
 

THE SPECIAL EVENT RESERVATION AND APPLICATION PROCESS IN ACCELA 

 

How to Create a Special Event Reservation in Accela 

With the new Accela System, special events will require a Special Event Reservation form to be entered 

before the Special Event Permit Application can be submitted.  To begin the process, you will need to 

create a login account with Citizen Access.  Please use the following link to create an account,  
https://www.grandrapidsmi.gov/Directory/Guides/Create-a-Citizen-Access-Account.  A video tutorial will be on 

the link to walk you through how to set up this account. 

 

 

 

 

 

1. Once the account is created, you can access the Citizen Access Page to log in. 

 

https://www.grandrapidsmi.gov/Directory/Guides/Create-a-Citizen-Access-Account


2. From there, select the “Permits” tab. The page will refresh and the option to select “Create an 

Application”, will appear underneath the “Permits” Tab. 

 

 

 

 

 

 

 

 

3. After selecting “Create an Application,” you will be asked to sign a “Disclaimer of Warranty and 

Limitation of Liability. To move forward with the reservation, click the “I have read and accepted the 

above terms” square and then the “Continue Application” button.   

 

 
 

If you encounter a “Select a License or Registration” screen, select “None Applicable” from the 

drop-down, then “Continue Application.”  

 



 
 

4. Select “SPECIAL EVENT APPLICATIONS” → “Special Events Reservation,” from the drop-down list to 

begin the reservation process. Then click on “Continue Application.” 

 

 

 

 



5. You may now enter the appropriate event reservation information for each question in Steps 1-5. If 

you are unable to complete the reservation in one sitting, be sure to click on the “Save and resume 

later” button to save your progress. Once your information has been entered and you have 

reviewed your application (Step 5), click on the “Continue Application” button.  

 

 
 



 
 



 
 



 
 

 
 



 
 

 

 
 



6. Step 5 is your application review.  Please carefully review the information and make any needed 

edits.  Once your application is complete, click on the “Continue to Application” button to submit 

your reservation. You will receive a notice that your reservation was successfully submitted. From 

this screen, you can print your reservation.   

 

 
 

 

7. Once your reservation is completed and submitted, you will receive an email that the reservation 

request was received by the Office of Special Events and is pending approval.  The email will be sent 

to the address that you entered in the reservation.  Your reservation should be approved by the OSE 

within 48 business hours.  When the reservation is approved, you will receive a confirmation email 

from the Office of Special Events. Now you are ready to continue to the Special Events Permit 

Application.  

 

 

 

 

 

 



How to Complete a Special Event Application in Accela 

 

1. When you are ready to apply for a Special Event Permit, locate the correct reservation under the 

“Permits” tab. The reservation will have the name of the event you entered earlier, and the 

reservation status will read “Reserved.”  If it has been 48 business hours and the status still says 

“Open,” please contact the OSE at specialevents@grcity.us.   

 

2. On the appropriate reservation “Record Number,” choose “Update Record” from the “Action” 

column.  

 

 

 

 

 

 

 

 

 

 

 

3. From there, click on “Select an Amendment Type,” expand the “Special Events” tab, and select 

“Special Event Application” to continue the application.  
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4. When you click on the reservation, you will see that the information you entered into the 

reservation has auto-filled into the Special Event Permit Application. This information includes 

the following sections: Office of Special Events Approval, Event Type, and Location. From here, 

please use the Planning & Resource Guide as you complete the application.  Be sure to fill in 

the information in each section and click “Continue Application.” If you are unable to complete 

the application in one sitting, be sure to click on “Save and resume later” to save your progress. 

Once your information has been entered and you have reviewed your application, click on the 

“Continue Application” button.  

 

**If you need to change your requested event date, time, or location you will need to contact 

the Office of Special Events. **  
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5. Under “Applicant,” click on the “Select from Account” tab. Choose the “Associated Contact” 

who will receive the invoice and then click on the “Continue” tab. 
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6. Your completed billing contact information will now appear under the “Applicant” section. Click 

on the “Continue Application” tab to move forward with the application.  

 

 

 

 

 

 

 

 

 

 

 

 

7. Step 1: Reservation Dates:  

If your event is a single-day event, then your event start/end dates/times as well as set up/take 

down dates/times will auto-fill.  If you are planning a multi-day event, then you will need to 

enter every date and time for each event day.  
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For multi-day and series events, add individual dates and times for each occurrence. Start by 

selecting “ Add a row”, then a pop-up box will appear.   

 

Add your Location, Event Date, Start Time, and End Time. Then click “Submit.” 

 

The information will auto-fill in the Event Series section. You may edit your information or add 

more if needed.  Once all your event dates are entered, click on “Continue Application.” 

 

 

8. Step 2: General Info > Event: 

Info: Other Information - when you click on “Event Day Onsite Contact” some of the contact 

information you entered in the reservation will auto-fill the “Info” section. Review and complete 



the information for accuracy.  Any boxes with a red asterisk must have data entered. Be sure to 

enter your “Event Announcement” date and information under the “Elements” tab.  

 

 

SERVICES:  Under the “Services Requested” tab, select any City Department Services needed for your 

event.  



 

EQUIPMENT: 

If you elect to rent equipment for the Office of Special Events, reference the Planning and Resource 

Guide for the complete list of rental equipment.  Under “Add Equipment Type” select the number of 

types of equipment you want to rent. For example, “Add 2 Types.” 

 

In the pop-up window, under “Equipment” use the drop box to select the type of equipment you need. 

Note, that the “Inventory” and “Rental Fee” tabs will autofill.  Enter your desired “Quantity” and any 

“Notes” for each type of equipment. When you have entered all your equipment types, click on the 

“Submit” button.  



 

A summary of your Equipment request will appear under the “Equipment” section. You may edit or add 

equipment as needed.  Click on the “Continue Application” tab to move forward with your application. 

 

 

 



If you receive an error message, reference the area the error message refers to and complete that step 

to move forward. Click on the “Continue Application” to proceed.  

 

 

9. Step 2: General Info > Site Map & EAP: 

Complete the information under the ”Site Map & Event Action Plan” section and upload your 

site map and event action plan by clicking on the “Add” tab under the “Attachment” section.  

Note, that your site map is a required document to complete and submit your application.  



 

To upload an attachment, select the “Add” tab and a pop-up window will appear where you can upload 

your site map. In the pop-up window, select “Add”, then choose your file to upload. Once your file is 

uploaded, select “Add” again to add another file or “Continue” to close out the window.  



 

A summary of your attachment(s) will appear in the “Attachment” section. Select the appropriate 

“Type” for each document and provide a brief description. Click “Save” to save your documents.  

 

When your documents are successfully uploaded you will see a green check box on your screen. Select 

“Continue Application” to move forward. 



 

If your site map is not uploaded, you will receive this error message: 

 



10. Step 3: Event Details > Insurance 

Select your insurance status and upload your attachment.  See the “Site Map” upload 

instructions for how to upload documents.  Note insurance certificate is due 45 days before 

your event date. If your event is less than 45 days away, your insurance is due with this 

application.  

 

 

Step 3: Event Details > Notification: 

Enter your Community Notification information and upload your documents.  See the “Site 

Map” upload instructions for how to upload documents. Note, community notification is a 



required step for all special event permit applications. Please refer to the Planning and Resource 

Guide for more details.  

 

 

11. STEP 4: Services > Service Details 

Street Closures: 

If your event is requesting a street closure, written support is required for all businesses and 

residents directly within your requested closure area.  This includes those impacted by the 

street closure request. Select your street closure details and upload the signature sheet under 

the “Attachment” tab.  

 



 

Step 4: Services > Service Details 

For the following sections, select what services apply to your event and complete the information.  

Click on “Continue Application” once you have selected all your desired services.   



 



 

 

 



12. Step 4: Services > Food and Alcohol 

Continue to select what applies to your event. For Alcohol, you must submit a copy of your 

MLCC-issued service license. Review the Planning & Resource Guide for details.   

 

If you are cooking or preparing food on-site or using a mobile food vendor, then you will need to list 

your food vendors. Select “Add a Row” to enter the amount of food vendors at your event.  

 



 

 

Your completed food vendor list will appear in your “Food Vendors” event summary. Select “Continue 

Application” to move forward.  

 

 

13. Step 4: Services > Tents, Generators, and Sound 

Select what applies to your event, complete the information and then click on “Continue 

Application” to move forward.   



 

 

 

 

 

 

 

 



14. Step 5: Signature > Application Agreement 

Enter your name and continue the application.  

 

 

15. Step 6: Review 

Review your application. You may click on “Edit” to make changes as needed.  After completing 

your review, click “Continue Application” for payment.  



 

 

16. Step 7: Pay Fees 

A summary of your event charges will appear. Select “Check Out” to proceed to payment.  



 

 

 

 

 

 

 

 



Enter your payment information and select “Submit Payment”. The City of Grand Rapids accepts, VISA, 

MasterCard, and Discover. You will receive a confirmation email confirming your application has been 

submitted.   

 

 

Congratulations! You have completed the Special Events Permit Application Process! Please allow 48-36 

business hours for the Office of Special Events to process your application.   

**Important Note: After completing your first Special Event Permit Application, you will have the option 

to renew your application in the following years. When renewing your permit application, the previous 

event information will repopulate in your new application, and you will only need to enter the new 

event date(s) and attach the updated supporting documents.  

 


