The recommended browser iIs Google

Chrome.

Creating an Escrow Account
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Escrow Accounts Explained

Escrow is a process used by customers in the process of completing

transactions with Development Services Department.

Development Services Department customers can create an Escrow

Account using the Citizen Access Portal.

After creating the Escrow Account, account owners place funds in
escrow, and, if they wish, assign an authorized agent

with instructions to disburse the funds to the city and pay fees due on
their records. This way, the transactions between the account owner

and the city proceed efficiently.
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https://acatest.sanantonio.gov/TestCitizenAccess/Default.aspxhttps:/aca.sanantonio.gov/CitizenAccess/Default.aspx

Escrow Accounts Explained

Creating an Escrow Account is a functionality of Citizen Access
available to registered users. To register for an account click

here: Citizen Access Portal

Please contact Development Services Department Customer
Call Center with questions, M-F, 7:45am to 4:30pm,
(210) 207-1111 or email Call Center.
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https://aca.sanantonio.gov/CitizenAccess/Default.aspx
Call Center

Anncuncements | Logged in as:Wren's Rose Flower Shop | Collections (0) | Account Management | Logout

m Land Development  Building  Fire
Dashboard My Records My Account Advanced Search
Hello, Wren's Rose Flower Shop
My Collection (0) View Collections

After login to your account, click Create an Escrow Account

(#1) link located at the top of your home page.
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m Land Development  Building  Fire

Dashboard My Records My Account Advanced Search

Online Application

Walcome to dhe Ciey of San Amonio Development Services Department's Online Permitting System. Use this system from the convenience of your home or office, 24 hours a day w:
= Submit and updawe information
+ Pay fees
+ Schedule inspactions
+ Track the status of your applications
+ Print your final record

This is the General

To get starved you MUST:

+ “Allow Pop-ups from This Sive” - More informasdon can be found ax www sananwonioogoy/dsd/Build5AHelp asp DIEE'EII’I’IET pﬂgE.
= Accaps the General Disclaimer balow R
ead through the

General Disclaimer . . .
All Ciny of San Antonio web sives, Including but not imited w0 the Development Dlﬁﬂlﬂlmer_ CI":I{ thE
Sarvices Depariment CUStOMET POrtal wWww Sananonbo oy, WL X LIS i
T SININRONIG SOWAGES, W, ALNTOBOME CON, WarW SANGNEONIOM-COM, . box to the left of the
W Visitsanantonio.com, mysapl.org and sapl salib.vous are provided as 3
public service. PLEASE NOTE that users of these web sibes are responsible for - Etﬂtement [#1 ]-
checking the aCOUraCY, CHMPIEtENess, CMency and/or sultability of 2l
information. The CITY OF SAN ANTONKD makes no representations, Quarantees, — - -

| have read and acCepeed the abowe terms.

Continue Application »

The General Disclaimer page displays. Read through the
Disclaimer. Click the box to the left (#1) to accept terms. Click
Continue Application (#2).
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Escrow Account

Step 1: User Information = User Information .
- * indicates & reguered field

Applicant
To acli the Appiica. Fmation, ] anage e
panca s The applicant information
. : ~ displays.

tact Addresaes

To @dit 2 confact address, cifck he sdovass Unk.
Required samfact aodress Srpefsl-Malling

Copy Applicant Contact Information
Applicant Also Known As: o
fCheck ail that apply)

Click a box to the right of
your selection.

0 ===

The system advances to Step 1: User Information>User
Information of the application.

Select all Applicant Also Known As roles that apply by clicking the
corresponding box (#1).

Click Continue Application (#2).
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m Land Development  Building  Fire

Dashboard My Records My Account Advanced Search

Escrow Accoumnt

Step 1:User Information =Application Details
¥ imdicates a reguered field

Contact List
Step 1: User Information>Application

Ta prevnt 3 cantat trom ecanng amat: Details Contact List shown. An
Exlsfing Contact-Ciick the contact’s “Edir Ink and Men ciick “Do nof racehve Emall Notfications” bax AUthﬂriZEd Agent I'I'Iﬂ}' hE EEIEﬂtEﬂ
m m here. If doing so, select Look Up before
Add New to avoid creating duplicates.
5”':":"['['?'"1“:“1 Business Mame ContactType  Primary Phone  Work Phone  E-mail Action
e Escrow Cramer  B00-644-7329 patricia rosasfsanantonic.goy  Ed

| -
Flower Shop Flower Shop

The Contact List section of Step 1 is shown on this slide. An
Authorized Agent for the account may be added here. If so, click
Look Up to search for the contact before clicking Add New and

creating a new contact. This avoids duplicates in the system.
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Application

Application Details

The following fems may be deducted by the City from the Escrow Account for unpaid fees

L0 Tasn:

(4,

Select the items that may

Permite Onky: O -
Ra-ingpection fees and Scheduling Fess Only: O hE dEdL":tEd hy thE Elty
Pratting fese: O for unpaid fees from the
Sl b escrow account.
Mo Tees may be deducted from the Ezcrow Account unless O
autherization from agent or cwner |2 given.:

" Escrow Account Mams: S—

"1 authorize all current and future authorized agent contacts

astablished by the ownar of this Escrow account fo uase this
account to pay fees to the Cliy of 3an Antonla. :

Lave and resume later Continue Application »

Shown is the Application section (bottom half) of the Step 1 page. Click
the corresponding box to select the items that may be deducted from
the Account by the city for unpaid fees.

Type a unique name to the Account. Click Continue Application.
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m Land Development  Building  Fire

Dashboard My Records My Account Advanced Search

Escrow Account

Step 1: User Information > Documents ThE next Etep iE thE
" indicaies a regueed feld
document Attachment
| documentation (this is not

Toe s e e A required).
hemd:hem:mht:mhem] are dissllowed file types to upload - -

Mame Type Size Latest Uipdate Action

Mo records found.

This record type does not require documentation. Click Continue

Application.

* Click the Save and Resume Later button to put the application on a
temporary status and complete the application at a later time.

Temporary applications display on the My Records tab.
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Drashboard My Records My Account

Escrow Account

1 User Inforrmiation

Step 2. Review -——

Sawe and resume later

Please review all mformation below. Click the TEdit” buti ons to make changes to sections or "Continue Application” to mowe on.

Record Type

We are in Step 2: Review.
Organezation Review all information, if

Wren's Rose Fiower Shop

Primary Phone:S00-644-7329 changes are needed click

E-mall: patricia rosasq sananeonio.gov

Do okt resceive Email Motifications: Mo thE Eectinns

corresponding Edit tab. :

ApplICant A0 KNOoWn As: - E

Buthorized Agent: Mo
Eseroner Owenieer; Yasg

Showing 1-10f1
Full Name Business Mame Contact Type  Primary Phone  Wark Phone E-mail

Wres'sRose  Wren'sRos (o nener  B00-644-7229
Flower Shop Floweer Shop

The system advances to Step 2: Review. Review sections

for accuracy.
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i Ca— This is the bottom half

Agpiication Detats of Step 2: Review page. =3

Al Femgs; Yes
Permits Onlys: Mo
Re-ingpection fees and Scheduling Fees Only: HNo
Platting fees; Mo
Zoning fees: Ho

No féees may be deducted from the Eserow Acoount wriifiois
authorization from agéent or cnamer is given.:

Estrow Account Mame: Wren's Flower Shop

I authorize all corrent and futwre authorized agent Yeg
contacks established by the cwner of this Estrow

account to wse this account to pay fees to the City of San
Anbonio. ;

Attachment Emt

To upload a new document click Add.
The maximum file size allowed is 80 ME
htmihemymbt;mibtml are dissllowed file types to wplosd.

Mame: Type Size Latest Uipdate BAction

MO records found.

OATH: | swear or aifirm that the statsements Contained in this application, InCluding any attachments and relawed documents, w0 the bese of my knowledge and belief are true, comect, and oomplese. -
CERTIFICATIIN: | cemify that | have read and understand the Instructions that accompany this application and that the statements made as part of this application are thee, odmplets, and cormect and that
No material information nas been ominted. By Checking the box below, | undersiand and agree that | am electronically siqning and Ting this applicaton.

Ll

1 By checking this box. | 2gree w0 the abowe Cenificaton. Date: 092502020

0 ===

Scroll to the bottom of the page to read the OATH certification
stating all information is true and accurate.

Click the box (#1) to agree with terms.

Click Continue Application (#2).
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The system advances to
Step 3: Record
Issuance. A green
banner displays
indicating the
application is complete.
The Escrow Account
number displays
directly below the
green banner (shown).
This is the number
needed to access the

Escrow Account.

@™ CITIZEN ECCESS

Welcome to the City of 5an Antonio
- for SAN ANTONIO

L - o 3 . v | B e & g il
I STt 10 15 T e L b | . p gk et L

T T il '.I - CETAN LT

Home  Land Developmemnt  Building  Enforcement

Creata an Apphcation Saarch Apphcabons

Escromwy Account

1 Usar informraion 7 Fayverey 3 Feioord IssusncE

Step 3. Record Issuance

Plaasa print your record and ratain a copy for your reconds.

Thasrdk: o For ey cur ol merescos
Youwr Record 1D is ESC-AFP-19-00716. °

You will peed this Record 1D to chedk the: statws of your applicatson or to schedule/check resulis of inspections. Please print 2
copy of your record for your files.

Your spplication Fas besn submitind for review Dy the Ciy of Sam Anbonio Developmant Srvioes Deparimment
Yo ey conmact B Deselopmant Serioes Departmant at thalr offices o by phona

T Mormon Davalopment and Busicsass Sanices Comior

O] South Almao Straat

San Amtonio, T 78204
Phone: 210,207 1111

Hours: 7-45 2m - 4:30 pmi [Mon - Fri)
Closad on Clty Holidays

Wiewr Hecord Details =
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m Land Development  Building Fire

Dashboard My Records My Account Advanced Search

Escrow Account

1 Iiser Infonmation 2 Heview

Step 3: Validate Fees

—
Application Fees
Fees Ciry. Amount
Mo Fee . £0.00
| Recalculate |
TOTAL FEES: S000D
Continue Application »

The system advances to Step 3: Validate Fees step.
Creating an escrow account does not carry any fees. Click Continue

Application.
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m Land Development  Building  Fire

Dashboard My Records My Account Advanced Search

Escrow Account

Step 4 : Record Issuance

—

Your application has been swcoessiully submitted.
Please print your recond and reeain a Copy hor yOour recornds.

Thank you for using owr online senvice
l‘* Your Record |Dvis ESC-APP-20-00056.
Yiow will need this Record ID to check the status of your application or to schedulefcheck results of inspections. Please print a copy of your record for your files.

Your applicasion has been submisted for review by the Ciey of San Antonio Developmemt Senvices Department
Wou may comtact the Development Services Department at thelr offices or Oy phone.

CLEt Moreon Development and Business Sepvices Cemeer

1901 South Alamo Stresd

San Anvonio, TX 7E204

Fhone A0.2071111

Hours: 7:45 am - 4:30 pm (Mo - Frill

Closed on Ciry Holldays

e View Record Details »

The system progress to Step 4: Record Issuance. The escrow account

Is now created. Notice Escrow Account record number (#1). Click
View Record Details for additional information (#2). Manage the

escrow account from your Account Management page.
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Managing the Escrow Account
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In the Account
Management
page, click the
Account ID (#1)
to view all
transactions and
conduct deposits.
Click Deposit link
(#2) to conduct a
deposit using
credit card or

bank payment.

row Account | Amend Escrow Accownts)

Adwvanced Search

Announcements | Logged in

as:Wren's Rose Flower Shop | Collections (0) | Account Management oOgo

Manage Your Account

Your current account information is shown below. Click an Edit button to update information within a section.

Account Type

Chizen Account

Login Information

User Mame: wren lanseamichiganrr.osm

mend ESCrow ACCoun(s)

Showing 1-1 of 1 | Bgpont results

Account ID Agency Balance
20-00056 CO5A 20000
4

Descripton
Wren's Flower Shop

IIIIII

Escrow Account Information
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Screenshot of
the Account ID
page. Make
deposits by
clicking Deposit
link (#1).

Dashboard My Racords My Account Advanced Search

Escrow Account Details

Account ID: 20-00056
Deccripticn: Wren's Flower Shop

Showing 0-0 of 0
Parcel Mumber

Mo resconds. found.

1

Associated People

Showing 1-1 of 1 | Export results
First Mame Middiz Name Last Mame Full Hame § Org Hame E-mail Primary Phone
Wren's Rose Flower Shop ERETrHOLS T OSaS 1 SN bOnio. oV B800-644-7329

1 3

Showing 0-0 of 0

Mo reconds found.
1
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m Land Development  Building  Fire

Dashboard My Records My Account Advanced Search

Flease selact a payment method and dhen fill in 3l required informiadon.
The avallable payment methods are:

«Cradit Card
«Hank A&ccount

* IndiCcates 3 reqguired Mield.

Payment Options

* Amount:
Accoumn 10
F0-00056 S000.00

() Pay with Credis Card or Bank Payment

Screenshot of the Deposit link page.
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Amending an Escrow Account
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To amend Escrow
Accounts, after

login, click the

Amend Escrow

Account(s) link 2 Sl SR —— S
. Clicking the Record
(#1) located at the o tcrmaion o el e Number ID takes user
e to the Record Details
top of your home T g page.

page. Account
number displays
(#2). Amendment
link (#3).
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Please note: Contact the Development Services
Department Customer Call Center to create an
amendment to add or remove an authorized agent
from an Escrow Account. This process is conducted
by staff. Kindly call (210)207-1111, M-F, 7:45am to

4:30pm or email Call Center
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Call Center

Making a Deposit into an

Escrow Account
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Escrow Account Information

WA ACCOLNTE 5]

Showing 1-1 of 1 | Export results

Account ID Agency Balance Descripdon Ledger ACCount Action
20-00056 COsA S0UD0 Wran's Flower Shop Diepiosht

1

Delegates

From Account Management page, scroll to the Escrow
Account Information section (shown). Click either Escrow
Account Record ID # (#1) or the Deposit link (#2).
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\ Dashboard My Records My Account Advanced Search

\ Escrow Account Details

Account ID: H0-00055 Balance- 5000
Description: Wren's Flower Shop Skatus Acivee
Ledger Aocount:

1
Associated Address

If Record ID # link is clicked, the Escrow Account Details

page displays (shown). Click Deposit (#1).
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m Land Development Building Fire

Dashboard My Records My Account Advanced Search

Please select a payment method and then fill in all required information.
The available payment methods are:

«Credit Card

«Bank Account

Payment Options

* Amount:
Account ID:

20-00046 5000.00]|

(@ Pay with Credit Card or Bank Payment

After Deposit is clicked, the Payment Options page displays
(shown). Type Deposit Amount (#1). Click Submit Payment

(#2).
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® Credit Card O Bank Payment

How would you like to make the payment?

Select Credit Card
or Bank Payment.

3% surcharge will be added to your transaction

Payment Amount : $5000.00

Review Information.

Service Charge for the Credit Card Processing :

$150.00

Total Amount ; $5150.00

Select Credit Card or Bank Payment (#1). Review

Information. Click Continue Payment (#2).
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Online Invoice Payments

. Use drop-down arrow to select \
@® payment from credit card o Card type.

Card Type: | Master Card v
Card Number: | 5555555555554444

Expiry Date: (07 v | 2023 v e Type Card Information.

b y
After clicking Make Payment, please do not refresh the page or press the back button on your internet browser.

$5,150.00
Total: $5,150.00

o Complete Transaction

Use drop-down menu arrow to select card type(#1). Type card

information (#2). Click Complete Transaction (#3).

*Note: Development Services Department does not retain credit card
information.

*Credit card information used here is used for example only and

fictitious.

09/29/2020



m Land Development  Building Fire

Dashboard My Records My Account Advanced Search Citizen Access dIEp|E}"E agreen banner

indicating confirmation of deposit. —

Deposit to Escrow successful. Please check your email for confirmation.

Thank you for using our online services.

Click the Account Management link provided to

Now you may go back to trust account detail page to check current information of the trust account. .
return to your Escrow Information page.

Il Account Management

Click the Account Management link provided(#1) to return to
the Escrow Account information page. Scroll to the Escrow

Account Information section to view updated balance.
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This concludes the Creating an Escrow

Account module.

Creating an Escrow Account
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