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How to manage contacts on a submitted application  

To add a person to a permit, they must have an existing account in the Citizen Access portal. 

How to add someone as a contact to your account 

1. Select Account Maintenance 

 
 

2. Scroll down the page to contact information and select add a contact. 

 
3. Select the contact Type from the drop-down box and click on the Continue button. 

 

4. Complete the required contact fields and select continue. 
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You will receive confirmation that the contact address was added successfully then select continue 
 

 
5. Complete! The contact should now appear under contact information. 
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Add a Delegate 
Each person in your agency that interfaces with Clark County will need their own Citizen Access account. 
They will be known as a delegate. 

1. Select Account Maintenance 

2. Scroll down to the delegates section > click on Add a Delegate 
 

Accela account manager must send an invite to each delegate. 

• Assign delegate rights 

• Delegate must log in and accept an invitation 

Delegates can have varying degrees of control and power for the organization. 

• Amend Records means that the person can submit Revisions to permits. 

• Manage Documents means that they can upload digital plans and specifications. 

• Create Applications means that they can apply for permits from their office or start applications online and 

then come into the County to finish the application. 

 
3. Complete the Add a Delegate form. Click on Invite a Delegate 

 

 

4. There will be an email sent to the delegate to accept or reject the invitation. 
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• The delegate has the option to Accept or Reject the invitation under account management 

 

• The delegate can view permissions and remove whose account they can access 
 

• You can view, edit, and remove access to your delegates 
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How to add a contact to a permit 

1. Under the building or fire prevention tap select search permits 

 
2. Locate the permit number under records and select amendment 

 
3. Add people to application > continue application 

 

The Information Window is displayed, and you can select which contact you need to update, Applicant /Contact 
or add an Additional Contact 

4. Step 1: Choose Select from Account or look up 
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5. “Contact added successfully” message is displayed and click Continue 

 
 
 

6. Step 2: Review is displayed to make any changes to the selected contact 
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7. Complete! There will be a 23CAP number provided which confirms the contact was added successfully. 
The update will also show under records. 

 


