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Benton County Public Services 
Civic Access – Apply for Plans 

 

How to Begin a Plans Application? 

- Click Apply and Select Plans 
- Click Categories on the upper left side 
- Select the type of Plan Application to submit 

 
 

1. Type a plan name or keyword into the search bar to begin. 
You may also browse using the plan-type buttons or select All to view 
everything. 
Use Show Categories to filter applications by category or department. 

 
 

Once you find the plan you need, click Apply. 
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2. Locations 
Log in to Civic Access if you have not already done so. Then select your project 
location by clicking the plus sign on the blue card and waiting for the map to load. 
Search by address or parcel number and choose the correct option from the 
dropdown list. 

 

Click Next to Proceed to type. 

 
3. Type 

Plan type is locked because it was 
selected in the apply screen. If you 
need to apply for a different plan 
proceed to make your way to the apply 
tab and if you are unsure, please 
contact us. 
You will need to enter a description 
of the project, please be 
detailed/specific.  
 
Note: You can save the application as 
a draft. 
 

 

Click Next to Proceed to Contacts. 
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4. Contacts 
The first contact card auto-fills with the applicant’s information. A property owner 
contact may also be required. Add any additional contacts as needed and be 
sure to select the correct contact type. 

 

 
 
Click Next once contacts have been added. 
 

5. More info 
Where we gather information unique to each application type. 

 

Click Next once all fields have been filled out. 
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6. Attachments  
Upload documents for plan review (see Drawings for Permit Plan Review- 
Naming Convention). Add supporting documents that may be needed to support 
the application.  

 

Click Next once documents have been uploaded. 

7. Signature  
Type your initials, then sign in the box either by drawing your signature or by 
selecting “Enable Type Signature.” 
 
If you choose “Enable Type Signature,” type your name in the field to the right 
and it will appear in the signature box. 

 
Click Next once signature has been added.  
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8. Review and Submit 
You should see all green checks. If you missed something you will be prompted 
to fix it 
Before submitting scroll all the way down and verify all information. 
 

 
 
Click Submit once all information has been verified. 
 
If the application was submitted correctly, you should see a success screen like 
the one below. 
 

 
 
Click Continue to Plan 
 
 
 
 
  
 
 
 
 
 
 
 
 
You can now see your plan application and all related workflow, attachments, 
invoices, fees owed and fees paid along with other pertinent information on your 
dashboard on Civic Access. 


