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Benton County Public Services 
Civic Access – How to Schedule an Inspection 

SCHEDULING ON CIVIC ACCESS 

When viewing the Summary tab, you can check the Workflow box to confirm that the permit has passed 
plan review, all fees have been paid, and the permit has been issued. Once these requirements are met, 
the Available Actions box will display all inspections that are eligible to be scheduled. Keep in mind that 
not every listed inspection may be required for your project. You can schedule an inspection directly from 
the Available Actions box or by navigating to the Inspections tab. 
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Civic Access – How to Schedule an Inspection 

If you click on the Available tab, you can view all the available inspections. If your permit has not 
been issued yet, you will see a red banner like in the below screenshot, and you are prevented 
from selecting anything or scheduling any inspections. 
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Civic Access – How to Schedule an Inspection 

If your permit has been issued and inspections are available to schedule the red banner 
disappears, and you see checkboxes under the Action column. 
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Civic Access – How to Schedule an Inspection 

To schedule an inspection, click the check boxes next to the inspections you want to schedule. 
You can schedule them one at a time or select more than one. Once you have checked the 
ones you want, click Request Inspection at the bottom. 
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Civic Access – How to Schedule an Inspection 

When you move to the next screen, you’ll be able to select the date for your inspection and add 
any comments. If you’re scheduling multiple inspections at once, a separate box will appear for 
each one. Each inspection box will also include a number in the top-left corner so you can easily 
tell them apart. 

 

When you click the date button, a drop-down calendar will appear. The earliest available 
appointment will be the next day. You can also schedule inspections several weeks in advance. 
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Civic Access – How to Schedule an Inspection 

If you want to schedule multiple inspections for the same day, you can also use the checkbox 
“Use same date for all”. Once you are sure everything is correct, click the Submit button. 

 

Once you click Submit, you’ll see a confirmation box, like the below. To return to your permit, 
click the Back button at the top. 
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Civic Access – How to Schedule an Inspection 

When you return to your permit, you’ll see your scheduled inspections along with a Cancel 
Inspection button on the right. Below that, you can view any remaining inspections that are still 
available to schedule. Each scheduled inspection is also labeled with a number for easy 
reference. 

 

 
 

If you click on the inspection number, it will take you into the inspection record. 
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Civic Access – How to Schedule an Inspection 

If you click the Cancel Inspection button, you’ll be asked to confirm the cancellation. If you need 
to cancel an inspection on the same day it is scheduled, please also contact the building 
department or the public works department. 

 

 

 

On the day of the inspection, select the Today’s Inspections button from the main menu bar. 
This screen displays only the inspections scheduled for today, along with the assigned 
inspector for each one. 

Please note: Changing the date field will not load inspections for any other day. This screen is 
designed exclusively for viewing today’s inspections, not tomorrows or any future date. 

 

 




