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Guide Sheet – Submitting Inspection, Testing, and Maintenance Reports 

 
The link to the ITM portal can be found at www.cobbfmo.org or by doing an internet 

search for “Cobb County ACA” to locate Cobb’s Accela Citizen Access page 

 

 
 

1) Sign in or Create an Account if you do not already have one. 
 

 

mailto:fmoinspections@cobbcounty.org
http://www.cobbfmo.org/
http://www.cobbfmo.org/


To submit an ITM report click on Fire 

2) Click on “Fire” 
 
 

 
 

 



Click here to expand the list 

Select which report you 
want to submit 

3) Click on “Inspection Testing or Maintenance Reports 
 

 

 

4) Select what type of report you are submitting and click on “Continue Application”. 

NOTE: Only one report can be uploaded at a time 
 



5) NOTE: This is for submitting Annual Inspection Testing and Maintenance reports 

to the Cobb County Fire Marshals Office. Do not submit your drawings for review 

here. Click “Continue Application” 

 

 

 



Enter street name, Do Not add 
"dr. hwy, etc" 

Next, click on Search to validate 
the address 

6) You can search by address or parcel. Enter the address location of the report you 

are submitting and click on “Search”. The address and parcel fields should 

populate 

 

 
 

 
 

 

 
 

 
 

 
 

 
 

 

 
 

 
 

 
 

 

 

 



Add the Business/Site 
contact for the facility 
you are submitting the 
report for, if they have 
been entered before, 
click on Select from 
Account, if new, click 
on Add New 

7) Continue down the page. The system defaults to you as the Applicant, if you need 

to edit this to change the details click on edit. Populate the Business – Site 

Contact information, click on “Add New” or for existing contacts you can “Select 

from Account”. This is the contact person at the location for the report you are 

submitting. After entering the contact information click on “Continue Application” 

 
 

 

 

 
 

 

 
 

 

 

 

 
 

 

 
Completed fields 

 

 



If Yellow or Red are selected, a 
text box will appear for you to 
write in a brief description of the 
impairments 

8)  Provide details on the location and details on the status of the system you are 

submitting 

 
 

 
 

 
 

 
 

 

 
 

 
 

 
 

 
 

 

 
 

 
 

 
 

 
 

 

 
 

 
 

 



9) Upload the report by clicking on “Add” 
 

 

Select your report and then click on “Continue” 
 



From the drop-down pick list select the type of report and then provide a brief 

description and then click on “Save”. To add any Supporting Documents, repeat 

the above-mentioned process. If finished uploading documents, click on “Continue 

Application” 

 
 

 
Documents uploaded and saved 

 



10) Review the information that was provided for correctness and completeness 

and then click ‘Continue Application” 

 



11) Cobb County Fire Marshal’s office has a $20 submittal fee. Click on “Check 

Out” to pay the fee and finish the submittal. If you would like to submit an 

additional ITM report, you can click “Continue Shopping”. This will allow you to 

pay for all submittals at one time rather than one by one. 

 

Print or save your receipt. Below you will be able to see your ITM record number and a 

confirmation email will arrive. The submittal process is complete. 
 


