
Uploading Sanitation Receipts 
 

How do I upload Sanitation receipts online? 
 

o Log in to Citizen Access Portal (ACA) 
o Click on Search Permits/Complaints. 
o Locate and Select the permit that needs a Sanitation Receipt prior to Permit Issuance. 
o Click on the permit number to open the permit. 

 
 
 
Scroll down to Attachments section and select Add Attachment.  Select Add Attachment again to browse your 
computer files. 

 

 
 
Select the applicable document from your files, and then click Open. 
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When the file is 100% loaded, click Continue. 
 

 
 
Select Sanitation Receipt as the file Type and then add a description (these are both required fields). 

 
 
 
The Sanitation Receipt is now viewable by Permit Issue staff. 
 
A few things to keep in mind when uploading the Sanitation Receipt after the submittal: 
 
UPLOADING A SANITATION RECEIPT DOES NOT EQUATE TO SANITATION RECEIPT APPROVAL 
  
Permit staff must still verify that the receipt is reflective of the correct lot number and subdivision.  Please allow 
time for this step to be completed.   
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When the Sanitation condition is approved, you will receive a new ‘Ready to Issue’ email.   
 
Additionally, you can view the status of the Sanitation receipt online by looking at the Conditions of Approval 
(the ‘Prior to Issuance conditions are generally on the second page). 

 
   
 


