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St. Louis County Citizen Access 
 

Residential Re-Occupancy  
 
 
 
 
This tutorial is organized into five sections: 
 
1. Search Functions (pages 2-4) 
2. User Registration (pages 5-7) 
3. Creating a Residential Re-occupancy Application (pages 8-20 
4. Requesting a Follow-up Inspection (pages 21- 25) 
5. Printing Your Certificate of Residential Re-occupancy (pages 26-27)   
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1. SEARCH FUNCTION pages 2-4: 
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Example:  10G238910 

00X000000 – no dashes 
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Example:  11NPR-03700 

00XXX-00000 – include the dash 
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2. USER REGISTRATION  pages 5-7 

 

 

HINT: Always scroll to the bottom of the 

page to click the “CONTINUE 

REGISTRATION” button. 

The * fields must always be 

entered to move to the next 

screen. 
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Name of Business is optional. 

 

 

 

 

 

 

 

The default preferred method of 

contact is e-mail.   Provide at least 

one phone number as a secondary 

method of contact. 
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IF YOU HAVE REGISTERED, 

ENTER YOUR USER NAME OR E-

MAIL AND PASSWORD TO LOG 

IN. 
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3. CREATING AN APPLICATION pages 8-20 
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Select a License 

 

 

  

ATTENTION: RENTAL COMPLEX MANAGERS 

IF YOU ARE APPLYING FOR A UNIT IN A RENTAL 

COMPLEX WITH A TRUST ACCOUNT, THE DROP 

DOWN BOX WILL CONTAIN THE ASSOCIATED 

TRUST ACCOUNT.  THIS WILL ALLOW  YOU TO 

PAY BY TRUST ACCOUNT.  IF YOUR 

ASSOCIATED TRUSTACCOUNT DOES NOT 

APPEAR, CONTACT 314-615-4142 or 314-615-

7346. 

If you are paying by credit or debit 

card, select – NONE APPLICABLE. 
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Step 1: APO – Property Information 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

A = Address 
P = Parcel 
O = Owner 
 
 

This information is retrieved from 

the County’s Real Estate records. 

The information fills in automatically.  

If you selected the wrong property, 

clear all three sections before 

entering a new location address. 

Gray shaded fields cannot be 

edited. 

Zip is a required field.  If you do not 

know the zip, go St. Louis County 

http://revenue.stlouisco.com/IAS/  

If the owner information is wrong, please verify that St. Louis County Real 

Estate Records http://revenue.stlouisco.com/IAS/  is correct.  

 

We are in the process of revising and improving the retrieval of property 

information records from the County’s Real Estate records.  Your 

understanding and patience is needed as we improve. 

http://revenue.stlouisco.com/IAS/
http://revenue.stlouisco.com/IAS/
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Step 2: Applicant Information 

 

  

Auto-fill will enter the information that 

you provided for the registration. 
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Exception for Applicants – not 

associated with a rental complex – 

- LEAVE THIS SECTION as --

select--.  THE SYSTEM WILL 

ALLOW YOU TO MOVE TO THE 

NEXT PAGE WITHOUT ENTERING 

TEXT INTO THE * FIELDS. 
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Step 3: ASI  Application Specific Information 

 

 

 

 

 

 

 

The default amount is $80.00.  If 

you get to the payment page and 

did not select the $40.00 category, 

you must exit and start a new 

application. 

This information is optional. 

This information is required. 

This is information is pre-selected. 

If you know your Waste District, enter the number.  If you do not, please 

go to http://revenue.stlouisco.com/IAS/. Look for the property’s Trash 

District No.  

 

http://revenue.stlouisco.com/IAS/
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Step 3: ASI (Continued) 

 

 

 

 

Step 4: Review 

 

  

Your entry will appear on the 

inspector’s work order.  If there is a 

lock box, enter the code in this area. 

This information is not visible to the 

public. 

You do not need to enter the 

Occupant/Tenant name(s) when creating an 

application.  You application will process 

without this information. However, a 

CERTIFICATE OF RE-OCCUPANCY will not be 

issued until the Occupant/Tenant names are 

entered.  You may log on and edit the 

application at any time after the initial 

creation and before the certificate is issued. 
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Step 5: Pay Fees 
 

 
 
 

  

This is your last opportunity to return 

to review to verify information. 

The above fee consists of an initial 

inspection and one follow-up 

inspection.  If an additional inspection 

is required, additional fees will apply.  

Third inspection cannot be applied 

for on-line nor requested on-line. 
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Two payment methods: 
 
A. Credit or Debit Card 
 

 
  

Name on card must be exact. 



 

19 
Accela Citizen Access Public User Tutorial – (version 1) – 4-21-2011 

B. Trust Account 
 
If your User ID is associated with a Trust Account, the drop-down box will contain your account ID 
number.  If you have an established Trust Account, contact either 314-615-4142 or 314-615-7346 for 
assistance.  If your rental complex does not have an established Trust Account and you wish to 
establish an account, contact either 314-615-4142 or 314-615-7346 for information. 
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Step 6: Permit Issued – This means that your application was processed.  When the inspection is 
completed and approved, a residential re-occupancy certificate will be issued. 
 
 

 
 

CONGRATULATIONS ON SUCCESSFULLY CREATING AN APPLICATION 
 
 
 

AN INSPECTOR WILL CONTACT YOU TO  
SET UP AN APPOINTMENT FOR AN INITIAL INSPECTION.  

Print a copy of this screen and retain 

for your records. 

Click View Permit Details to review 

the application. 

Disregard posting the permit in the work area. 



 

21 
Accela Citizen Access Public User Tutorial – (version 1) – 4-21-2011 

4. REQUEST A FOLLOW-UP INSPECTION pages 21-25 

After you log in, click search applications.  Locate and click on the Permit Number (application). 

 

Click on Inspections 
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CLICK Schedule 

  

 “Scheduled” means that the inspection has been requested.  An inspector will 

receive a work order and will contact you to set the appointment. 

“Date” is the date that the inspector should receive the work order. 

IT IS NOT THE DATE OF YOUR INSPECTION. 

If your Re-Occ Initial inspection status is “Fail”, then you may request (schedule) 

your Re-Occ Follow-up inspection on-line.  
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Verify the permit number 

 

Do not select today’s date.  Requesting an inspection is requesting that an 

inspector contact you and confirm a date for the follow-up inspection. 
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Select the best time for the inspector to contact you. 
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You may add comments or instructions for your Inspector. 

 

 

 

Print this page as a reminder that an inspector will be contacting you during this 

date and time. 
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5. Printing Your Certificate of Residential Re-occupancy (pages 26-X) 

Once your property receives the “Pass” status from the inspector and this 

information is entered into the County system, the applicant will receive an e-

mail.  E-mail example below: 

 

 

If you are the seller of a property, you may forward the e-mail to agents or 

buyers. 

A valid e-mail address is required. If your e-mail address is in error, you may 

contact either office to pick-up your certificate or provide a mailing address for 

the certificate to be mailed. 
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Below is an example of the Residential Re-occupancy Certificate: 

 


