
FIRE PREVENTION FLOOR PLAN REVIEW APPLICATION GUIDE 

From the login page,https://aca-prod.accela.com/COSA/default.aspx enter your username and 
password. If you have not registered, please refer to the Build SA Registration document.  

From the welcome page, click on the Fire module on the top bar. 
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Once on the Fire module, click on the Create an Application area. Then, read the terms and click on the 
box to acknowledge the disclaimer and click Continue Application

Select Fire Special Events Application and click Continue Application. 
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Step 1: Property Information 

To best find the event address, enter ONLY the street number and street name, then click on Search. 
Using street directions and Street Type can result in search errors.

 

Once the correct address is found, select it and continue. 
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Step 2: Event Type 

Select Floor Plan Review from the drop down menu and click on Continue Application.

 

Step 3: Contact Information 

Verify that the Applicant Information is correct. If the applicant and the Company are the same, check 
the Also Known As box.
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If you need to associate another contact, you can add a contact from this new page.  If they are not 
already in the Build SA system, you can use the Add button. If they are already a registered with Build 
SA, you can use the Search button. Do not use the License Professional Module.  It is not required for 
this application.

Step 4: Application Information 

Complete all areas marked with the red asterisk.
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Under Floor Plan Details, complete the total square footage of the entire event. Then, complete all 
sections under each heading to which you answer Yes. Headings include: Vehicle Display, Cooking 
Demonstration, Hazing, Heavy Equipment move in/out, Compressed Gas, and Other.

Step 5: Document Information 

To add a plan to your application, click on the Add button
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Under the File Upload pop up screen, click on Add. 

 

Select the file from your computer and continue. 
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When the file has uploaded and displays 100%, click on Continue. 

 

Select Floor Plan from the drop down to identify what type of document you have uploaded. Add a 
description in the text box and click on the Save button. 
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Your upload will appear in the Attachment box.  You may add another if you wish or continue in the 
application.

 

 

Step 6: Review 

Review the information that you have entered. If you need to make changes, click on the Edit button to 
the right of each section.
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Review Continued

 

 

 

Step 7: 

Fees 

Your fees are calculated by the square footage entered earlier in the application. 

 



FIRE PREVENTION FLOOR PLAN REVIEW APPLICATION GUIDE 

You may pay by credit card or by adding a bank account to draw funds.
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Step 8: 

After payment, your application has been submitted and is now under review. Your record number is 
displayed on this page. 

 

 

 

 

To see your records on your account, click on Home and then My Records. 
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