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To submit for Sewer Allocation, please go to Accela Citizen Access: 

https://accela1.cabarruscounty.us/CitizenAccess/ 
 

Follow these steps: 
1. Create an Account 
2. Log in to your account and select Plan Review 
3. Start Plan Review Process 
4. Read and accept the General Disclaimer – click Continue Application 
5. Enter the address for the project location 

o Street Number – only enter the physical number in the FROM box, leave the TO box 
empty(blank) 

o Street Name – enter the basic street name ex: N. Main Street should be entered as 
Main 

6. Select the correct address for the project location – this locks the address for the remainder of 
the application 
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7. Click Kannapolis Planning 

o Kannapolis Sewer Allocation 

 
8. Click Continue Application 
9. Review the next page and then click Continue Application 
10. In the Applicant section, click Select from Account and select your information as Applicant 
11. Click Continue Application 
12. In the Detail Information section, you must provide Application Name, General 

Description, and Detailed Description 
13. In the Custom Fields section, you must select the Development Type and fill out the 

required fields. 
14. Click Continue Application 
15. In the Attachment section, please upload a sketch plan and if applicable, a non-residential 

scoring matrix.  Please refer to the Request for Proposals announcement to see what 
other information is required for a complete application. 

16. Click Continue Application 
17. Review the next page and then click Continue Application 
18. Your record number will be issued as KN-SA-20XX-##### - this record will be available to you 

for review anytime you log in to your Citizen Access account and go to My Records. 
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