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CREATE AND MANAGE YOUR ONLINE ACCOUNT 

Navigate to the City of Merced Civic Access portal from the City’s webpage at 
www.cityofmerced.org.  

First time users must create an account to be able to use the system.  If you have 
already created an account, please proceed to the Login Instructions below.   

CREATING A NEW ACCOUNT 
 
PLEASE NOTE:  The username (email) and password you create will be used for all 
processes you apply for.  This includes Planning Department Applications, 
Business Licenses, Building and Encroachment Permits, paying fees, requesting 
inspections and reviewing information related to your application/permit.  
Once you reach the City of Merced Civic Access portal, follow these steps to register and 
create your account.   

1. Click on the Login or Register tile from the Civic Access Home page. 

 
After clicking on the Login or Register Tab, the following screen will appear (see next 
page).  

http://www.cityofmerced.org/
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2. Click on “Create an account.” 
3. The following screen will appear (see next page).  Please complete the requested 

information and create a password.  Please note the password requirements.  Your 
password must meet all the criteria to be accepted by the system.  After all 
information is entered, click the “Sign Up” button.  
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Enter your information 
on this screen and 
choose a password.  
Then click on the “Sign 
up” button. 
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4. The following message will appear.  Check your email and enter the verification 
code.  Click the “Verify” button.  Note:  If you don’t receive the email, refer to 
Confirmation Email Not Received section below. 

 

5. The following screen will appear (see next page).  You can choose to set up 
other security measures by following the prompts for the method you choose.  
This step is NOT required but provides an extra layer of protection for your 
account.  To proceed, click on the “Continue” button.  

 

Note:  The email will be 
sent from noreply@.org 
and the subject of the 
email is Citizen Self 
Service New User 
Account Confirmation.   

mailto:%20noreply@.org
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This step is OPTIONAL; 
however, it is 
recommended to provide 
better security for your 
account.   
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6. The following page will appear.  Please read the acknowledgement and click the 
“Continue” button. 

 

7. Enter your contact information and click the “Next” button.  Use the “Back” button 
to navigate to the previous screen if you need to change/correct information. 

 
8. Enter your mailing address and click the “Submit” button (see screenshot on the 

next page). 
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9. The following screen will appear, and your registration is complete.  You are now 
ready to apply for an application. 
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LOGIN INSTRUCTIONS 

Click on the Login or Register tile from the Civic Access Home page. 

 
1. The following screen will appear.  Enter your email address and click the “Next” 

button.  
 

 

 

 

 

 

 

 

 

 

 

 

 

  

You can click the button 
next to “Keep me signed 
in” if you want to remain 
signed into the system.   



CITY OF MERCED 
PLANNING DEPARTMENT 

CITIZEN ACCESS USER GUIDE 
 

10 
 

2. Enter your password and click the “Verify” button.  

 
3. The following screen will appear.  You are now signed in and ready to apply for 

your application, pay an invoice, request an inspection, review the status of a 
plan/permit, etc. 
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CONFIRMATION EMAIL NOT RECEIVED 

If you are trying to create an account and have entered your email address to register, 
but have not received the confirmation email, please follow the steps below. 

1. Verify the confirmation email is not in your spam/junk older. The email will be 
sent from noreply@.org and the subject of the email is Citizen Self Service 
New User Account Confirmation. 

2. Please add noreply@.org to your contacts and/or make sure it is whitelisted 
or marked as a safe sender, depending on your email provider. (If you or 
your company uses Outlook/Office365, this link may be helpful). 

After this has been completed, please navigate back to City of Merced Civic Access 
portal and try registering again. 

 

FORGOTTEN PASSWORD 

1. Navigate to the City of Merced Civic Access portal.  
2. Click on the Login or Register tile from the home page. 
3. Enter username/email and click “Enter.” 
4. Click on “Forgot password?” 

 
 
 

 

 
 
 
 
 
  

mailto:%20noreply@.org
mailto:noreply@.org%20t
https://support.office.com/en-us/article/block-or-allow-junk-email-settings-48c9f6f7-2309-4f95-9a4d-de987e880e46#bkmk_safesenders
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5. The following screen will appear.  Click on “Send me an email.” 

 

6. An email will be sent to the email address entered with a verification code to 
allow you to reset your password. 

7. The screen on the following page will appear for you to reset your password.  
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Choose a new password 
that meets al the criteria 
listed and click “Reset 
your password.” 
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UPDATE ACCOUNT INFORMATION 

If you need to update your account information (i.e., address, phone number, etc.), 
follow the steps below. 

1. Login to your account.  The following screen will appear. 

2. Click on the “My Account” tile. 

 
3. The following screen (on the next page) will appear.  Choose the tab that 

contains the information you wish to update (i.e., Personal Information, 
Addresses, My Invoices, My Businesses) and make the necessary changes.  
Once the changes have been made click the “Save” button.  
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HOW TO APPLY FOR A PLANNING APPLICATION 
Note:  Applica�ons in the Planning Department Applica�on system are referred to as a “Plan.”  Each 
applica�on is assigned a Plan Number.  If you have mul�ple applica�ons for one project, each 
applica�on type is assigned a separate Plan Number for each specific applica�on type. 

 

1. Navigate to the City of Merced Civic Access Portal and Login to your account (if you have 
not already set up an account, please refer to the Create an Account Section.   

 

2. Once you have logged into the Civic Access Portal, you will be taken to your Dashboard 
(refer to the screenshot on the following page). 



CITY OF MERCED 
PLANNING DEPARTMENT 

CITIZEN ACCESS USER GUIDE 
 

 

17 
 

Note:  Additional information is available if you scroll down on the screen.   
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APPLY AND SELECT APPLICATION TYPE  

3. Click on the “Apply” button to start your application.  The Application Assistant Screen 
will open. 

 

4. If you know the type of application you want to apply for, you can type the name in the 
search bar.  If you are unsure and need to see a list of all Planning Applications, click on 
the “Planning Applications” button in the upper right of the screen (just under the search 
bar).  See the screenshot on the next page for more details. 
 
Note:  Each application type has a description to help you determine if it is the correct 

application type for your project.  However, we encourage you to contact staff to 
determine the correct application if you are unsure what process your project will 
need.  You can reach staff by email at planningweb@cityofmerced.org or by phone 
at 209-388-7373.  

mailto:planningweb@cityofmerced.org
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5. Once you have found the type of application you need to apply for, click the  “Apply” 
button. 
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SELECT LOCATION 

6. Next, you will select the location of your project using the GIS Mapping tool.  From the 
screen below, click on the “Add Location” button. 

 

7. The screen on the following page will appear.  You can type in the Address or 
Assessor’s Parcel Number (APN) to navigate to your project site.  You may also use 
your mouse to move the map to the property location by left-clicking the mouse and 
holding it until the cursor changes to a hand.  At this point you can move the map around 
to the location you are looking for.  You may zoom in and out by using the Zoom In (+) 
and Zoom Out (-) buttons in the lower right corner.  If your mouse has a roller, you can 
use the roller to zoom in and out. 

 

 

 

 

 

 

Click Add 
Loca�on 
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Note:  make sure you zoom in enough to see the individual parcels as you navigate to your project site.  
This will help with selec�ng the parcel(s) in the next step. 

 

8. Once you navigate to your project site, you must select it using one of the tools in the 
upper right corner of the map.  Make sure you can see the individual parcels on the screen 
as shown below.  Next, you will select the parcel your project is on.  If you only 
have one parcel, you could use the “Point” tool, but if you have multiple parcels, 
you must use the “Polygon” tool.  

In the screenshot on the following page, the Point Tool was used to select 
the parcel.   

 The Parcel Informa�on will appear on the le� side of the screen.  

Enter address or 
APN. 

Zoom in/out 

Parcel 
informa�on 

appears here. 

Tools for 
selec�ng a 

Parcel. 
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9. The selected parcel will turn blue.  A dialogue box opens on the left side giving you the 
option to select the individual parcel.  If multiple parcels were selected, they would all be 
listed.  You could select them individually or use the “Select All” option.  

10. To select either the individual parcel or use the “Select All” option, click on the box next to 
the option you are using. 

Note:  Please make sure you are selec�ng the correct parcel prior to checking the box to make the 
final selec�on. 

 

11. To select multiple parcels at one time, use the polygon tool and draw a polygon around 
the parcels you wish to select (see instructions on Page 24 of these instructions).  

Select the Parcel by checking the box next to the 
“Select All” Op�on or checking the box next to the 

individual parcel. 
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12. Once you have clicked on one of the buttons to make select the parcel, the dialogue box 
will change and have an “Add” button appear in blue (see next page).  At this point, click 
on the “Add” button to add your project location.   

 

13. Now your parcel has been selected and the following screen will appear (see next page).  
If your project contains more than one parcel, and you didn’t use the polygon tool, you 
can add an additional parcel at this point using the same process for each additional 
parcel.   

14. Once all parcels have been selected, click the “Next” button (see screenshot on the next 
page). 

Click the “Add” buton to complete the 
Address Selec�on. 
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15. To select multiple parcels at one time, you will use the “Polygon” tool.  
With this tool you can draw a polygon around the parcels you wish to 
select.  To you the “Polygon” tool, click on a starting point at the corner of one of 
the parcels you wish to select, hold your mouse button down to continue to draw 
a line around the parcels you are selecting, creating a polygon around the area 
you wish to select.  When you have extended the polygon around all the parcels 
you wish to select, return to your starting point and double click to release the 
polygon tool.  Your selection will appear as shown on the next page.  In order to 
avoid inadvertently selecting parcels that are not part of your project, draw the 
polygon inside the parcel lines, but be sure you touch every parcel you wish to 
include. 
Note:  If the parcel you are selecting has multiple addresses, each address will 
appear on the left side of the screen.  Use the select all button to select all the 
addresses associated with the parcel.  

All selected parcels will be listed on this 
screen.  If you inadvertently added a 

parcel that is not included in your project 
or accidentally selected the wrong parcel, 

you can click the remove buton and it 
will be removed from the selec�on. 

“Remove” Buton 

“Next” Buton 
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PROJECT DESCRIPTION 

15. You will now be prompted to provide a detailed description of your project.  The description 
should include the type of use, the number of buildings proposed, and any other pertinent 
details.  Please include any special requests or special circumstances affecting your 
project.    

The parcels selected within the polygon 
will be highlighted with a light blue color.  
All the parcels and addresses selected will 
appear on the le� side of the screen.  Use 

the “Select All” op�on to select all the 
parcels/addresses listed. 
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CONTACTS 

16. You will now be prompted to enter contact information.  In addition to the applicant, the 
contact information must include the name of the property, a billing contact, and any 
design professionals (architects, engineers, draftsperson, land surveyor, etc) involved in 
the project. The applicant information will auto-populate based on who has signed in to 
create the application. 

17. You must provide a Billing Contact as well as the Property Owner.  Click on the “Add 
Contact” button and the screen on the following page will appear.  If the contact has not 
been entered into the system, you will need to use the “Add Manually” option and 
provide the requested information.  If the contact is already in the system, you can 
search for them using the search bar.  You also have the ability to make a contact a 
“Favorite”, so they are easy to find when completing an application.    
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18. If entering the information manually, the following screen will appear.  Provide the 
information required.  Note any field that has an asterisk (*) next to it, is a required field.  
Once the information has been entered, click on the “Submit” button. 

 

If the contact has not been entered into the 
system, use the “Enter Manually” buton.  If the 

contact has already been entered into the 
system, you can search for the contact using the 

search bar.   
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19. You will be taken back to the “Contacts” screen, and you will see the contact you just 
entered.  From here, you can add the next contact using the same process.  Instructions 
for search for a contact are below. 

 

20. If a contact has already been entered into the system, use the search bar to search for 
the contact.  Type in your search criteria such as a first or last name, the first letter of the 
persons first or last name, or a business name. 

21. Once your search is complete, if there are any contact matching your criteria, they will 
appear on the screen.  Select the correct contact and click “Add.”  If you want to add this 
contact as a Favorite, click the star on the left side of the screen next to the contact’s 
name.   
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22. Once all your contacts have been entered, press the “Next” button. 

  

Select the correct 
contact and click the 

“Add” buton.   
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GENERAL INFORMATION 

23. The General Information Screen allows you to enter additional details about your project.  
The questions on this screen will vary depending on the type of application you are 
applying for.  The screen below reflects some of the information requested for a Site Plan 
Review application.  There will typically be several sections with questions related to 
different aspects of the project.  Please note that all fields with an asterisk (*) are required 
to be completed. 

24. Once you have provided all the required information and any additional information 
requested, press the “Next” button to proceed (see next page).  
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ATTACHMENTS 

25. The next screen will prompt you to add your attachments.  The three forms listed below 
are required for all applications.  These forms may be downloaded, completed, and 
uploaded back into the system. 

a. Conflict of Interest Form 
b. Property Owner Authorization Form 
c. SB 1214 Consent Form  

In addition, other attachments will be required depending on the type of application.  
Examples of other attachments required are: 

1. Site Plan 
2. Elevations 
3. Color Samples 

Note that most required atachments must in pdf format.  However, addi�onal atachments may 
be allowed in other formats.  
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26. Once your attachments have been uploaded, the following screen will appear.  To 
proceed, click on the “Next” button.  Please note that in the example below, the 
attachments have different names than the required form.   
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SIGNATURE 

27. An electronic signature is required to submit the application.  Please read this page 
carefully as your electronic signature confirms that you have the authority to submit this 
application either as the property owner or on behalf of the property owner.  You can 
choose to draw your signature in the signature box or click the toggle button next to 
“Enable Type Signature” to type your signature in the signature box.  Once you have 
signed the application with your electronic signature, please press the “Next” button. 
 

  

Click on the Toggle Buton to allow your 
signature to be typed.     
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REVIEW AND SUBMIT 

28. The next step is to review and submit your application.  The following screen will appear 
to allow you to review your information.  Once you are satisfied with the information 
being submitted, click on the “Submit” button to finalize your submittal.  You will no 
longer be able to make changes to the application once you have submitted it.  
However, if there are necessary changes that need to be made, you can contact staff to 
determine if the changes can be made without requiring a new application.  If you need 
to change any information provided prior to submitting the application, use the “Back” 
button at the bottom of the screen to go to the screen you need to change. 
 

29. After clicking on the “Submit” button, you will be directed to the application success page.  

Please read the information on this page carefully.  If there are other applications needed 
for your project, you will need to use the “Continue to Plan” button to go through the 
application process for the additional applications.  An Environmental Review application 
is required for most applications.  
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FEES 

30. Once all applications are completed and submitted, staff will review the application, 
determine the fees, and generate an invoice to allow you to pay the fees.  Please watch 
your email and check your dashboard for the invoice and pay the fees promptly.  Your 
application will not proceed until all fees have been paid.   
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