login to Accela to access your permit 
records. 
 

1) Open your web browser and navigate to: www.Fremont.gov/CitizenAccess.  
 

2) Enter the “User Name or E-mail” and “Password” you used to register your account. 
Click the “Login” button to continue. 
 

 
 

 
 
 
 
 

 
 
 
 
 
 
  

 

http://www.fremont.gov/CitizenAccess
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RESETTING YOUR PASSWORD 
 
If you forget your password, click on “I’ve forgotten my password.” 
 

 
Input your “E-mail Address.”  
 

 
 
After your email address in inputted, your security question will pop up. Provide your 
“Security Answer?” 
 

 
 
You will be sent an email with your user name and a temporary password. Login to 
Citizen Access with your temporary password, and then you’ll be asked to choose a new 
password. Passwords are case sensitive. 
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PROBLEMS LOGGING IN 
 
If you have problems logging into your Citizen Access account, send an email to 
developmentservices@fremont.gov or by clicking “Tell Us What You Think” at the bottom of 
the webpage. A City staff person will follow up to assist you with your login problems.  
 

 
 
 
 
 

 
 
  

mailto:developmentservices@fremont.gov
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SEARCH FUNCTIONALITY 
 
1) Open your web browser and navigate to: www.Fremont.gov/CitizenAccess.    

 
2) You do not need to be registered to search by date range, record number, address, or 

parcel number. To schedule an inspection, you will need a registered Fremont Citizen 
Access account. 

 
3) Click on the discipline (e.g., Building) that you are interested in researching. To search 

permit records under that discipline, select “Search Applications.”  
 

 
 

 
  

http://www.fremont.gov/CitizenAccess
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4) In the “General Search” section, complete the search fields.  Your search results will 
be best when the least amount of information is entered (e.g., partial street name). 
If you’re looking for a specific record number or parcel number, the system should 
return that result. If you don’t see the result you expected, simplify the search 
information (e.g., instead of BLD2018-00001, try BLD2018).   
 
Note about search dates: The search dates default back 5 years from today. Adjust the 
search dates for a smaller or larger search date range. 
 
Note about parcel numbers: Parcel numbers should be formatted as  
“### #########” (e.g., 525 164701301; there should be a space after the first three 
digits in the parcel number). The parcel number search will work with a partial 
number (e.g., 525 or 525 1647). 
 

 
 
SEARCH TIP: Use the “%” sign after the street name to ensure accurate search results 
(e.g., Fremont Boulevard should be searched as Fre% or Frem%). 

 
5) Click the “Search” button when you have entered your search criteria. 
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6) View the permit record information by clicking on the permit number from the results 
list. 
 

 
 

7) Specific permit record information will be displayed, including record number 
(e.g.,  BLD2019-00017),  type of record (e.g.,  Building Permit),  and record 
status (e.g. ,  Received), work location (e.g., 39550 Liberty St), and record details (e.g., 
applicant, project description, owner).  

 

 
 

8) To view “More Details,” click on the    next to each field to see details pertaining to that 
specific field.  
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ADDING A CONTACT TO YOUR ACCOUNT AND PERMIT RECORDS 
 
If you set up your Citizen Access account with the intent of having more than one person 
accessing it, including scheduling inspections on your various permit records, you’ll need to 
add these additional people as a “Contact” on your account. To add a contact:  
 

1) Open your web browser and navigate to: www.Fremont.gov/CitizenAccess. 
 

2) Login to your account. Please see the “Login” section for details on how to login. 
 

3) Click on “My Account.” 
 

 
 

4) Once in your account, scroll down the page to “Contact Information.” Click on the 
“Add a Contact” button. 
 

 
 

5) Select your contact “Type” from the drop down box and click on the “Continue” button. 
 

 
 
 
 
 
 
 
 

http://www.fremont.gov/CitizenAccess
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6) Complete the contact information. Click “Continue” to complete adding this person as a 
contact on your account. 
 

 
 

7) The additional contact has been added. 
 

 
 

8) The new contact will now have access to schedule inspections on your permit records 
by logging into your Citizen Access account with the username or email address and 
password you used to set up your account.  
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9) Ask City Staff to Add Your Account Contacts. If you’d like City staff to add additional 
contacts to your account, contact us with an email at 
developmentservices@fremont.gov or click “Tell Us What You Think” at the bottom of 
the webpage. Provide your Citizen Access account email or username with the request 
so we can complete the account change. 

 
10) Adding Contacts to Your Permit Records. If you’d like to add other people to be a 

contact on any or all of your permit records (which is different than adding a contact 
to your account), please complete the Online Inspection Scheduling Authorization 
Form and email or fax it to the address/number indicated on the form. Only the 
applicant listed on the permit record is authorized to add contacts to a permit record. 

 
 

mailto:developmentservices@fremont.gov
https://fremont.gov/DocumentCenter/View/38114/ACA_Inspection-Scheduling-User-Access-Form
https://fremont.gov/DocumentCenter/View/38114/ACA_Inspection-Scheduling-User-Access-Form
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LINKING YOUR PERMIT RECORDS TO YOUR ACCOUNT 
 
In order to see your permit records in your Citizen Access account, your account contact 
information needs to be added to each permit record to link the two functions. This task must 
be done by City staff on the backend of the system. If you do not see your permit record(s) in 
your account, more than likely your account contact has not been added to the permit record. 
 
To get these two items linked, send an email to developmentservices@fremont.gov or click on 
“Tell Us What You Think” at the bottom of the webpage. Please provide the permit number 
and the Citizen Access account email address that you’d like linked when you contact us. We 
will look into the issue and follow up with you to address it.   

 
  

mailto:developmentservices@fremont.gov
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DASHBOARD AND MY RECORDS 
 
When you login to your account, the default view is the dashboard. The dashboard is setup to 
allow you to combine related permits for a particular project as a “Collection.” It is not 
necessary to use the collection functionality, but it may help you coordinate the various 
components of your project, especially when scheduling inspections.  
 
If you simply want to see your permit records, go to “My Records” by doing the following:  
 

1) Open your web browser and navigate to:  www.Fremont.gov/CitizenAccess.  
 

2) Login to your account. Your login will default to the Dashboard homepage. To see all of 
your linked permit records without creating a collection, click on “My Records.”  
 

3) Under the “Permit #” column, click on the permit record number (blue text)  you want 
to review. Your permit records will be separated by discipline (i.e., Building, Planning, 
and Engineering; below only Building records are shown). 
 

 
 

  

http://www.fremont.gov/CitizenAccess
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4) Once in the permit record, it looks very similar to records when you’re not logged into 
your account. To see specific permit record information, click on “Record Info.” To 
schedule inspections, see the next section (“Scheduling Inspections”). To set up a 
collection, see the next page. 

 

 
 

5) To navigate back to your account, click “Home.” 
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6) Creating a New Collection: To assemble related permit records into a “Collection,” 
select and click the dialogue box for each record you want in your collection. Then click 
“Add to Collection” to create the collection.  
 

 
 

7) Click “Create a New Collection.” Name your collection.  Click “Add” to finish setting up 
the collection.  
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8) Once the collection has been created, you will see the message “Your selection has 
been added to the collection.” 

 

 
 

9) To see the collection, navigate back to “Dashboard.”  
 

 
 

10) To access your collections, click “View Collections.” 
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11) To open your collection, click on its name (blue text). 
 

 
 

12) Each collection provides a summary of the combined records in it. You can rename and 
delete a collection and move, copy, or remove records from the collection.  
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13) Adding a Record to an Existing Collection: If you want to add a record to an existing 
collection, repeat step No. 6 (Click on “My Records”).  

 

 
 

14) Select the record you want to add to an existing collection. Click on “Add to Collection.”  
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15) Click on “Add to Existing Collection.” Use the pull down to find the desired collection.  
 

 
 

16)  Select the collection you want to add the record to. 
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17) Click “Add” to add the record to the collection. 
 

 
 

18) Once your record has been added to the collection, you will see the message “Your 
selection has been added to the collection.” 
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SCHEDULING INSPECTIONS 
 
Note about scheduling inspections: In order to schedule an inspection on a permit record, 
your Citizen Access account contact information must be on the permit record to link the two 
functions. Only City staff can add the Citizen Access account contact information to a permit 
record. Email City staff at developmentservices@fremont.gov or by clicking “Tell Us What You 
Think” at the bottom of the webpage if you do not see your permit records under “My 
Records” in your Citizen Access account. See “Adding a Contact to Your Account and Permit 
Records” for more directions on how to complete these actions. 
 

1) To schedule an inspection, open your web browser and navigate to: 
www.Fremont.gov/CitizenAccess. 
 

2) Login to your account. 
 

3) Click on “My Records.” If you have set up a Collection, open it to navigate to the permit 
you want to schedule an inspection for. 
 

 
 

4) Select your record by clicking on the permit number (blue text). In order to schedule an 
inspection, the permit must be in an “Issued” or “Issued – Revisions Pending” status. If 
the status of your permit is not “Issued” or “Issued – Revisions Pending” and it was 
your understanding that it should be, contact the Permit Center for assistance at 
510-494-4466. 
 

 
 
 
 

mailto:developmentservices@fremont.gov
http://www.fremont.gov/CitizenAccess


 29 SCHEDULING INSPECTIONS 
 

5) Open the permit record. Under “Record Info,” select “Inspections.” 
 

 
 

6) Click on “Schedule or Request an Inspection” (green text). 
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7) Use the pull down to select the inspection type that is needed (“Finals” are selected 
below). Only inspections applicable to your particular permit will be available for 
selection.  
 

 
 

8) If only a few inspections are available, you will not have a dropdown list. Select your 
inspection by clicking within the radio button. Click “Continue.” 
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9) Select one of the available inspection dates (blue text). Click “Continue.” 
 

 
 

10) Select your preferred inspection time frame; “AM” or “PM.”  Click “Continue.” 
 

 
 

Note about your preferred inspection time:  Your request for an AM or PM inspection 
time will not be finalized until 7:30 AM on the morning of the inspection and is 
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dependent on the number of inspections requested for that particular time frame on 
that specific day. Your assigned inspector will leave a message on their voice mail by 
7:30 AM the morning of the inspection confirming which inspections will occur in the 
AM and which will occur in the PM. The inspector will list the inspections in the order 
they will be completed. If your inspection is listed first in the AM time frame, expect to 
see the inspector close to 8 AM. If your inspection is listed at the end of the AM time, 
expect to see the inspector closer to noon. The same applies for PM inspections.  

 
11) Verify if the location and the contact are correct. If incorrect, select “Change Contact.” 

 

 
 

12)  Use the pull down to select a contact on the record or enter a specific person (for 
inspection purposes only). Click “Submit.” 
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13)  Verify inspection request information is now correct. If so, click “Continue.” If not, click 
“Back” to correct the inaccurate information. 
 

 
 

14)  Click “Finish” to complete scheduling the inspection. 
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15)  You will be redirected to “Inspections” in the permit record that the inspection was 
scheduled where you’ll see the scheduled inspection. If you need to modify this 
inspection (i.e., reschedule, cancel), you can do so by selecting “Actions” (green text) to 
the right of the inspection information. 
 

 
 
Note about your assigned inspector: The assigned inspector may change depending on 
staffing availability and the number of inspections requested. By 7:30 AM on the day of 
your inspection, the assigned inspector will be finalized and shown on the summary 
screen in Step 15. 

 
16)  If you receive an error, contact the Permit Center at 510-494-4466 or by email at 

developmentservices@fremont.gov. Please take a screenshot or picture to capture what 
the error is (that is, exactly what the error states), so we can know how to best resolve 
the issue for you. 
 

 

mailto:developmentservices@fremont.gov
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NOTICES ON RECORDS 
 
City staff may have placed a reminder on your permit record(s) to ensure permit conditions of 
approval are complied with. There are three types of conditions: Notice, Lock, or Hold. Most 
conditions added to records are Notices. If there is a condition on your permit, you will see it as 
a green banner near the top of the screen. Click “View Condition” for further information about 
the notice and how to resolve it. 
 

 
 

 
Below are a few examples of common conditions added to permit records. 
 
Example 1—Deferred Impact Fees Due 
 
What Condition Looks Like: 
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Remedy to Remove the Condition:  Prior to scheduling a final inspection, the applicant needs to 
contact Maria Salinas at 510-494-4448 to schedule a time to come into the Permit Center to 
pay the Deferred Impact Fee(s) that is due. Permit Center staff will need to invoice the impact 
fees due and provide an invoice so the Cashier can process the payment. Once paid, staff will 
remove the deferred impact fee condition. Once removed, you can schedule the final 
inspection. 
 
Example 2—ENV – C&D Recycling Required 
 
What Condition Looks Like:  

 
 
Remedy to Remove the Condition: Provide construction and debris waste handling receipts 
(recycle receipts) for approval by the Environmental Services Division before scheduling a 
final inspection. Environmental Services staff will remove the condition once it is statisfied, 
which will enable you to schedule the final inspection. 
 
Example 3—Need Sub List 
 
What Condition Looks Like:  

 
 
Remedy to Remove the Condition: Property owner and/or contractor needs to submit the sub-
contractor list for their project to the Revenue Division at the Cashier counter before a final 
inspection can be scheduled. Revenue staff will remove the condition from the permit record 
once the sub-contractor list has been provided.  
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