
 How to Schedule an Inspection 

1 

 

Schedule an Inspection 

Staunton Community Development Department  |  City Hall, 3rd Floor  |  540.332.3862 

Step 1:  Navigate to Staunton's Civic Access Site 

 

Step 2:  Click "Login or Register" and Log into the Civic Access Site 

 

 

Step 3:  Click "Request Inspection" 
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Step 4:  Click your permit number to open the permit record. 

 

 

Step 5: Under the available actions section, click "Request" next to the inspection type you need to schedule. 

 

Step 6:  Click the calendar icon next to the "Requested Date" field. 
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Step 7:  Click the date you want to schedule the inspection. 

 

Step 8:  Select the "AM" or "PM" option for your preferred inspection time. 

 

Step 9:  Click the "Comments/Gate Code" field and type any comments, gate code or to request a specific time 
for the inspection. We try to accommodate for specific time requests but they are not guaranteed.  
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Step 10:  Click "Submit" to submit your inspection request. 

 

Step 11: You will see a confirmation message. Click "Back" to return to the permit record. 

 

 

Step 12: Once the Community Development office processes your request and schedules the inspection you will 
receive an email similar to this.  If your specific time request can be accommodated it will be noted in the 
inspection comments field of the email.  

 

From: noreply@eplmail.tylerapp.com 

 

Your Amusement Device Inspection for [address] has been scheduled for 3/16/2026. 
 
Inspection Comments: PM Inspection 
 
Please note that AM inspections are generally between the hours of 9:30am and 12:00pm.  PM 
inspections are generally between the hours of 1:00pm and 4:00pm. 
 
Please do not reply to this email as it is not monitored and cannot receive replies. 
 
City of Staunton 
Community Development Department 
540.332.3862 

 

mailto:noreply@eplmail.tylerapp.com
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Step 13:  Click "Inspections" to view the inspections tab. 

 

 

Step 14:  Click the inspection number to view the scheduled inspection. 
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Step 15:  If you need to reschedule the inspection, click "Reschedule" to change the requested inspection 
date. 

 

Step 16:  Click the calendar icon to select a new date. 

 

Step 17:  Click the new date on the calendar. 
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Step 18:  Select the "AM" or "PM" option for the new inspection time. 

 

Step 19:  Click "Submit" to confirm the rescheduled inspection. 

 

 

Step 20:  Click "Inspection Details" to review the updated inspection information. 
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Step 21:  Your inspection is now scheduled. The updated details will be reflected in the permit record. 

 


