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Using an Escrow Account to Pay Record Fees
- 00___0000000__]

Escrow Accounts refer to accounts created by Citizen Access Portal registered account owners and created for
the purpose of holding funds to pay for Development Services record fees.

Things to know about using an Escrow Account to pay fees
e This functionality is only available to Citizen Access Portal registered account holders,

e The Escrow Owner or one of his Authorized Agents on the account may use the account to pay any
record fees that are due,

e Only the Escrow Account Owner may close the account,

e |tis suggested that if an organization is creating an Escrow Account, it should be created in the
Organization’s name,

e An Escrow Account Owner may have multiple accounts — each Escrow Account must have its own
unique name.

Use the Add/Remove Contact amendment to add or remove Authorized Users when managing your Escrow
Account(s).

Before you begin

1. Gather pertinent information: Citizen Access login information, Original record ID # (parent record), etc.

Paying a Fee

1 Login to your Citizen Access Account (to register for an account use the following link:

https://aca.sanantonio.gov/CitizenAccess/Default.aspx.)

2. Using the My Records tab, locate and open the record with fees.

3. From the Record Details page of the record, click the Payment drop-down menu (shown).



https://aca.sanantonio.gov/CitizenAccess/Default.aspx
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ta an Escrow Account | Amend Escrow Account(s)

Home QELERREREETL LY Enforcement

Create an Application  Search Applications

Record ZONING-ZV-2019-13300128:
Zoning Verification
Record Status: Under Review o

Add to collection

Record Info v

To view any current P e

Payments

d, please refresh the page.

Escrow Account
. Informati
Location ormaton
211 PATRICIA, 78216
nysical
1901 § Alamo

san antonio, TX, 78205

United States

» More Details

4. The Record’s Fees page displays. Notice the Total outstanding fees amount is listed. Click View Fees Details

(#1 shown).

Create an Application

Home QEELERRSTERTT ELIE Enforcement

Search Applications

Zoning Verification

Record Info +

Record ZONING-ZV-2019-13300128:

Add to collection

Record Status: Under Review

Payments «

To view any current activity on this Record, please refresh the page.

Total paid fees: 5371.00

Fees

Qutstanding: o
Date Invoice Number Amount

08/07/2019 3825 $10.50 View Fees Datails
08/07/2019 3825 $10.50

08/07/2019 2825 $10.50

08/07/2019 825 $10.50

08/07/2019 3825 $350.00

< Prev agdivional Resutis:1 2 Next >

Total outstanding foes: $1,242.00

Paid:

Date Invoice Number Amount
08/05/2019 3735 $350.00
08/05/2019 3735 $10.50
08/05/2019 3735 $10.50

5. The Application Fees itemized list displays. Review fee amounts. Click Continue Application (shown).
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Home QELELIEFELENL TS Enforcement

Create an Application Search Applications

Application Fees
Fees Gty. Amount
$350.00
$500.00
510.50

Zoning Verification Letter Fee i)
Expedited Zoning Verification Letter Fee
Surcharge - Development Services Fee fi
Surcharge - Technological Improvement Fee (i} 51050
$350.00

$10.50

Zoning Verification Letter Fee - AR

Surcharge - Development Sarvices Fae - AR

I S T T S U

Surcharge - Technological Improvement Fee - AR 510.50

TOTAL FEES: 51,242.00

6. The Payment Options page displays (shown). Click the radio button to the left of Pay with Escrow Account
(shown). If you are the owner of multiple Escrow Accounts a drop-down menu displays. Click to select the
Escrow Account you wish to use to pay fees.

Home QRELLIDENERRY S  Enforcement

Create an Application Search Applications

Pleasa select a payment method and then fill in all required information.
The available payment methods are:
«Credit Card
«Bank Account
*Escrow Account
* indicates a required field.

Payment Options

Amount to be charged: 51.242.00

() Pay with Credit Card or Bank Payment
(@) Pay with Escrow Account

*Escrow Account Number AEEEDAEEILL RS

-—-Select--¥
-F

Submit Payment »

7. Click Submit Payment. The Payment Options page displays the amount to be taken from the Escrow
Account, the Escrow Number, the Name on the Escrow Account and the balance of the account (shown).
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Payment Options

Amount to be charged: 51,242 .00

() Pay with Credit Card or Bank Payment
(#)Pay with Escrow Account

*Escrow Account Number

| 19-00107 |

Mame on Escrow Account: Drucita
Amount Available: 551,000.00

Submit Payment =

8. Click Submit Payment.
9. A green banner displays after the fee is paid (shown). The record number the fee is associated with
displays. Click Print/View Receipt to print or save or your receipt of payment (#1 shown).

Home QEELLLHIEFEETNIE  Enforcement

Create an Application Search Applications

Record Issuance

You have paid a fee associated to this Record,
Please print a copy of this receipt and retain a copy your records.

Thank you for using eur online services.
Your Record Number is ZONING-ZV-2019-13300128.

You will need this number to check the status of your application or to schedule/check results of inspections. Please print a copy of your
record and post it in the work area.

Alicensed professional is now authorized to proceed with work at the designated location.

Your record type requires a follow-up inspection once work is completed. You may schadule the inspaction now or return to schedule
the inspection upon completion of the work. Choose “View Record Details™ to Schedule Inspections, check status, or make other updates.

View Record Details »

Thank you for using Development Services Department’s Citizen Access.




