
 
 

 

 

 

 

 

 

USER MANUAL FOR ONLINE INSPECTION 

SCHEDULING 

 

CONTENTS 

Scheduling an inspection online .................................................................................................... 2 

Rescheduling an inspection online ................................................................................................ 9 

Cancelling an inspection online ................................................................................................... 14 

 

  



 

USER MANAUL FOR ONLINE 
INSPECTION SCHEDULING 

 

 

City of Columbus | Scheduling an inspection online 2 

 

SCHEDULING AN INSPECTION ONLINE 

 

The following describes how to schedule inspections through the Citizen Access Portal. At this time, only standard 

inspections can be scheduled through the online portal. Certain fire protection related inspections must be 

requested separately. Download the request form by clicking the link below.  

Fire Protection Inspection Request Form 

Requests for after-hours inspections must be submitted by clicking the link below: 

After-Hours Inspection Request Form 

 

Begin clicking the “Schedule an Inspection” link under the Building section. It is important to choose the 

“Building” section in order to navigate to the appropriate permit. 

 

 Note: It is NOT necessary to log in with your Citizen Access public user account credentials to 

schedule an inspection. However, if you choose to log in, upon clicking the “Schedule an 

Inspection”, you will be presented with a list of permits associated to your user account. This 

may make identifying your permit and scheduling your inspection easier. 

https://www.columbus.gov/WorkArea/DownloadAsset.aspx?id=2147499876
https://www.columbus.gov/Templates/Detail.aspx?ekfrm=61770
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Next, either search for the permit for which you’d like to schedule an inspection or, if you elected to log 

in, select your permit from the list of permits associated with your public user account. To search, enter 

your permit number in the “Record Number” box, and press the search button.  

 

 If you don’t know your permit number, you can search by address, parcel or any other criteria 

listed on the search form. Then select the correct permit from the search results list. 
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Verify that the permit number is correct and matches the permit for the project you wish to have an 

inspection. Then click the “Schedule an Inspection” button. 

 

 Note: you can view any upcoming, scheduled inspections as well as a list of completed 

inspections for this project in the boxes below the “Schedule an Inspection” button. 
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Select the desired inspection from the list of available options, then press “Continue”. 

 Note: If you need to request multiple inspection types for the same permit and day, such as 

rough and service electric inspections or framing and above ceiling structural inspections, you 

will need to enter a request for each inspection type. As long as the different types are scheduled 

on the same date, only one trip will be debited. This does not apply to on-site plan review. 
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Next, choose the date of the desired inspection, and select the inspection time window. Then press 

“Continue”. 

 

 Note that at this time, only standard inspections can be scheduled through the online portal. 

Requests for after-hours inspections must be submitted by clicking here. 

After-Hours Inspection Request Form 

 

 

  

https://www.columbus.gov/Templates/Detail.aspx?ekfrm=61770
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Confirm the location and contact information for the project where the inspection is to occur. To change 

contact information, click the “Change Contact” link and fill out the necessary fields. Once everything is 

verified, click the “Continue” button. 
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Next, confirm the details of the inspection. Click the “Include Additional Notes” to detail additional 

information to the inspector. Once confirmed, click the “Finish” button. 

 

Congratulations! You have successfully scheduled an inspection using the Citizen Access portal. You 

should now be able to view your inspection and confirmation number in the “Upcoming” inspection 

section as depicted below. 
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RESCHEDULING AN INSPECTION ONLINE 

 

The following describes how to reschedule inspections through the Citizen Access Portal. A regular business day 

inspection can be rescheduled at any time on the Citizen Access Portal provided that the inspector has not arrived 

on the jobsite. An after-hours inspection cannot be rescheduled online. To change the time of an after-hours 

inspection, the existing inspection should be cancelled and a new after-hours inspection request should be 

submitted. 

 

Begin by clicking the “Search Applications and Permits” link under the Building section. It is important to 

choose the “Building” section in order to navigate to the appropriate permit. 

 

 Note: It is NOT necessary to log in with your Citizen Access public user account credentials to 

schedule an inspection. However, if you choose to log in, upon clicking the “Search Applications 

and Permits”, you will be presented with a list of permits associated to your user account. This 

may make identifying your permit and rescheduling your inspection easier. 
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Next, either search for the permit you’d like to reschedule an inspection or, if you elected to log in, select 

your permit from the list of permits associated with your public user account. To search, enter your 

permit number in the “Record Number” box, and press the search button.  

 

 If you don’t know your permit number, you can search by address, parcel or any other criteria 

listed on the search form. Then select the correct permit from the search results list. 

 

From the record detail screen, select the “Record Info” drop down menu, and click “Inspections”. 

Next, identify the inspection you’d like to reschedule, click the “Actions” link and select “Reschedule”. 
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Select a date and time window different from the date of the originally scheduled inspection, 

and press “Continue”. 
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Confirm the location and contact information for the project where the inspection is to occur. To change 

contact information, click the “Change Contact” link and fill out the necessary fields. Once everything is 

verified, click the “Continue” button. 
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Next, confirm the details of the inspection. Click the “Include Additional Notes” to detail additional 

information to the inspector. Once confirmed, click the “Finish” button. 

 

Congratulations! You have successfully rescheduled an inspection using the Citizen Access Portal. You 

should now be able to view your inspection and confirmation number in the “Upcoming” inspection 

section as depicted below. Additionally, your originally scheduled inspection should appear as 

“Rescheduled” in the “Completed” section of the Inspections screen 
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CANCELLING AN INSPECTION ONLINE 

 

The following describes how to cancel inspections through the Citizen Access Portal. A regular business day 

inspection can be cancelled at any time on the Citizen Access Portal provided that the inspector has not arrived on 

the jobsite. An after-hours inspection can only be cancelled before 3:30 PM of the business day immediately 

preceding the scheduled inspection time. 

  

 

Begin by clicking the “Search Applications and Permits” link under the “Building” section. It is important to 

choose the “Building” section in order to navigate to the appropriate permit. 

 

 Note: It is NOT necessary to log in with your Citizen Access public user account credentials to 

schedule an inspection. However, if you choose to log in, upon clicking the “Search Applications 

and Permits”, you will be presented with a list of permits associated to your user account. This 

may make identifying your permit and cancelling your inspection easier. 
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Next, either search for the permit you’d like to cancel an inspection or, if you elected to log in, select your 

permit from the list of permits associated with your public user account. To search, enter your permit 

number in the “Record Number” box, and press the search button.  

 

 If you don’t know your permit number, you can search by address, parcel or any other criteria 

listed on the search form. Then select the correct permit from the search results list. 

 

From the record detail screen, select the “Record Info” drop down menu, and click “Inspections”. 

Next, identify the inspection you’d like to cancel, click the “Actions” link and select “Cancel”. 
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Confirm the details of the inspection before cancelling. Once an inspection is cancelled, it cannot 

be undone and will need to be scheduled if cancelled in error. Once the details are confirmed, 

press the “Cancel Inspection” button. 

 

Congratulations! You have successfully cancelled an inspection through the Citizen Access 

Portal. You should notice that the previously scheduled inspection no longer exists in the 

“Upcoming” section, and instead appears as cancelled in the “Completed” section. 

 


