BuildSA
General Functionality
User Guide

Development Services Department

Name

Date




GENERAL FUNCTIONALITY SEPTEMBER 2020

Table of Contents

Contents
TADIE Of CONETENTES ...ttt sttt ettt e bt e s bt e she e s et e s bt e bt e b e e abeeameeemeeeateenbeesbeenaeesanesanesane 2
DOCUMENT CONETIOL ...ttt ettt ettt ettt et ettt s e e s et e s bt e s bt e e bt e e sabeeesabeesabeeeseeesabe e e sseesabeesaseeesabeeaaseeesnbeesaneeesabeesanes 6
INtroducing BUIlASA BaCK-0FfiCE ..e..viiiiuiieiiie et ecee ettt et e et e e sttt e e te e e bt e e satae e saeesataeenseeesnsaeeseeessseeanseeesnseeanses 7
(o T=4 1o 1= TaTo Il Ko Y=o T | AF PRSP 8
TIMEOUL IMBCNANISIN ...ttt ettt b e s bt s ae e et e bt e bt e s bt e s bt e s at e e ab e e bt e bt e beeebeesmeeeateemteenbeenbeesaeesanesanesane 9
THE INEEITACE ..ttt b e a ettt e bt e s bt e she e sa et s ab e e a bt e b e e b e e sbe e eaeeeae e et e e nbeesheesaeeeabeeabe e be e beennees 10
THE BUITASA INTEITACE ettt ettt h e s at e st s bt e bt e bt e s bt e s ateeateeabeesbeesaeesatesabesabeebeesneesnees 10
THE CONSOIE ...ttt ettt ettt e st e s bt e e s a bt e st e e e bt e e s ab e e e sab e e s abeesabeeesabee e beeeamseesabeeesabeesabeeeneeesabeeeneeas 11
TE HOMIE PAZE..ci ettt ettt e e et e e e et e e e e et e e e e e ebeeeeeebeaaeeaaseaaeeaaseaaesansesaesanseaeesasteeesastasesanstaseeastanesanstanasanns 13
T LR o) B Y=l o (o] o a1l - V= < P 14
(BT gl eTeF: [ o DT 1Y o] - 1Y SR 14
TASK CArd VIBW .ttt ettt et et e b e s et st st e bt e b e e s me e e me e e et et e e bt e sbeesanesanesare e neenneennees 16
FEatures Of the Task Card VIEW .......co.ei ettt ettt b e st sttt e b e be e sbeesatesasesabeebeebeenbeesnees 17
LI O T o I Y1 0] o L= USRS 19
TaASK CArd DELAIIS ...eueeeieetteiite ettt sttt et e bt esh e e s at e st e b e e be e e bt e e a et et e et e e bt e she e sate et e e be e beeaneeeneas 20
LIST VIBW ettt a e a e s a e s e s 20
USING the LISt VIBW c.eeeiiee ittt sttt e ettt e e et e e e e s bt e e e s ataeeeeasta e e e e nbaeeesansseeeessaeeesnsseeeeanstaeesanssenens 21
ACLIONS IMENU TN LIST VIBW ittt sttt et e et e e s st e e s e e e e s sme e e e s semeeeessamaneessamrneesnans 22
(6o aTe [N dToT g T [olo] o L3N OO OO TP T STV PRUPRRUPRRRPPO 23
I YU T Vol o o - o 1S P PRPUPPR 23
(YUl Tol aYoF- o [ ST L <SRRI 24
FEatures 0f The IMain IMBNU........coi ittt sttt e bt e s e st e et e et e e s b e e saeesanesanesaneeneesreennees 26
PN NN SPACES . 26
Y OULE P A AN i 27
(@1 g Yo T 1Yo ] ) (TP UPPPR PP 27
YA I 1 o SRR 28
LCT=T YT I o T3S 32
T 1T N AT o = 1Y« T= o 1T S 32
0] LT LT o Lol I o] [ T OO OSSO OO PUSUSPTO 32
CrEating NEW RECOITS ....eiiiiiiiieieiiiee ettt e e ettt e e et e e e et e e e e bt ee e e abaeee e saaeeeaaassaeesaasbaeeeansseeesasssaeeeanssaeeeanssaeeeasnseeesesasteeesnnsens 33
Alternative Option for Creating NEW RECOIUS........ccviiiiiiiiie ettt ettt et e e e e stte e e e e sate e e s ssataeeesastaeessantaeeesnns 37
TraNSACLIONAI RECOIMS ...couviiiiiiiieie ettt ettt ettt e bt e s bt e sht e s ate s abeea b e e bt e sbeeeaeeeateeabeebeeebeesheesabeeabeebeenbeesaeesnees 37
Addresses, Parcels, and Owners Information in Transactional RECOIAS.......c.uueiieiiiiieeiiiiiee ettt e 37
Viewing Parcel Details in Transactional RECOIAS.........ciiiciiiiiiiiiieicciiee ettt e e e tre e e e sate e e e esate e e s ssrtaeessaneaeeesans 40
2




GENERAL FUNCTIONALITY SEPTEMBER 2020

Viewing Owner Details in Transactional RECOIS........ciiiciiiiiiciiie ittt e eiree e et e e ssaee e e s ssareeessentaeesseneaeeesans 40
Adding Addresses, Parcels, and Owners (APO) 10 RECOIS........oeiiiciiiiieiiieeeccieee et e e ectee e e ecte e e e esara e e s ssrtaee e sansaeeeenns 41
Removing an Address from @ RECOIM ......cccuuiiiieiiiieeecieee ettt e e et e e e et e e e e ta e e e s nabeee e ataeeesanssaeesanssaeeeanssneens 43
CONTACES IN ThE RECOIT ...ttt ettt e s e et e e s a b e e s bt e e s ab e e sabe e s bt e e s bt e e beeesabeesabeeesabeesabeeenteesareeennneas 44
Adding a Contact to @ TransactionNal RECOIM ......coccuiiiiiiiiiie ettt e e s e e st e e s saabeeessabaeeessnsraeessnnreees 44
Removing a Contact from a Transactional RECOIT ........cccuiiiiiiiiiie et e e vee e s e sbee e e e eabr e e e e areee e e anes 47
(o [hul oA @l a) = Tordll AV eI o I I SY=Tolo] o U RS 47
[N =TT 0] o1 = ot £ T PP PP PP 48
Adding a Contact tO BUIlASA DaCK-0ffiCE ...uuiiiiciiiii i e s s sate e e s ssstae e s senreeeesans 51
Create @ NEW CONTACT.....coi ittt e e st e e st e e s e e e s b et e e s s et e e s e s b e e e s ennne e e s enreee s e nreeeeearenessnnnes 53
MO ADOUL CONTACES .uteeiieiiieiiiet ettt ettt sttt ettt b e she e st s bt et e bt e bt e beesbe e s st e eat e et e e sbeesbeesatesanesabeeabeenbeenneesnees 55
C1OSE IMALCRES ...ttt ettt e bt e s bt s at e et e et e e bt e ebeesheesab e e a bt e bt e bt e beeehe e e aeeea b e e beenbeesheesanesaneeane 55
o T d o= W e oY = ot a1 TR o o <IN V) =] o [P 56
(0o aTe [1aTe] T o e [ o] o = Tot £SO PP PSPURRPRRPR 57
e Lol E PO UR PRV PRPPP 66
TO VIEW Parcel iNfOrmation.........oo ittt ettt e sttt e bt esbe e satesabesabeebeeaneesnees 67
YT 1ol o 1T 7= Co Yol 2 U=T oo e LSRR 68
USING All PAGESSRECOIT ....eviiiiiiiieeciieee et ee ettt e ettt e ettt e e et e e e e st e e e e bae e e e saaeeeeassbeeeeassbeeeeansseeeeansseeesansseeeesnnseneesnnsens 68
Performing @ Global SEAICH.........oo i et e st e e e st e e e e st e e e e e abee e e e abeeeeenareeeeenanees 73
[IEYUTa Yol gYo: [o I Y=Yol=T ol aY=Yolo] o KN T RS 74
The Launchpad provides a list of recently visited records. Each record displays in the order of when they were last
accessed, most recent first. To return to a recently Viewed record: .........ccueeiiiciiieieciiie et e ree e 74
Addresses, Parcels anNd OWNES (APOS) .....cciucreeiiiiieeeeeireeeeeeiteeeeeeiteeeeeeteeeeesaeesesettseeesetaseessssseeesssssssesasssseesassresessssseses 75
Y EYaF: Tod] o T e g1 = ot Vo o I Ty TP PPRPP 76
Deactivating a Contact Address in the SYSTEM ... e e e e e e e e e e abaee e e anes 76
(6o aTe [ ToT o - F U OO O OO OPOTO T R TRV PRUPTRRPPRRPPR 79
Fi¥o o T aT=a= W @leYa Yo Il uToY g I o X T 2 (=T ol o] o PSSR 81
(Y Y TaY -4 W @eTq Ve [T uToY oI Lo F- ot 4 1V PRSP 86
Editing an EXiStiNg CONITION .....viiiiiiiieiciiie et e e e e e e st e e e e s abe e e e essbeeeeeabeeeeesseeeeennseeeesnnsens 89
Conditions and Addresses, CONTACES OF PAICEIS .......ococuiiiiiiiiiiie ettt et e et e et e e e e abe e e e e eabee e e e abeeeeenabeeeeeennens 90
Removing @ Condition from @ CONTACT ....cccueiiiiieiiiecciie ettt e e rtte e e et e et te e et ee e st e e ete e eneeesssee e saeesnseeeneeesaseeennes 95
O T oTo a1 g Y- Y=Y ole] o LU UPRPPNE 97
The Summary Tab on the Record’s Navigation Bar.........cceeeiiciiie ittt et e e et e e e esate e e e s satae e s sneaeeeeans 98
The Consolidated RECOrd ACTIVITIES Tab ..c...ooiiiiiiieee et s s e 100
WV OTKFIOW PrOCESS ... ettt ettt e h e sttt s bttt et e e bt e bt e sh e e eae e e ate e beesbeesheesatesabesabe e beenbeesaeenaeas 100
ACtiVating/DEaCtiVAtiNG TASKS ....ccoviiiirie ittt ettt ettt e e et e eetee e ebe e e teeesateeebeeeeseeeebesessseesntessaseeesareeennes 101




GENERAL FUNCTIONALITY SEPTEMBER 2020

(81 Te L a1 oY= T - 1 PR 103
Outcome Of Updating Task STAtUS ......ccuiiiieiiiie ettt e e et e e e etbr e e s eabe e e s ensaeeesesbaeesensaeesennseeesennsens 95
PAF@lIE1 TASKS ...neeenteeteet ettt ettt ettt e s bt she e sa e st e e bt e bt e b e e bt e s ae e e a et et e ekt e eb e e sh et satesane s bt e be e be e neennees 97
ASSIZNING WOTKIIOW TASKS ..eeiiiiiiiiiiiiie ettt e st e e s st e e e sbte e e s sabteeeesbteeessasteeessassaeessanseeeennns 98
Additional Option fOr ASSIZNING TASKS ....cuuiiiiiiiiii e e e s s b e e s sbte e e ssabbeeessnsreeessnsaeees 102
Assigning Workflow/Inspections UsiNg MY Tasks PAg........cccuvevieiieirieiieiie e eere e eeteesseeesreeveenveesveesseesaresaneenneenns 102
Fi¥e o [ToY-d @leYa Y na =Y g 3 do I d o [N 2 (=T ol o] o IF ST 104
Adding Workflow Tasks COMMENTS.......ccccuiiiiiiiiiie ettt et e e et e e e e et e e e s eaaa e e e eaasbeeesaasaeeeeanssaeesansseeesannseeean 105
Viewing Workflow Tasks COMMENTS ........uiiiiiieieeciee et ste e eee e rte e et e et e e s e e ebaeesateeastaeessteesasaeessseessseeaseeesnseesnses 106
To view previously closed task COMMENTS ....cicuuiii it e e s s e e e s sbbeeessnsreeessnseees 107
PIN NUMIDEES. ..ttt sttt e b e s bt e s h et e ae e et e et e e abeeshe e saeesae e ea bt e bt eabe e bt e abeeeaeeente et e enbeesbeesanesmnenane 109
DOCUMIEBNTES ettt ettt st e st e e s e e e e s ab e e e s s b e e e s s ab e e e s s ab et e s e b e e e e s be e e e s e e e e s s e e e e s e aras 110
Making Documents Visible to the APPIICANT ........eiii i e e s sree e e s bee e e s sanes 111
To make documents visible 10 the aPPlICANTt.......coi i e e es 111
(81 o] LeF: o [TaY- a0 o TolU ] o =T o - 4 o] o RSP 112
Documents are not to be deleted under any CirCUMSTANCES ........oeieciiieeiiiieeecceee et e e e e e e e bre e e e eanes 116
Sorting Option iN DOCUMENTS TAD ....iiiiiiiiie ittt e e et e e e ette e e e sbteeeeeateeeeestaeaesssaeessstaseesastanaesnns 118
TO SOt dOCUMENTATION ..cuviiiiiiiiee ettt et et sae e sttt e bt e s re e sme e s ae e e e e ereesneesreesanesanesane 118

(O T AT a Y= = o o= Y| RSP 119
Accessing, Viewing, Forwarding and Attaching Documents t0 E-mailS .........cccouvieiiiiiireeiiie e 124
REIGEEA RECOIMS......euteeeeette ettt ettt b e b e s ht e s a e e at e e be e ebeesb e e sheesaeeeab e e ab e e be e bt e abeeebeesaseenbeenbeenbeesheesanesareeane 130
Record Pages View Of RElated RECOIS .......uuiii ettt et e et e e e et e e e et ee e e e aba e e e eabeee e e abeeeeeennens 134
Cloning Records in the Record’s Related RECOrds Tab ......cccuviiiieiieii it 135

(@ Fe] o1 o= @1 Tl 2= Tole ] o [P RP 136
Deleting a Record from the Related Records RelatioNShip .......ccueiiiiiiiieiciiee e 138
USING ThE LIST VIBW ..ttt e e ettt e e ettt e e e et e e e e et beeesaasseeaeanssaaeeanssaeeaessaseeennbeseeanbeneesanseeeesansens 138
USING the TrEE VIBW....eviiiiiiiie ittt ettt e et e e ettt e e e et e e e e abbeee s asaeee e nsbaeeeasssaeeaanssaeeeassbeeeeanbeeeessnseneessnsens 138

Y LT Ao F (PP PPPPPP SRR 142
Viewing and Updating @ SCheduled MEETING ........ccuviiii ettt e e et e e s eaa e e e s ear e e e e atreeeeenaaea s 142
Creating Pre-define@d Date IMEETINGS .....cviiiieeccee et estee ettt e tte e et e e te e e st te e saeeessteeeseeessteesaseeessseesnseeeseeesnseeennees 144
Modifying, Rescheduling and Cancelling MEETINGS ......ccccueeiiii ittt et e e sree e s e e e e e snee e sneeesnneeens 146
To MOdify MEETING AETATIS...cciieiieeiceee e e e e e e et e e e esabaeeeeaaaaeeesaasseeeeaasraeeeansaeens 146
e =T ol <o [0 [T T s 4 =T 4 L = USSR 146

B e T o= L aTo= I 1 4 V=TT o = 149
= = PO PP 151
WOTKING WIth FEES ..eeiiieiiiie ittt ettt e ettt e e e et e e e e ebte e e e s btaee e s baeeeesastaeaeanstaeeeastaeeesstaeessnstasessansanessnns 151




GENERAL FUNCTIONALITY SEPTEMBER 2020

VIBWING FEE BaAlANCES .eiieviiii ittt ettt et e ettt e e sttt e e sttt e e s st e e e e sabeeeesasbeeeesasseeesansaeeesansseeesansranessnsaness 153

eI e [o I I (=TS 0 o = T LU 1 ST 154
Adding Fees from 0ther RECOIM TYPES . ..uviiiiiiiiiecccieee ettt ettt erte e e et e e e ettt e e e st t e e e eeasaeeesaasaeeessassaeesansraeessnsaeeas 156
Adding FEEes from Other RECOIAS ......c..uiiiiieeciie ettt e et e et te e s e e bte e s teeetaeessteesasaeessseesnteeeseeesnseesnses 156

[V o1 Lo [T =4 T =T TSRS 157

TO VOIA @N UNPAI FEE......uiiiiiiieee ettt e e e e ettt e e et e e e e ttaeeeeataeeeestaeeeessseeesansbeeesansaesesansseeesanssaeesansenans 157

LS ) LT A - o ST 175

L Y a1 o Ao YT USSP 175
PrE-EXISTING REPOITS ...oeiiiiiiiiiiiiieete ettt ettt e et e e e sttt e e e e e e s at bttt e e e e e e e asbetaeeeeee s asssbaaeeeesesaansssaeaeeeesesansrraees 179
Generating @ Pre-EXIiSTING REPOIT oottt ettt et e e e e st e e e e e e s e s eaabbrteeeeeesesaanstaaaeaeeesnsannns 180
Saving Pre-Existing REPOIts 10 IMY REPOITS ...uuuuiii s s 181
Removing a Report From My Reports Category ... 182
UNASSIZNEA REVIEWS REPOIT ..ceiiiiiiiiiiiiee ettt ectee e sttt e st e e et e e e e st b e e e s abaeeeessbaeeeesssaaeeessseeeeasseeesasnseeeesnnseeesssnsens 182

(O LT Y oY= o T ol 6 o [ TSP 184
Viewing ESCrOW ACCOUNT(S) BAIANCES ...c..vviiieiieeiiieciieciee ettt et e e s te e et e e s te e e ta e e s ateeebeeessaeesntaeesseesnsaeensseesnsaessaeessseaans 186
USiNG the REPOITS fUNCLIONGIITY ...........ueeeieiieee et e e ettt ecte e e e e ctte e e et e e e e e bte e e e ebtaeeeebtaeeeestaaessstaseesastaeessastanaesnstanasanns 186
Using the Records Page fUNCHIONAIITY ......c.ueei ittt e e e e e e e e et e e e s e ba e e e e e bee e e e e nbaeeeenrens 187
Using the EScrow Account Page FUNCLIONAILY..........ccueuiiecuieiiieiieeeecciete e ettt e s seitee e e sitee e e ssataeeesbtaeessanteeesssteeassnnsaeassnns 189




Document Control

GENERAL FUNCTIONALITY SEPTEMBER 2020

Date Author Version Change Reference
08/10/2016 Patricia Rosas 1.0 Initial Draft
11/09/2016 Patricia Rosas 1.1 Submitted for Review
02/23/2017 Patricia Rosas 1.2 Complete Re-do
06/13/2017 Patricia Rosas 1.3 Update
07/06/2017 Patricia Rosas 1.4 Update
07/07/2017 Patricia Rosas 1.5 Update
10/9/2017 Patricia Rosas 1.6 Update
10/13/2017 Patricia Cavazos 1.7 Review
10/17/2017 Patricia Rosas 1.8 Update
10/26/2017 Patricia Rosas 1.9 Update
01/09/2018 Patricia Rosas 1.10 Update to new

Interface
05/07/2018 Patricia Rosas 1.11 Update
05/22/2018 Caryn Moore/Patricia 1.12 Table of Contents
Cavazos Review
05/25/2018 Patricia Rosas 1.12 Update
05/29/2018 Patricia Cavazos 1.13 Review
05/30/2018 Patricia Rosas 1.14 Update
06/04/2018 Patricia Rosas 1.15 Update
06/07/2018 Patricia Rosas/Patricia 1.15 Review/Update
Cavazos
07/29/2019 Patricia Rosas/Patricia 1.16 Review/Update
Cavazos
09/01/2020 Patricia Rosas/Patricia 1.17 Annual
Cavazos Review/Update




GENERAL FUNCTIONALITY SEPTEMBER 2020

Guide Objective

This guide is designed to assist the end-user with the basic automation functions of BuildSA back-office
needed for conducting daily work tasks.

Specific record-type information is not found in this guide. Other topics not included in the guide:
= Electronic Document Review (EDR/EPR)
= ePermitHub Digital Plan Room
= Geographic Information System (GIS)
= |nner City Reinvestment Infill Policy (ICRIP)
= Ad-hoc Reports
= Financial Aspect

Introducing BuildSA Back-office

BuildSA back-office is designed to be intuitive and easy to use. Once you get to know the tools
available to you, you will quickly discover how useful they are in helping you perform your job.

e BuildSA back-office is a web-based application.

e BuildSA uses ‘footprints’ to identify the user working on any particular task.
e Login each day to view and access your daily tasks.

e Refresh your system often throughout the day.

e For help with BuildSA: dsdbuildsasupport@sanantonio.gov



mailto:dsdbuildsasupport@sanantonio.gov
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Login and Logout

Login

1. Click the Accela Civic Platform icon located on your desktop (shown).
2. Inthe Agency field, type the word cosa (not case sensitive)

3. Type your COSA User Name and Password (case sensitive)

4. Click Login.

EAccelaW
[Item. |
Logout

It is important to sign out properly when finished working in BuildSA. Signing out ensures that other
users do not have access to your login credentials.

1. Click on drop-down menu arrow located at the upper right hand of the console (#1).

= Accela cvieratom > cosa ) -
Welcome, Patricia Patricia Rosas i
@ Help
FILTER PAGES & Administration

‘You have 254 Tasks
& Classic Admin

& Switch to V360

@ <] Sign Out
ooo ooo

2. A drop-down menu displays. Click the Sign Out link (#2).

** NOTE: Use Google Chrome to access BuildSA.

«%* NOTE: Enable pop-ups on your computer.

% Clear your computer’s cache weekly.

«* NOTE: Should Certificate Error Navigation screen displays, click Continue to this Website
(shown).
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| https://accelatest.cosa.root.cisatbcus/ “..| Certificate Error: Navigation...

X ®BConvert v @ Select
ﬁ/&; *\ Certificate Error Navigatio... i\ What Are the Causes of C... @ Leading Research, Articles... Tﬂ] Suggested Sites ¥ E Accela Automation® @ BuildSA Data

[@ There is a problem with this website’s security certificate.

The security certificate presented by this website was not issued by a trusted certificate authority.

Security certificate problems may indicate an attempt to fool you or intercept any data you send to the
server.

We recommend that you close this webpage and do not continue to this website.

@ Click here to close this webpage.

@ Continue to this website (not recommended). @

@ More information

Old User Interface

If, after login, BuildSA displays the old interface (shown), simply click on the Switch New Ul hyperlink
located in the upper right-hand corner of your screen to view the new version (shown).

(X TConvert v ESelect
15 . Certificate Error Navigatio_. [ What Are the Causes of C. | §B Leading Research, Articles... Suggested Sites v Eu(elamamanans ] BuildSA Data Warehouse " BuildSA_DWH - Report Vi.. & City of San Antonio - Citiz.. -

| If, after login, BuildSA
back-office displays in
the old interface, click
Switch New UI hyperlink.

Timeout Mechanism

BuildSA has a built-in session timeout mechanism. Should your session remain inactive for a set period
of time, BuildSA systematically ends the session.

While working in BuildSA and creating new application(s), use the Save without Submit option if you
are unable to complete an application due to insufficient information or are stepping away from the
system momentarily. The Save without Submit tab is found on the menu bar located at the top and
bottom of the APPLICATION INTAKE FORM.
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N

Submit Save without Submit Validate Estimate Fee Reset Cancel Help |

BuildSA generates a temporary record ID to the application (for example: 16TMP-001186). This
temporary number allows the end-user to retrieve the application using Global Search (#1) or the
Record Search page (steps #2, 3, 4). The Record Search page is located in All Pages (#3).

EAcceIa Civic Platform > COSA

Record

Menu v Search New Create By Form Create Frorn

Showing 1-5 of 50+

[71  First Name 1D Record Tvpe Proig
CREATE NEW RECORD YOUR PAGe ALL PAGES
Rarant Clear

COM-PRJ-APP20-39802...
INV-AWM-20-2560001523
COM-BLG-PMT20-40200...

RECORD LISTS
Service Request
Record

The Interface

The BuildSA Interface

The home page is the first page you see after logging into BuildSA. The Home Page displays your daily
work assignments. Login each day to view and access your work tasks.

10
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= Accela civic Patorm > cosa

Welcome, Patricia

You have 264 Tasks FILTER PAGES .

1
®
I}
BB

ooo

Alley Way Maintenance
Inspection

0:00*

Sunday, Nov 22

Alleyway Maintenance

[elele]

Completeness Review

AUG 28

WORKFLOW
82 Total Tasks

elele]

Completeness Review

AUG 25

WORKFLOW
82 Total Tasks

® 1 Completed @® 1 Completed
ADDRESSES O 2 Active O 2 Active
2822 BURNING TRAIL City Of ASSIGNED ASSIGNED
San Antonio, TX 78247 Aug 26 Aug 20
ALTID ALT-D ALT-D

INV-AWM-20-2560001523 COM-PRJ-APP20-39802586 COM-PRJ-APP20-33802524

— —

BuildSA provides a common interface, or back-office, for users. BuildSA offers customization options
for viewing work tasks and on some of its individual Record pages. For this reason, you may notice that
BuildSA displays differently for you than it does for others.

The BuildSA interface provides links to tasks and access to pages, as well as a link for signing out of
BuildSA and accessing the Help button.

The Console

The console refers to the entire working area of your screen that displays BuildSA. The console includes
an agency bar (COSA), toolbars, main links, pages, record tabs, and detail forms. The console lets you
work within BuildSA by clicking the main links and working in the pages.

11




Dashboard

EACCEIa Civic Platform > ccs)l

Toggle

Global
Search

Launchpad

Welcome, Patricia

You have 254 Tasks

000

Alley Way Maintenance
Inspection

Clicking the Dashboard Toggle at any time, and from any other page in BuildSA, brings you back to

the Home Page.

GENERAL FUNCTIONALITY SEPTEMBER 2020
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EAcceIa Civic Platform > COS:

= 11

The Main Menu
is the blue
column shown
here to our left.
It remains
constant
regardless of
your location in
BuildSA.
Opened and
pinned spaces
displays here.
Up to 20
spaces display.
eessEmeywayewalntenance

~
-

000

aintenance
stion

[]N-I

Nov 22

ADDRESSES
2822 BURNING TRAIL City Of
San Antonio, TX 78247

ALT-ID
INV-AWM-20-2560001523

The Home Page

The Home Page is your daily starting point. Refresh often. Access frequently used pages and
record forms from BuildSA by using the toolbars and main links. If a task is assigned to you, it

displays on your Home Page. Login
BuildSA displays tasks in real- time.

daily and view tasks frequently throughout the work day.

13
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EAccela Civic Platform > Cosﬂ

- - o ;

You have 254 Task Click arrows

e asks “ WL to refresh the
system

e

Alley Way Maintenance
Inspection

Features of the Home Page
e The tasks dashboard is your day’s to-do list. The workflow tasks listed on your desktop are your

responsibility, if a task displays on your dashboard it is assigned to you. Please see your supervisor
with questions.

e The Launchpad helps you get to where you need to be. It is the go-to location for your
searches, reports, database information.

e The main menu helps you find what you need and when you need it.

Dashboard Display
The tasks dashboard gives you two different display options for looking at your day’s work

assignments:
e (Card View

e List View
Both views displays tasks assigned to you. Toggle between the two views using the Work Task

view button (shown).

14
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b= Accela cii Patorm > cosa @ v
-
Welcome, Patricia
SN oL have 254 Tasks ® =EE
— [u|n]
ooo S
. 000
Alley Way Maintenance [+
Inspection
|
Sunday, Maov 22 Click to
Alleyway Maintenance select the
o WORKFL
82 Toll Tasl_( Card
® View.
JRe— 0z [S—r——
2522 BURNING TRAIL City Of ASSIGNE
San Antonio, TX 78247 Aug 76
B Accela ouicPiatom > cosa @
Welcome, Patricia
Q You have 254 Tasks (3 FILTER PAGES v %_3 ® ACTIONS. v %I’
ooo TASK ITEM DUE DATE STATUS APPLICATION NAME DETAILS
888 - o
. N Address
%&ﬁ’fmm %g?;“ Scheduled Alleyway Maintenance 2822 BURNING TRAIL City of San Antonio, TX
IRCAL-L0- 258000108 78247
Completeness Review . H
COM.PRJ.APP20.39802586 Aug 28 Under Review c"ctit:t?z;;:t the
Completeness Review .
COM-PRJ-APP20.39802524 fug 25 Under Review
Completeness Review Additional Information
@ REPMBRAPP20-35000616 fug 20 Received

The Filter Pages drop-down menu gives you filtering options. Click the drop-down menu arrow to display
options (shown).

= Accelg cvi Patom > cosa @ -
Welcome, Patricia

O\ You have 254 Tasks ERIEREAGES v B5 ® BEHONS v oo
- = oo
Lalu LeveIlupinenL ¥yvorsnow "
Tasks Due
goo TASK ITEM IE DETAILS
el — | My Department Tasks 1
. Address
Alley Way Maintenance Inspe: . .
INV.AWM.20.2560001523 My Department Unassigned shance §3§i75URNING TRAIL City of San Antonio, TX
Tasks

Completeness Review My Inspections 7
COM_PR.I_APP20_1980 2586 Tmm e

End-users may create their own personal filters to view tasks by clicking the My Filters link below (#1). Click

15
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here to view Creating Your Own Filters online tutorial. Click the X directly next to My Filters link to close My
Filters page. See the Creating Filters user guide for additional information on creating filters or contact
dsdbuildsasupport@sanantonio.gov.

E=< Accela ciicPiatorm > cosa @ v

-

Welcome, Patricia

Q You have 254 Tasks o o5 ® ACTIONS . BB

EEE TASK ITEM IE DETAILS
oono
. Address
%%?’Wm snance 2822 BURNING TRAIL City of San Antonio TX
B 78247
Completeness Review -
COM_PR.I_APP2(_G980 2R84
Task Card View
SAccela ovemsm » cos @
Welcome, Patricia
ou navfzsl B G  amees TE® Z

— = = = © = © = = =

Review Review Completensss Review

ey Way Maintenance c Review
Insnest

This is the 'task card’ view. Notice the AUG 25 AUG 20 AUG 20
number of tasks assigned.

Aleyuay Mamenance

Alley Way Maintenance
pection

AUG 17

822 LULLWOOD AVE

NING TRAIL Cty OF
0,TX 78247

202500001523 COM-PRI-APP20-30802568 COMPRL-APPI0-3830252¢

The Load More tab displays until -
all tasks are uploaded. J—;/

Important things to know when using the Task Card view:

A

e Six (6) cards display by default when the home page first loads. The Load More link located at
the bottom of the page allows you to view more of your tasks. Tasks load in increments of six.

Important: Each task card is a separate task assigned to you.

e The Filter control gives you input into which tasks display. Contact the BuildSA Support Team for
help with adding filters to your drop-down filter menu.

16
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You can use either List View or Task Card view to access your tasks.

Features of the Task Card View

Task card titles tell you at a glance what the task is.

Titles in blue font indicate a hyperlink. Clicking on hyperlinks open the task details in a new space.

If hovering over black text titles and a small hand indicator displays, the text is a hyperlink.
Hovering on the options button (#1) displays a slide-out panel that provides you with a hyperlink
to actions you can perform. Slide-out panels may also provide hyperlink access to record tasks or
record contacts. Claim and Release are out- of-the-box functionality and not for use at this
time. Tasks may be assigned using the slide-out panel; however, best practice is to assign tasks
using the Workflow Tab of the record.

] -

Com)| Assign

Julius Caesar
worksLow  Abplicant
a7 Total T 210-207-0000
® 1Co
O 2 Acl Commercial Project

Application
ASSIGNED -

Aug 26

ALT-ID
COM-PRJ-APPZ0-33602586

UNDER REVIEW

Key information for tasks displays on the card, including important data such as due date,
schedule time, conditions, and more.

Icons indicating holds, conditions, notes, and locks, display prominently on task cards as different
colored icons (shown).

17
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@ coo | *

Completeness Review

L

Blue round icon with an 'i' in the
center indicates a Notice

condition placed on this record.

WORKFLOW
22 Total Tasks

® 1 Completed
O 1 Active

UNDER REVIEW

—_—

Completeness Review

Orange banner with a hand icon
JUL 1 indicates a Hold condition
placed on this record.

Completeness Review

Orange banner with an
I_ 1 exclamation pointindicates a
Required condition placed on
this record.

18
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alele

Completeness Review

JUL 1 Red banner with a Lock

icon indicates a Lock
condition placed on this
record. Supervisor must
approve Lock conditions
before placing on record.
Lock condition stops
workflow.

Task cards provide a nice visual for browsing, but more importantly, they also provide a significant

amount of relevant information and functionality that can help you plan your course of action to
address your task.

Task Card Example

Task cards provide you with a number of useful details at a glance. They also provide you with one-click

access to the record of origin. See the example below to learn more about what data displays on the
task card.
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e 000

o Completeness Review

© AUG 25

WORKELOW
82 Total Tasks
@ 1 Completed
O 2 Active

ASSIGNED
Aug 20

ALTAD
COM-PRJ-APP20-33502524

UNDER REVIEW

200 ©

1 Workflow Task Title
Task Due Date
Options button: when clicked displays side panel. To

w

close side panel, click the Options button once more.

Total tasks in the record

Date task assigned

Record ID # and link to access the record

N olunl b~

Workflow status

Task Card Details
e Other Details. Task-centric details tell the user something about how to interact with that task.

Should a Meeting Task Cards display, do not Accept or Reject using BuildSA. Outlook and
BuildSA are not linked at this time.

List View

e Task items are listed in a table format. Six (6) tasks display by default when the page first loads.
Use the Load More link, located at the bottom of the page, to view more of your tasks. Tasks load
in increments of six (6).

e Select one or more task items and perform actions on them.

e The Actions button gives you access to commands you can apply to one or more task items.

e The Filter button gives you control over which tasks display.

e You can toggle to a task card view using the dashboard display options.

20
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The List view provides an actions button that allows the user to export that list to CSV. A CSV

(Comma Separated Values) file allows data to be saved in a table structured format (Excel).

Using the List View

EAccela Civic Platform > COSA

The list view gives you the ability to view many tasks at once in a table format. This is useful to quickly
compare due dates of assighnments in your queue, as shown in the image below. A CSV is a comma
separated values file, which allows data to be saved in a table structured format (Excel).

Follow steps 1 and 2 to generate an excel spreadsheet of your task. Note that the spreadsheet
contains information at the time it was created. BuildSA back-office is web-based and generates
tasks in real-time. A task may be assigned using the List View (#2) but the preferred method is
using the Workflow Task bar in the record. Tasks may only be assigned using the List View, one at
a time. The Assign option does not display if more than one task is selected.

Welcome, Patricia

‘You have 254 Tasks (5

TASK ITEM

Alley Way Maintenance Inspection
INV-AWM-20-2560001523

Completeness Review
COM-PRJ-APP20-39802586

Completeness Review
COM-PRJ-APP20-39802524

—
Untitled - Google Chrome

o ACTIONS = oo
= ® L2 88
Assign -
DETAL
Addrg
2821
78247 A
Print

After clicking Export to CSV, the information displays as shown. Click Print (#1) to print.

= |s[E]

@ aboutblank

Print | Close
Task Item Due Date Status Application Name Details

Alley Way Maintenance Inspection p00AM | A levovay Maint |Address

INV-AWM-20-2560001523 Nov 22 ecule eyway Mamntenance 2322 BURNING TRAIL City of San Antonio, TX 78247
Completeness Review o

COM-PRI-APP20-39802586 [frug 28 Under Review

Completeness Review L

COM-PRI-APP20-39802524 Ave25  |Under Review

Completeness Review . . 5
RED_MBRAPP20-35000616 |Aug 20 |Additional Information Received

Completeness Review Zoning L
REP-MBR-APP20-35000616 Aug 20 [Under Review
Alley Way Maintenance Inspection 0:00 AM T |Address

INV-AWM-20-2560001523 lAug20  |Rescheduled [Alleyway Maintenance 2822 BURNING TRAIL City of San Antonio TX 78247
Completeness Review o N
REP MBR APPI0 35000556 Aug 17 Under Review 822 LULLWOOD AVE
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Actions Menu in List View

If you have tasks with conditions, the condition icons display to the left of the Task
(shown).

TASK ITEM

Completeness Review
\ / AMD-WR-19-13200559

@ Completeness Review
ZONING-Z-2019-10700051

By default only six (6) tasks display when you first open the task list view. Use the Load More... link at
the bottom of the page to increase the task list. Tasks load in increments of six (6). You can perform
actions on one task or select multiple tasks and perform a batch action on them.

For example, select a single Task Item by clicking the arrow to the left of the Task Item (shown). Click
the Actions drop-down menu arrow to view options available for action.

R Accela cwerarom > cosa @ .
Welcome, Patricia
You have 254 Tasks £ FILTER PAGES - ACTIONS. S oo
~ =® oo
TASK ITEM DUE DATE STATUS APPLICATICN NAME DETAl  Assign
\  Claim
Alley Way Maintenance Inspection 0:00 AM - . N Addry
INV_AWM.20-2560001523 Nov 22 Scheduled Alleyway Maintenance 28224
78247 Release
Completeness Review Print -
COM PR APP20 39802586 Aug 28 MR
Completeness Review
COM-PRJ-APP20-39802524 Au2e Hnder Review

If you select more than one task and then click Actions, the available actions include only those that
you can apply to ALL selected tasks. Note: the Assign option does not display.

= Accela cwvieratom > cosa @ v
Welcome, Patricia \/
You have 254 Tasks ~ FILTER PAGES O ACTIONS v oo
~ =® oo
TASK ITEM DUE DATE STATUS APPLICATION NAME DETAN Print
,  ExporttoCsV
Alley Way Maintenance Inspection 0:00 AM - _— Addn
INV-AWM-20-2560001523 Nov 22 Scheduled Alleyway Maintenance 2B22 BT fw e iy O om e, 8
AT 78247
Completeness Review .
COM PRJ-APP20-39302586 o DRieiS N
Completeness Review N
COM PRJ APP20 39802524 Aug 25 Under Review
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Condition Icons

Conditions are notices that can be added to records, addresses, inspections and contacts. There are
four levels of severity associated with conditions: Lock, Hold, Notice, and Required. Although
conditions do not necessarily impose holds, they can prolong the workflow process until they are met.
The exception is a Lock condition. The Lock condition on a record makes the record read-only.
Supervisor approval is required before applying a Lock condition to a record.

Condition Icon Condition Status Notes

Information only.

Notice

@ Hold May slow some workflow
processes until the condition
is met.

0 Requirement Requirement must be met
before proceeding.

0 Lock Supervisor approval
required to apply a Lock
condition.

When you see one of these icons, open the record and click the Conditions Tab to view information.

Launchpad

The Launchpad is an access point to reports, creating new records and several pages containing
reference data. Any link clicked within the Launchpad opens a new space to view, access or work
with data the data that displays. Each space opened displays on the Main Menu bar. If you use the
page often, you may want to pin the page to hold it on the Main Menu bar or save it as a Favorite in
Your Pages.
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== Accela cui#iatiom > cosa

You have 254 Tasks

1 [2)
oo
oog CREATE NEW RECORD

3 Recent Clear

COM-PRJ-APP20-39302...
COM-PRJ-APP20-39302..
INV-AWM-20-2560001523
COC-APP20-37600542
COM-PRJ-APP20-39802. .
COM-BLG-PMT20-40200...
COM-ADD-PMT20-39900...
REP-MBR-APP20-35000...
LAND-CONTACT-12186
REP-MBR-APP20-35000...

Welcome, Patricia

@ O0

YOUR PAGES ALL PAGES

CUSTOM PAGE
Refund
Refund

RECORD LI5TS
Service Request
Record

USER MANAGEMENT
Preference Managemeni

a e X

LOCATION
Addresses

REPORTS
Reports
Accela Ad Hoc Reporting
Report 5

1. The Launchpad toggle (#1).

Launchpad Features

(shown).

1. Clicking CREATE NEW RECORD opens the Select a record type form. Use this tab to

create a new application (#2).
2. Recently viewed records list (#3).

cannot be retrieved (#4).

Clicking on the Clear All hyperlink clears all recently viewed records. The list re-
populates as you open records, contacts, etc. Once the list is clear; however, it

4. Your Pages displays favorites and holds up to 20 spaces (#5).
5. All Pages displays all the pages available (#6).
6. The filter used to search within All Pages (#7).

After 20 spaces are opened, BuildSA generates the message You have reached the limit of 20 open spaces
(shown). Manually close open spaces by clicking the ‘x’ at the upper right-hand corner of an open space
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= Accela cwiratiom > cosa

Application Message
You have reached the limit of 20 open spaces.

You have 254 Tasks —|u[n]
L ® =] 00

000 000 o000

Alley Way Maintenance Completeness Review Com; 7 Zoning

0-00" AUG 28 1

Sunday, Nov 22

Alleyway Maintenance WORKELOW WORKELOW
82 Total Tasks 82 Total T
@ 1 Completed ® 1Co

O 2 Active 0O 2 Act
ASSIGNED
Aug 20
E = ALTD
ZEP.MBR > T COM-PR. J0616
APP20-350_  -A . -APPIOI0R
UNDER REVIE

Alley Wy

Mzmtenanc. .

Reports
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To close the Application Message, click the arrow at the far right of the blue bar (shown).

B4 Accela ciicpiatom > cosa @ y

Application Message

No more space available.

Features of the Main Menu

e Pin spaces for easy access. Each time you log in, your pinned spaces display on the Main
Menu bar until they are unpinned.

Pinning Spaces

1. Click the Pin on the opened or recently viewed space (shown).

ZONING-Z
-2019-1070...

2. The space remains Pinned until you choose to unpin it by clicking on the Pin once more. Notice that
pinned spaces do not display the x for closing the record.

Unpinned
Space

INSA-20
-2060001523
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Your Pages Area

The Your Pages area provides an area for storing shortcuts to your favorite pages. To get to Your
Pages, click the Launchpad (#1). Click the Star (highlighted) alongside any pages in All Pages if
you want to create a shortcut (the stars alongside each page are highlighted below).

= Accela civicratom > cosa

Welcome, Patricia

You have 254 Tasks {}

CREATE NEW RECORD YOURPAGES  ALL PAGES FE s

Recent Clear CALENDARING & INSPECTIONS COMMUNICATION
INV-AWM-20-2560001523 Inspections Alert
COM-PRJ-APP20-39302. . Calendar Bulletin Board
RES-MFH-APP20-33600...

CUSTOM PAGE FEE-PAYMENT PROCESSING
SDVFCRE-ARF20-25400... Clear Cache (External Partne Payment Processin
RES-IMP-APP20-32001029 o - o Fessind
INV-BSB-INV20-2900001 . Refund nvoices
SIG-PMT-APP20-20801243 Clear Cache Trust Account
REP-MER-APP20-25000... Clear Cache OTHER
REP-MBR-APP20-35000... Clear Cache (External Partng. . Sets
REP-MEBR-APP20-35000. .. Refund

QUICKLINKS
Plan Room

Muainkd imlen FAMNY
Siar Mems 1o 38d T2m b0 your pages.

All Pages is a list of all the information available to you sorted by functionality. The list cannot be
reorganized but you can filter the list to help you find data you need. Note the magnifying glass to the
left of the field ‘Filter pages’. Use this field to search for data.

Creating Favorites

If you have certain pages you use frequently, save them as favorites for quick access. In the All Pages
menu look for the stars placed by each page (shown).
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= Accela cwiristom > cosa

Welcome, Patricia

You have 254 Tasks Pages in All Pag_es
selected as 'favorites'.

CREATE NEW RECORD YOURPAGES  ALL PAGES - e

Recent Clear w o QUICKLINKS
INV-AWM-20-2560001523 ® Fian Room QuickLinks (19)
COM-PRJ-APP20-39802... LocaATiol

RES-MFH-APP20-38600... * Adoresses REFORTS
SDW-CRB-APP20-38400... Parsels Reports
RES-IMP-APP20-32001029 Accela Ad Hoc Reporting
INV-BSE-INV20-2300001 FEOPLE Report &
S1G-PMT-APPI0-20801243 * License Professionals U SER MANAGEMENT
REP-MER-APP20-35000, . “Cwers

Droforone o Mopaonroond

1. Ablue star means a page is currently marked as a favorite (#1) and will display under Your Pages
section for easy access.

e A white star in All Pages means a page is not marked as a favorite (#2).
1. Locate the page you want to mark or unmark as a favorite.
2. Click the star.

= The star color changes color (white to blue to mark as a favorite, or blue to white to
unmark as a favorite).

= Accela cuvicratom > cosa

Welcome, Patricia To remove a page from Your
Pages, click the blue star. If
You have 254 Tasks {3 the house icon is clicked, the

page becomes your home
o L page. ]
YOUR PAGES  ALL PAGES a Fiterpages 0 -
- 5

Recent Clear
INV-AWM-20-2560001523
COM-PRJ-APP20-30802. .
RES-MFH-APP20-38600,

License Professionals | Addresses * o

My Tasks Page

My Tasks is a specific page. It is another option you have of viewing your tasks, meetings, document
reviews, activities, inspections and assigning tasks. Some users prefer the My Tasks space as an
alternative for the card/list view because of the number of tasks that are visible on the screen and how
they are allocated onto specific tabs. We are not using Claim or Release at this time.

28




To access My Tasks page:
1. Click the Launchpad.
Navigate to All Pages.
Filter for My Tasks.
Click the My Tasks hyperlink.
My Tasks page displays (shown next page).
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=< Accela cuiPitiom > cosa

in

Welcome, Patricia

e

You have 254 Tasks £

Q

Recent Clear

INV-AWM-20-2560001523
COM-PRJ-AFPP20-39802. ..
RES-MFH-AFP20-328600...

g =

My Tasks page is
located in All Pages.
May be marked as a

‘favorite’.

CREATE NEW RECORD YOUR PAGES ALL PAGES

TASKS & ACTIVITIES
My Tasks

text) to access the record.

i =S Accela cvicPiaterm > cosa

The preferred method of assigning tasks is using the specific record’s workflow tab. Notice the My Filters
drop-down menu options for filtering tasks (#2). Click the record ID number (Alt ID) column hyperlink (blue

i

» My Task Searching

[ 0Da202020 Completeness Review Zoning  Yes Under Review

(] 07262020  Compieteness Review Under Review

[ Ov2e2020 Completeness Review Zoning  Yes Under Review

-

My Tasks
_— |

Q Menu ~ Assign Claim elease Help My Filters | --Select—- w

Workflow Tasks —Select—

Additional Info

nspections Showing 1-15 of 150+ additional info received
EEE [] DueDae T Land Development Workflow Tasks Dug
ooo My Department Tasks

o e [] 08232020 Completensss Review Yes  Under Review My Department Unassigned Tasks 5a Rosas
My Workflow Tasks Due Today
Meetings [] De=s2020 Yes Under Review ‘Workflow Task Additional Info Received or Under Review Ba Rosas
P [ 08202020  Completeness Review Yes  Additionsl Information Received  REP-MBR-APP20-35000618  Customer Advocate Pafricia Rosas
ctivities

Use arrows to move forward and back.

REP-MBR-APP20-35000618  Customer Advocste Patricia Rosas

RES-MFH-APPX

RES-MFH-APPX

Hovering over the column headings sorts information in the column in Ascending/Descending order.
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My Tasks Hover over the column heading to
select Ascending/Descending

Workflow Tasks order for the column.

Showing 1-15 of 150+

Inspections
(] DuweDate Taskw Active  Status
Document Review Tasks , . : :
[] D40720200 Technical Review - Sign es Undear R
» My Task Szarching This is My Tasks
My Tasks navigation bar.
Menu v Manage Inspection ¥ Route Sheet Viewlog ¥ Help My Filters | My Inspections N

Workflow Tasks

[ ]
Inspections l ‘Showing 1-8 of 31

Schedulsd
) B nspection Record Type Schedulsd  Scheduled EndTime  Scheduisd
Document Review Tasks [ 0O T Record ID Required/Optional ~ Record Type  Alias Address Status nspector  Date StartTime  AMPM AMPM EndTime  Request Comment
et [ ] Overgrown Patiicia
leetings ] ) AleyW.. INVAWM202580..  Opfonal Codellve..  Yard 2222BURNINGT..  Scheduled  Loms 1/22/2020
Investigation

Agtiviies ' o

B O Zoning.. INVZCD203140..  Optonal Codeflwe..  ZomgUDC 13403 MAYPOLE ..  Schedued Romce 07242020

™ () JurkVe.  INV-JMV-20-2810. Optional Codeflnve I"r’msﬁaﬁm 4018 MT LAUREL Scheduled  FEtCE D8/2212020

' Fage [1 | of4 ’

Assigning a task from this page
Preferred method of assigning tasks is from the record-specific Workflow Tab.

To assign a task follow these steps
1. Click the box to the left of the Task you want to assign (shown).
2. Click the Assign button (shown).

» My Task Searching

My Tasks
Menu Claim Release Help My Filters —Select— v
Workflow Tasks
o Showing 1-4 of 4
Due D Task Active  Status AtID Assigned to Depariment

D Revenilass 01112018 SubdivisionReview  Yes  Under Review PLAT-TIMEEXT-16-000038  Land Enitiements Admin Support  Patricia Rosas 5
Meetings 01012018 Technical Review Yes  Under Review ADDR-COD-17-000022 Land Entitiements Admin Support  Patricia Rosas 20
Activities [ 10072016 CompletenessReview Yes  Mesting Scheduled ~LAND-PPR-16-000014 Land Entitiements Admin Support  Patricia Rosas [

06/29/2016  Completeness Review  Yes Under Review BOA-16-000004 Land Entitlements Admin Support Patricia Rosas 1

Psge |1 |of1

3. The Assignment page displays (shown). Click the Department drop-down menu arrow to
select a different agency/division/department (#1).

4. Click the Staff drop-down menu arrow to select a different user (#2). Note: Check Availability
link (shown in blue text) is an out-of-the-box feature and not in use at this time.
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Click the Current User

» My Task Searching

SuUBMIT RESET CANCEL HALFP v
Depariment * Current Deparimerlto Staff * Current User e

--Select Department— w --Select Safi- w  Check Availability

link to self-assign.

Due Date

=

Use the calendar icon to
select the effective date.

5. Click Submit (shown).

6. BuildSA generates a 1 task(s) assigned successfully message (shown). Note that the task does not
display on your task list any longer. The task now displays on the home page of the user to whom it is
now assigned.

= Accela civic Patiom > cosa

» My Task Searching

My Tasks
Menu  ~ Assign Claim Release Help My Filters | and Development Workflow Tasks Due
Workflow Tasks
1 task(s) assigned successfully. | h
pspection= Showing 1-15 of 150+
- D Due Date Task Active  Status AtID Assigned to Departm)
Document Review Tasks
[] 07/28/2019  Technical Review - Subdivision Yes Under Review  LAND-AMENDPLAT-19-10200022  Addressing Planner|
Meetings
[] 07/29/2019  Technical Review - Parks and Recreation Yes Under Review  LAND-PLAT-19-11600135 Parks and Recreati
Activities X . X
[] 07/29/2019  Technical Review - Parks and Recreation Yes Under Review  LAND-PLAT-19-11800134 Parks and Recreati

*¢* NOTE: Double-clicking on the Current User link self-assigns a task.

Staff * Current User
—Select Staff- Check Availability

My Tasks Meetings

1. The meetings tab on My Tasks page is used for viewing meeting details only (shown). Reject
is an out-of-the-box functionality that is not in use at this time. Outlook and BuildSA are not
linked at this time. Ensure you are using the individual Record’s meeting tab to manage the
meetings currently available in BuildSA.
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» My Task Searching
My Tasks
Workflow Tasks
Document Review Tasks
Meetings

Activities

Menu

Showing 1-5 of 13

O
O
@)
O
O

107172017

11/1372017

11/14/2017

11182017

11/28/2017

Page |1

of 3

Search New ¥ Help
PRELIMINARY PL.. test 08:00
PRELIMINARY PL test 08:00
PRELIMINARY PL Mesting 06:00
ZONING COMMISS! Zoning Commission 06:00
PRELIMINARY PL. test 07:00

>

General Tips

Identifying Hyperlinks

hyperlinks.

activate the hyperlink.

Reference Table

Not all hyperlinks are readily apparent. When in doubt, use one of these techniques to identify

e Method 1: Is the text blue? In general, BuildSA hyperlinks display as blue text.
e Method 2: When you hover your mouse over an active hyperlink without clicking, an underline

appears. This only works if it’s text, however.

e Method 3: When you move your mouse over an object without clicking, the cursor changes

from an arrow to a pointing hand if it is an active hyperlink. Click while the hand displays to

LAND-FPR-1 E-I%IJDD 14

Cursor changes
from an arrow to
a pointing hand.

We understand that change can be frustrating, so to alleviate some of your frustration, we are
providing you with a reference table that lists a number of common activities you might perform in a
typical work day. For each activity listed, we provide you with helpful tips on how to proceed with

those activities in BuildSA back-office.
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Howdo I....? In BuildSA...

The magnifying glass on the Main Menu bar is your first go-to search
tool for addresses, parcels, records, contacts, emails, LPs, etc.

Find a record using
Global Search Q

Search for records saved using Saved Without Submit (TEMP records)
Find a TEMP Record by using the following path: Launchpad/All Pages/Record/Search.

Create a new record Click Launchpad. Click CREATE NEW RECORD.

Log in to BuildSA. Your daily tasks display on the Home Page. Select a
View my tasks view preference: Task Card View or List View. You may also use My
Tasks page located under All Pages.

Open Launchpad. Click All Pages, search for Reports. Select a category
to display reports available. Click the report’s hyperlink to open.

Use pre-existing reports

Creating New Records
This section provides instructions for creating new records and amendments. Every application must

have a primary contact (for example: engineer, owner, etc). End-users must set a primary when
creating a new record, if it is missed, BuildSA defaults it to the applicant.

A

Every newly created record must have a designated Primary Contact.

1. Click the Launchpad.
2. Click CREATE NEW RECORD (shown).
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= Accela ciic Fiatiom

Welcome, Patric

Q You have 254 Tasks

CREATE NEW RECORD

Recent Clear

INV-AWM-20-2560001523
COM-PRJ-APF20-39302...
RES-MFH-APP2-38600

3. The Select a record type page displays (shown).

() Create one Secord for all Barzels ) Create one Secerd for each Parcs

Select a record type « =

Search Record Type

Search Record Type aQ

AMENDMENT 3 ONLY

BUILDING
BUILDING AMENDMENTS Click the caret to the left

CODE of a category to expand
COMPLAINT (ex: Fire)
FIRE - il

L R W W R R ¥

Fire Life Zafety System Application
Fire Licenze Registration Application
Fire Annual Permit Applic ation
Fire HazMat Application
Fire Systems Permit Application

*> LAND DEVELOPMENT

*> LICEMSE

> PROFILE

4. Click the arrows to the left of a Category to expand Category. Then, click the record hyperlink type you
want to create.

5. Amendments are mostly created in the specific Record only using the Cloning function. If
Amendment is selected here for specific record-types, BuildSA displays the following message:
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(shown).

Save without Submit  Validate = Estimate Fee Reset Cancel Help

Record Detail * (This section iz required.)

This Record Type is an Amendment Record Type. This cannot be entered from New button. h

Three types of Amendments display when the Amendments category expands:
e Add/Remove Contact
e Link/DelLink Company association
e Withdrawal or Refund Request

6. After clicking on your selection, the Create Application tab displays (shown). Click it to display the
Application Intake form.

() Creste one Record for all Parcels () Creste one Record for each Parcs

Select a record type

Search Record Type

Search Record Type

AMENDMENTS ONLY
BUILDING

>
>
> BUILDING AMENDMENT S
» CODE
> COMPLAINT
~ FIRE
Fire Life Safety System Application
Fire License Registration Application
Fire Annual Permit Application
Fire HazMat Application
LAND DEVELOPMENT
> LICEMSE

> PROFILE

Cancel e Create Application
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7. The APPLICATION INTAKE FORM displays—unique to the Application type selected (shown).

IMPORTANT: Always, always, always verify the workflow of any newly created records
for accuracy. DSD Staff is able to activate and de-activate a task, if necessary. Application-
specific training addresses this function.

Submit Save without Submit Validate Estimate Fee Reset Cancel Help

Record Detail * (This section is required.)

PIN NUMBER
Record ID Opened Date
05/30/2018 B

Record Type The APPLICATION INTAKE FORM displayed
here is not shown in its entirety. Sections of the
APPLICATION INTAKE FORM are unique to
each application type.

Application Name

Address (This section is not required.)

Search Clear Get Parcel Address Locator XY GIS Locator GIS v
Primary Address Type Status Validated
YesM —-Select—- M --Select— v
Street # Pre Direction Street Name Street Type Post Direction
--Sele- ~SelenE| -—Sele:
Unit/Suite Level Building
City State Zip Code
Description Plat #

check spelling

Lat Long Status

X Coordinate ¥ Coordinato —Select-[v|
e

8. Complete all required fields. Note: Required fields are indicated with a red asterisk (*). Required
fields must be completed before BuildSA allows the form to advance.

«* Use the Search option before creating a new contact. BuildSA searches the reference
database to verify the entry is not a duplicate. This prevents users from creating
duplicate contacts.
9. When finished, click Submit. BuildSA assigns a unique identification number to the record. Tip: Jot
the number down for easy future reference.
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Button Options on the APPLICATION INTAKE form

The top and the bottom of the APPLICATION INTAKE form displays a navigation bar with the following tabs.
You may use the tabs from either top or bottom.

| Submit Save without Submit Validate Estimate Fee Reset Cancel Help

e Submit: Creates a new record.

e Save without Submit: Saves the record for completion at a later time. A temporary number is
assigned. Use Record Search to retrieve the application at a later time and complete it. Global
Search does not recognize TEMP numbers.

e Validate: Displays any errors in the form for correction before you click Submit.

e Estimate fee: Provides an estimate of the fees associated with this type of record (not functional at
this time).

® Reset: Clears all fields in the Intake form.
e Cancel: Closes the Intake form without saving any data.
e Help: Launches a help menu with more information about Records within BuildSA back-office.

Alternative Option for Creating New Records

New Records may also be created by selecting the Record Page using All Pages. Click the New button
at the top of the Record page (shown). After New is clicked, the APPLICATION INTAKE form displays.

Record

Module | andDevelopment|v|

Showing 1-6 of 80+

O Record Type ecords
1TTMP-000262 o UAT Test Case 1.0- COZ ER7S  50.00 View
o Rights .
17TMP-000267 R — ER1D 5000 View
17TMP-000266 Rights Pre-UAT Test Case 1.0 RD ER7S  50.00 View

Determination

Transactional Records
Transactional records are records that are currently ‘in progression’. This means they are active records

with ‘In Progress’ tasks.
Addresses, Parcels, and Owners Information in Transactional Records
1. Navigate to the Record Search page to search for a record. You may also use the Global Search.

2. The Record search page itself shows record information in detail. Note the information
available (shown). Use scroll bar to move left to right and view all information available.
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3. Click the Search button from the top of the page to search for a record.

Record

Menu v Search

Showing 1-5 of 50+
@ o
] ZONING-PA-2016-000107

LAND-AMENDPLAT-16-
000231

LAND-AMENDPLAT-16-
000232

LAND-AMENDPLAT-16-

000234
[I] LAND-CONTACT-16-000091
Page 1 of 10 >

New Create By Form Create From Model Delete
Record Type Project Name Status
Plan Amendment  Defect Testing... Under Review
Amend Plat Amend Plat Test AMEND-.
Amend Plat Amend Plat Test AMEND-. Under Review
Amend Plat Amend Plat Test AMEND-. Under Review
Development - gfdgafasfdsa Under Review
Contact

GIs CreateaSet v Viewlog v
Organization Name FirstName LastName
gﬁRRERA LAURO Rosa Carrera

Michael Fiemros
Davey Osboume
Tyler Durdan
Tinker Bell

v Module LandDevelopment ¥

Help My Filters Plats1
Opened Date Description Created By
11/30/2016 PUBLICUSER322
1110812016 MF21620
11/08/2016 MF21620
11/08/2016 Amend Plat Test AMEND-20 AMEND-21 PUBLICUSERT72
110812016 RFOGGO1

$50.00

$722.00

$0.00

$10.00

Expiration
Date

11/08/2016

11/08/2016

11/08/2016

4. Or, select a record by clicking on the ID column, blue hyperlink text.

LAND-AMENDPLAT-16-
000235

LAND-AMENDPLAT-16-
— § 000236

LAND-AMENDPLAT-16-
— ] 000237

LAND-CONTACT-16-000091

16TEMP-000098

Amend Plat
Amend Plat
Amend Plat

Vel ent -
Add.rRoepr;\"ove
Contact

Traffic Impact
Analysis

Amend Plat Test AMEND-

Amend Plat Test AMEND-

Amend Plat Test AMEND-

gfdgafasfdsa

Under Review

Under Review

Under Review

Under Review

Tyler

Davey

Tyler

Tinker

Durdan

Osboumn

Durdan

Bell

5. To search for a record, click the Search button. A Search page displays (shown).

e Accela civicPatorm > cosa

Record

Sireet #

Unit'Suite

Submit | Reset Cancel Mew Help O Enable Soundex Search
_ Search by Record Attributes
Record Type
Group Type Subtype tegory
—-Select- W || —Select— ~ | _Select— w | ]| —Select—
Accessory Building Permit
Across the Street Banner
Fecord ID Alarm
Application
A and Assignment
Current Workfiow Task Avenue Sign
—Select— W Band w
Building Investigation
Carport Permit
Certificate of Determination
_ Search by Contact Change of Zoning
First Name gy City Billboard Operator
City Commaercial Sign Operator
City Dennolition
Contact Organization Name gy City Elect Maintenance Tech
City Elecirical Master
City Home Improwvement Cintr
City House Mowver
Search by Address/Parcel City Licensing 7

Street Name gy

Building

Sirest Type
—Select— w

Zip Code

To

Cpened Date
From | ng/1411a70

0vD1/2020

Application Mame
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1 Search by Record ID number

2 Refine your search by selecting from the drop-down menus (Group/Type/Sub-Type/Category)

3 Option to select a date range

4 Option to search by Current Workflow Task or Current Workflow Status

5 Search by Contact

6 Search by Address/Parcel

7 Submit button to generate the search

6. After locating and accessing the record, use the record’s navigation bar to click the Address Tab. View
the Address details (shown).

= Accela ciic patiom > cosa
< ADDR-AVAA-19-10100467
A Menu ~ New Delete Look Up Search and Select Address Locator XY GIS Locator Help
Record
Summary Street
D Primary  Number Street Name Street Type Unit/Suite City State Zip Status Type
Workflow
[0 Yes 216 TERRY COURT City X 78212
Workflow History
Documents
Address

7. The Address page displays (shown). Click the Address hyperlink. The Address Detail page
displays (shown). View information available.

= Accela cwicpatom > cosa
< ADDR-AVAA-19-10100467
Save Reset Synchronize Address Locator XY GIS Locator Cancel Help
Address Detail
District Primary Address Type Status Validated
Yes|w] ~Select— ~Select--
Street# Pre Direction Street Name Street Type Post Direction
p16 ~Select-[v]| | TERRY COURT ~Select-[v|| | —Select-[v|
Unit/Suite Level Building
City State Zip Code:
City of San Antonio ™ 78212
Description Plat#
check spelling
Lat Long Status
X Coordinate Y Coordinate 29.449189 98.454838 rrse\ectf
21324477 13711224 Validated
~select-|v|
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Viewing Parcel Details in Transactional Records

1. Retrieve the Record.
2. From the record’s navigation bar, click the Parcel tab.
3. Click the City Parcel # blue hyperlink (shown). The Parcel Detail page displays (shown). Note text

Record ID: LAND-PUD-18-000014

-

Menu  ~ Delete Lock Up Search and Select Help
Record
Summary BCAD
[J City Parcel # Primary Legal Description Condition Block Lot NCB Geo ID
Workflow ;
O Yes NCB A18 BLK L... 0 12 18

I Parcel l

boxes are greyed-out. The information on this page is uploaded from GIS and is read-only.

|
Parcel Detail Cancel ||| Help

District City Parcel £ * County Property ID Primary

| 364000

Legal Description
CB S978DBLK 1LOT 4

Block Lot NCB Plat #

Parcel Area BCAD Geo ID Homestead Exempt

BCAD Situs Address
230 YOSEMITE DR, HOLLYWOOD PARK, TX 78232

Viewing Owner Details in Transactional Records

1. Retrieve the Record.

2. Click the Owner Tab using the Record’s navigation bar (shown). BuildSA displays the
Owner information detail page (shown).
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E<Accela ciiriatom > cosa

< LAND-PLAT-19-11800174 - test2.5

Custom Lists FS Menu v New Delete Look Up Help
Inspections
|:| Primary Mame Address
Conditions
|:| Yes KOEHLER DAVID LEE 4668 AMAN RD BEEVILLE, TX, US 75102-8811

Conditions of Approval

Meetings

Owner

Related Records

3. View details by clicking the Name hyperlink (details shown).

< Accela ciiPiatom > cosa

LAND-PLAT-19-11800174 - test2.5

Custom Lists A Submit Synchronize Reset Cancel Help
Inspections
Name *
. OEHLER DAVID LEE %
Conditions K

Address

Conditions of Approval
4668 AMAN RD BEEVILLE, TX, US 78102-8511

Fee

Accpoe Fas Hictane

wieeunygs

Owner

Adding Addresses, Parcels, and Owners (APO) to Records

1. Retrieve therecord.
2. From the Record’s navigation bar, click the Address, Parcel, Contact or Owner tab.

e Parcel and Address information are uploaded from GIS. If, after validation of a Parcel or
Address in BuildSA, discrepancies exist, please notify the GIS Team. Contact the BuildSA
Support Team for further information.

e Owner information is uploaded from BCAD. If, after validation of Owner, discrepancies of
property owner exist, then notify Bexar County. Contact BuildSA Support Team for Bexar
County contact information.
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Adding an Address to a Transactional Record

Retrieve the Record.

From the Record’s navigation bar, click the Address Tab.

Click Look Up (#1) to search for an Address before adding a new address.

If the system does not return matches, click New (#2) to add a new address to the system.

PwnNpE

= Accela civic Platiorm > cosa

ZONING-Z-2019-10700051

A A notice was added to this record on 2015-07-29.
R d Condition: Capital Project Severity: Notice
ecor @ Total conditions: 1 (Netice: 1)
Summary View notice
Workflow

Menu  ~ MNew Delete Lock Up Search and Select Address Locator XY GIS Locator Help
Workflow History e o

Documents Street B
|:| Primary  Number Street Name Street Type Unit/Suite City State Zip Status ype
Address [] Yes 243 PATRICIA DR City..  TX 78216 Enabled

5. The Address Detail page displays (shown). Complete fields with known information. Next, click Submit.

Accela cwicratom > cosa
ZONING-ZV-2019-13300150 - Mariposa Project
A A notice was added to this record on 2019-08-11.
@ Condtion: Expedited Case Severity: Notice
Total conditions: 1 (Notice: 1)
View notice

| Submit Reset Address Locator XY GIS Locator Cancel Help

Primary Address Type Status Validated

ves|v| —Select- —Select—

Address .

Street # Pre Direction Street Name Sireet Type Paost Direction

1801 ~Seleci-[w|  |Alamo ~Select-[w|  —Select-[v|

Unit/Suite Level Building

City State Zip Code

San Antenio ™

Description Plat &

check spalling
Lat Long Status

X Coordinate Y Coordinate —'Se\eclf
Validated
—rSe\ect—

6. After Submit is clicked, the system adds the new address to the record (shown).
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= Accela ciipiatiom > cosa

ZONING-ZV-2019-13300150 - Mariposa Project

A A notice was added to this record on 2019-08-11.
Record @ Condition: E_xpedited Ca_se Severity: Notice
Total conditions: 1 (Notice: 1)
Summary View notice
Workflow

Menu ~ New Delete Look Up Search and Select Address Locator XY GIS Locator Help

Workflow History
Address saved successfully.

Documents.
Street

D Primary  Number Street Name Street Type Unit/Suite City State Zip Status Type
Address

D No 902 HAYS City TX 78202
Parcel

No 111 soledad .

O New address is added

GIS [] Yes 1901 Alamo San . TX to the record.

Removing an Address from a Record

1. Retrieve the Record.

2. From the Record’s navigation bar, click the Address Tab.

3. All addresses associated with the record are listed. Click the box to the left of the address you want to
remove (shown). Next, click Delete. Ensure you have required authorization before removing an
address.

E Accela Civic Platform > COSA

ZONING-ZV-2019-13300150 - Mariposa Project

~ A notice was added to this record on 2013-08-11.
Record @ Condition: Expedited Case Severity: Notice
Total conditions: 1 (Notice: 1)
Summary View notice
Workflow

Menu  ~ New ‘ Delete ‘ Look Up Search and Select Address Locator XY GIS Locator Help

Workflow History
Address saved successfully.

Documents
Street

D Primary  Number Street Name Street Type Unit/Suite City State Zip Status Type A
Address

No 902 HAYS City. 1R 78202
Parcel

[0 Ne 111 soledad
GIS [ Yes 1301 Alamo San @

4. The Address identifier page displays. Click the box to the left of Select All (#1).
5. Next, click Select (#2).
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®Group By Parcel OGroup By Qwner

[Melect Al
Parcel

Select Cancel Help

Parcel # Address
12345 902 HAYS City of San Antonio, TX 78202
Owner
Name Address
NEW VESSELS MINISTRIES/IGLESIA ODRES NUEVO 8550 ADAMS HILL DR SAN ANTONIO, TX, US 78227-2335

6. The system returns a message ‘1 record(s) deleted successfully (shown).

=Accela owcratom > cosa
ZONING-ZV-2019-13300150 - Mariposa Project
~ A notice was added to this record on 2018-08-11.
Record @ Condition: Expedited Case Severity: Notice N -
Total conditions: 1 (Notice: 1) Notice: the address is
immediately removed from the
Summary View notice page and does not display any
longer.
Workflow
Menu  ~ New Delete Look Up Search and Select Address Locator XY GIS Locator Help
Workflow History
1 record(s) deleted successfully.
Documents o
[] Primary  Number StreetName  Street Type Unit'Suite ~ City State  Zip Status Type Validated  Condition
Address
] No 902 HAYS City. T 78202
= [0 Yes 1901 Alamo San ™

Contacts in the Record

Adding or removing contacts from a transactional record is managed using the Add/Remove Contact
Amendment record. Customers with a registered account in Accela Citizen Access may use the Citizen
Portal to manage their Contacts.

+* IMPORTANT: The Add/Remove Contact amendment record is not used for requests
received by mail, walk-in or phone; DSD Staff performs these changes directly to the
parent application.

o Iftherequestis to add or remove authorized agents from an Escrow Account,
DSD Staff creates this amendment in BuildSA back-office.

Adding a Contact to a Transactional Record

1. Retrieve the Record (#1 shown).

2. From the Record’s navigation bar click the Contacts Tab (# 2 shown).

3. Click the Manage Contacts drop-down menu (shown). Proceed in one of three ways:
a. Select Look Up Contact (#3 shown). The Search Contact form displays (shown).
b. Type information known. Click Submit (shown).

** Note: Deactivate, Sync from Reference, Sync to Reference, Stop Sync options are out-of-the-box
functionality and not in use.
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*** IMPORTANT: Always select Look Up Contact before adding a Contact. Doing so eliminates

duplicates in the system.

= Accela cuvieiatom > cosa

FS

Record

Sumrmary

Workflow

Workflow History

Documents
Address
E Parcel
COM-PRJ
-APP20-308... GIs
Contacts

COM-PRJ-APP20-39802586

Manage Contacts b ‘ Hel

Look Up Contact

Contact Look Up Staff

Mew
* Deactivate ar
Sync from Reference
Sync to Reference
Stop Sync

Remove

4. The search form displays. Complete fields with information known (first/last name, organization

name, email, etc.)
5. Click Submit.

== Accela ciicPatiom > cosa

CO['-ﬂ-PRJ—APF‘ZD-SQBDQEBGe

-

Submit

First Mame oy
0 Ginger

-APF20-308... Primary Phane

Contacts

Altornots Dhon

Resst Cancel Help O Enable Soundex Search

Middle Name oy Last Name oy
e Bonnesu

Business Name g

Mobile Phone
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6. BuildSA returns all matches. Click the box to the left of your selection (#1).
7. Click Select (#2).

= Accela ciic piatorm > cosa

COM-PRJ-APP20-39302586 a
- Menu  ~ Mew in Reference Search Close Matches Select Cancel Help|
Record
Summary Showing 1 of 1
() D Type Last Name First Name Organization Name
ko o 12255  Individual Bonneau Ginger
Workflow Hist
'orkflow History Page |4 o1
Documents
GIS
Contacts

8. BuildSA displays the new contact’s mailing and physical addresses. Click the box to the left of Select
All (#1).

9. Click Select (#2).

e Select Deactivate Cancel Help

o o =R

Contact
Ginger Bonnesuw
Contact Address.

Address Type Recipient Address
Physical San Antonic, TX 75205

Mailing =an antonio, TX 78204

10. The Contact is added to the Record (shown). BuildSA displays a ‘1 Record(s) added successfully’
message (shown). Select the Contact Type from the drop-down menu (#1 shown).

HAccela ciic parom > cosa @ v
COM-PRI-APP20-39802586 c
- Menu v Manage Contacts ~ ~ Help
Record
1 record(s) added successfully.
Summary

Workdlow o=

[0 2032 Yes  Juius Caessr

Active Ne 14181
Workflow History
[0 234033 No Mordecai Contra. Active No 13074
Dotuments
O =mn Ging Bonneau Active No 12285

Address

Parcel

Gis

Contacts

Professionals
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Removing a Contact from a Transactional Record
It is important you have all proper authorization before removing a contact from a
customer’s record. Check with your supervisor.

Before removing any contacts from any transactional record, ensure you have all proper authorization before
doing so. Follow business processes at all times. If you have any questions, please see your supervisor.

Retrieve the Record.
From the Record’s navigation bar click the Contacts Tab.

Click the box to the left of the Contact you are removing.

Eal S

Click the Manage Contacts drop-down menu.
a. Select Remove.
b. BuildSA displays a ‘1 record(s) deleted successfully’ (shown).

= Accela civicpatiom > cosa
ZONING-Z-2019-10700051
A A notice was added to this record on 2019-07-29.
R d Condition: Capital Project Severity: Notice
eeon @ Total conditions: 1 (Netice: 1)
Summary View notice
Workflow
Menu v Manage Contacts v Help
Workflow History
1 record(s) deleted successfully.
Documents N
Contact

D Primary First Name Last Name Bu Type E-mail Contact Status Sync
Address

D 17776 Yes Patricia Cavazos Applicant Patricia_ Active No 7779
Parcel

D 17777 No Caryn Moore Authorized Agent €aryn.moo. . Active No 8973
GIS

[ s No Patricia Cavazos Escrow Owner Patricia.... Active No L]
Contacts

D 17778 No JOHN ARAMENDIA Property Owner Active No 4

Editing Contact Types in a Record

End-users are able to edit contact type information on a record. Before editing any contact type
information ensure you have all authorizations needed. Follow business processes at all times. If you have
any questions, please see your supervisor.

Before changing a Primary Contact type on a record; ensure that all fees are paid in full. A

primary contact cannot be changed in a record if there are any fees pending.

To edit a Contact Type on a record

1. Retrieve the Record (#1).
2. From the Record’s navigation bar, click the Contacts Tab (#2). All Contacts display on this page.
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3. To change the contact type, select a type from the

Type drop-down menu (#3).

E Accela Civic Platform > COSA.

Ensure you are in the correct
record.

ZONING-Z-2019-10700051 o I

A notice was added to this record on 2019-07-29.

~
ez Condition: Capital Project Severity: Notice:
ecor @ Total conditions: 1 (Notice 1)
Summary View notice
Workflow
Menu v Manage Contacts  + Help
Workflow History
Documents contact
o = Primary  FirstName LastName Business Name 2
LelEss O] 17776 Yes  Paticia Cavazos
Parcel O 1777 Mo Caryn Moore
Gls O 17779 No Patricia Cavazos
Contacts e ] 17778 No JOHN ARAMENDIA

Custom Fields

message (shown).

BuildSA updates the record contact with the new type and displays a ‘1 record updated successfully’

Organization Name Type E-mail Contact Status ~ Sync Reference Contact ID
Applicant Patricia.... Active No 7779
Authorized Agent caynmoo . Active No 8973
Escrow Owner Patricia. . Active No 7779
Trsetect- Active No 4

[ Applicant
Architect
Authorized Agent

Business Owner
Contractor
Designated Operator
Engineer

er
Facility Manager

ZONING-Z-2019-10700051

E ACCela Civic Platform > COSA

A notice was added to this record on 2019-07-29.

~ - : - : ;
Record Condition: Capital Project Severity: Notice
@ Total conditions: 1 (Notice: 1)
Summary View notice
Worlkdflow
Menu  ~ Manage Contacts  ~ Help
Workflow History
1 Racord(s) updated successfully |
Documents Contact
|:| # Primary  First Name Last Name B
Address
[0 17ire Yes Patricia Cavazos
Parcel
[0 17778 Neo JOHN ARAMENDIA
GIs
[0 17777 Ne Caryn Moore
EmEEE [ 17719 No Patricia Cavazos

New Contacts

(buildsaocmteam@sanantonio.gov).

Always search for a Contact before creating a new contact to avoid duplicate contacts in the system!
For new Contacts, always type a physical and a mailing address, even if they are the same, this

information pre-populates the APPLICATION INTAKE FORM when creating new records.
** IMPORTANT: Never use the option to Merge a Contact! If you have any questions,
please contact the Organizational Change Management Team.

48



mailto:buildsaocmteam@sanantonio.gov

GENERAL FUNCTIONALITY SEPTEMBER 2020

The best practice for adding a contact to a record is to search for and select a contact from existing
reference contacts. This method enables you to save time by applying the reference contact information
to the record. This also avoids duplicate contact information in the database.

To add a New Contact to a Record
1. From the Record’s navigation bar, click the Contacts Tab.

2. Click Manage Contacts drop-down menu arrow (shown).
3. Click New (shown).

EAccela Civic Platform > COSA

ZONING-ZV-2019-13300168 - zoning

Record
Look Up Contact

Summary Contact Look Up Staff
|:| # P‘ New Mai Type E-mail Contact Status Sync Referenc
Workflow .
[] 4 v Deactivate Authorized Agent yuying ma Active No 11004
! nc from Reference
‘Workflow History Sy
[0 4412 N Sync to Reference Escrow Owner yuyingma..  Active No 11004
Documents Stop Sync

Remove
Address

GIS

Contacts

4. Click to select Individual or Organization (#1). From the Type drop-down menu, click to select New
Contact Type (#2). Complete all required fields.
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Civic Platfo COSA
HAccela cuerarom Complete all required fields.

COM-PRJ-APP20-39802586 Scroll to the Contact Address
section. Mailing and Physical
addresses are required, even

-

Submit Resst Cancel Help

if the same.
Contact Type (@ Individusl (") Organization
Type * Primary
—Select- W fes W
Applicant
Architect Mama Last Name * S uffoe Title
Authorized Agent Draco

Business Owner
Cormpany Mame/Business Cwner

Contractor 2condary Fhone 24 Hr Emergency Phone
Designated Operator

Enginzer

Escrow Cwner

Facility Manager Businass Name

Landsecape Architect
Licensed Professional
Mon-Profit

Park CunenManager
Property Owner
RDFRC

Recipient

Surveyor

Tenant

Contact Address
e Mew Remove Deactivate

COM-PRJ-APP20-39802586

Contacts

FEIN

5. Scroll to the Contact Address section of the page (#3). Click New. The New Address form displays

(shown).
Submit Reset Cancel Help
Address Type * . .
Mailing h Type information for
both Mailing and

Physical.
Address Line 1 * —_—
1901 5 Alamo
Address Line 2
Address Line 3
City * State * Country/Region * Zip Code *poo
San Antonio TX United States 78204) <

6. Type new address. Use Address Line 2 and Address Line 3 for Suite, Building, Level or Apartment
information.
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7. Click Submit. Repeat same steps for Physical Address type---even if the same.
8. The New addresses are added to the Contact Address section (shown). BuildSA displays a 1 contact
address(es) added successfully after each addresses is successfully submitted.

Contact Address

New Remove Deactivate

ZONING-Z2V-2019-13300168
1 contact address(es) added successfully.

Contact

|:| Address ID Address Type Address Line 1 ZIP Code Status Primary

City State

Active O

J Mailing 1901 5 Alamo San Antonio = 73204

9. When the Contact Address section is complete, both Mailing and Physical addresses display (shown).

Contact Address

New Remove Deactivate

ZONING-ZV-2019-13300168

1 contact address(es) added successfully.

Contact

D Address ID Address Type Address Line 1 City State ZIP Code Status Primary
O Mailing 1901 S Alamo San Antonio TX 78204 Active O
Il Physical 1901 S Alamo San Antonio T 78204 Active O

10. To Remove or Deactivate an Address, click the box to the left of the address and click Remove or

Deactivate button.
Adding a Contact to BuildSA back-office

% NOTE: Important points about adding Contact(s):
1. BuildSA requires every application to have a designated primary contact.
i.  Always type a physical and mailing address for the contact, even if it isthe

same.

1. From the Launchpad (#1) navigate to All Pages (#2).
2. Search for Contacts (#3).
3. Click the Contacts hyperlink (#4).
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4 Accela civic Platiorm > COSA

COM-PRJ-APP20-39802586

- Menu * Manage Contacts e Help
Record
Summary Contact
CREATE NEW RECORD YOUR PAG Eee ALL PAGES a contact] %
Recent Clear FECELE
INV-AWM-20-2560001523 e Contacts
< Always search for a contact before creating a new contact.

4. The Contacts Search Page displays. Click Search (shown).

Contacts '

Menu -~ Search Reset Hew Help

Showing 1-10 m'm.ns Use the Search
O e Oﬂtg'“ttgg"d a Under no circumstances
. DSD staff uses the Merge option.

5. Select Contact Type (Individual or Organization) (#2). Complete fields with known information

(#1).
6. Click Submit (#3).
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E ACCela Civic Platform > COSA

Contacts e

| Submit Reset Cancel Help [ Enable Soundex Search

Contact Type _ Reference Contact ID Type

[oviou=— 1) ~Select-

First Name o Middle Name s Last Name g Suffix Title
Patricia Rosas

Organization Name s Business Name oy FEIN

E-mail

Primary Phone Secondary Phone

Eirth Date:
From E
To E

Evening Phone

7. After conducting a Search, if BuildSA does not find a match, then create a New contact.

Create a New Contact

1. From the Launchpad (#1), click to select All Pages (#2). Filter for Contacts.
2. Click the Contacts hyperlink (#3).

e AcCcela civic Platiorm > COSA
COM-PRJ-APP20-39802586
- Menu ¥ Manage Contacts » Help

Record

Summary Contact

CREATE NEW RECORD YCOUR PAG E@ ALL PAGES Q, contacﬂ x
Recent Clear PEOFLE
INV-AWM-20-2560001523 e Contacts

3. The Contacts Search page displays, click the New button (shown).
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Contacts

Menu  ~ Search Close Matches Reset New % Help

Showing 1-12 of 12

|:| 1D Type Last Mame First Name Organization Name Primary Phone E-mail Stafus
[] 45110 individual AKERELE MATTHEW (210) 995-7755 MIAKERELE@TRUEVINEL... Active
O 4am3 individual BERRY MATTHEW (210) 317-2085 BERRY0561@SBCGLOBAL... Active
[0 40459 individual CAIN MATTHEW (972) 284-9916 MATT.CAIN@CAINCES.COM Active

[] 46504 individual POMPA MATTHEW (210) 771-6620 Active
[ 43185 individual STEVENS MATTHEW (210) 232-7032 MATTHEW.STEVENS@USA...  Active

Page |1 of 1

4. The Contacts Details form displays (shown). Click to select Individual or Organization from the
Type drop-down menu (#1).

5. Complete required fields with available data (#2, #3).

6. Ensure email address is captured, if available (#4).

7. Type Primary Phone number (#5).

EAccela Civic Platiorm > COSA

¢ Contacts @
Submit Reset Help

Contact Detail

Contact Ty;o (@ Individual () Organization
Type *

ndividua hd

First Mame * Middle Mame Last Name * Suffix Title Business Name

eum ra eakari

Birth Date

E-ma
o patricia.rosas@sanant

Primary Phone * Secondary Phone
el 210-207-0000

Fax Evening Phone

8. Click Submit (#6). The New Contact is created in the Database. BuildSA returns a Reference contact
created successfully message. The Contact detail navigation bar becomes active (shown).

9. Navigate to any of the Tabs available on the navigation bar to add information as necessary
(Example: Also Known As, Contact Address, Contact Relationship, Related Contacts, Conditions, etc).

10. Click Save. After updating information, BuildSA displays the message Reference contact updated
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successfully.

= Accela cwiPiatom > cosa

< Contact: JoJo Jujubee

Save Reset Help
Contact Detail

Contact T ® Indiidual () Organization
Also Known As ontaet Type s

Type Reference Contact ID
11416

Individual
Contact Address nevicus
P —— First Name * Middle Name Last Name * Suffix  Tile Business Name
Jodo| x Jujubee
Contact Relationship
Birth Date
Related Contacts E
Conditions E-mail
ii@gmail.com
] Note: After clicking submit, the new
eeora s . contact is created and the navigation
Primary Phone Secondary Phone bar b i
210.207-0000 ar becomes active.

Associated Public User

Click the Contact Address tab to type
physical and mailing address. Type

both even if they are the same.
an
Contacts

SAP Customer Number

Assets Fax Evening Phone

11. Click the Dashboard Toggle button to return to your desktop or click the Launchpad icon to
return to the Launchpad.

More About Contacts
A contact is any significant party involved in the application process such as the applicant, business

owner, company, authorized agents, escrow owner, property owner, contractor, LP, Neighborhood
Association, etc. Use the Contacts page to view, edit, or add information about individuals or
organizations associated with records.

Close Matches

Usually a search operation returns the contacts that exactly meet the search criteria. Sometimes the
user finds that the search results does not include the contact they intended to find. Perhaps the user
mistyped some criteria. In this case, use the Close Matches button that displays on the menu bar of the
Search Return page to find all the close matches for the search criteria (shown).
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= Accela ciiPatiom > cosa
Under no circumstance
Contacts will the Merge option be
used. Itis an out-of-the-
Menu v Search | Close Matches Reset New IV Help box functlonallty and not
for use.
Showing 1-6 of 6
D 1D Type Last Name First Name Organization Name Primary Phone E-mail Status Contact Type
O 2743 Individual ROSAS ANDY (210) 695-1206 Active individual
[ 2744 Individual ROSAS GENE (210) 472-3900 JAMIE@ADACG.COM Active individual
[ 7775 Individual Rosas Patricia (210) 207-0233 patricia_rosas@sana.. Active individual
O 11143 Individual Rosas Patricia (210) 207-0547 patricia rosas@sana.. Active individual
O 2raz Individual ROSAS ROGELIO (210) 435-8997 Active individual
[ 4009 Individual ROSAS RUDY (210) 727-8128 Active individual
Page |1 | of1

Editing a Contact in the System
If you need to update contact details, you can search for and modify the contact using the All Pages/

Contacts page. Edited information to a contact is systematically synchronized to existing records and to
new records that users create and associate with the contact.

** IMPORTANT: Only the following areas on a Contact’s profile may be edited:
e Telephone number

e  Email address
e Address

*¥* IMPORTANT: If editing the Contact’s name, the Also Known As tab (#1 shown) on the Contact
page navigation bar (shown) may be used to record information. For example a name change
due to a marriage, divorce, etc.
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= Accela cvi-Pitiom > cosa

< Contact: Patricia Rosas 6 e
Menu  ~ Save Add Delete Help
Contact Detail
Also Known As o [ FirstName Middle Name Last Name Start Date End Date
Contact Address O ‘Pamcia | ‘ | |Lamher‘t | I |aé I |@
Professionals
Use the calendar

) icons to select

Contact Relationship Start and End

dates.

Related Contacts —_—
Conditions

Record List

o Associated Public User
Contacts Assets

Conditions and Contacts

Conditions (notices) may be added to contacts. When a condition is added to a contact certain requirements
are set on the contact. These requirements must be fulfilled before further actions proceed. Conditions do
not necessarily impose holds; however, they may prolong the workflow process until they are met.
Customers are able to view conditions in ACA by default. Before applying a condition to a contact, verify with
your supervisor whether to apply the condition and the severity of the condition. More than one condition
may be added to a contact. If adding a condition in a record, you have the option to select whether a
condition is inheritable—in other words, will child records cloned from the original (parent) record carry the
condition.

To add a condition to a contact

1. From All Pages, search for the Contacts page. Launchpad>All Pages>filter for Contacts>Contacts
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= Accela cuiriatem > cosa

Contacts

Menu v Search Close Matches Reset Mew Merge Help

Showing 1 of 1

[ LastMam =} D Tvpe First Name Omanization Name Primary Phone E-mail
i
CREATE NEW RECORD YOUR PA ALL PAGES a, conta %
Recent Clear PECPLE
Ulura Vegemite Contacts
COM-PRJ-APP20-39802. .
Ulura sakari

INV-AWM-20-2560001523
RFS-MFEH-APEIN-3AF00

2. The Search page displays. Click Search (#1) to search for the Contact.

= Accela ciicratom > cosa

in

Contacts

Men Search Reset Mew Merge Help

Q

Showing 1-5 of 1917

| 11831 Individusl

ooo
3. The Contact search page displays (shown). Click to select Contact Type (#1 and #2).
4. Type known information (#3).

5. Click Submit (#4).
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4 Accela cuwic Patorm > cosa
Contacts
Submit Reset Cancel Help O Enable Soundex Search
Contact Type Refersnce Contact ID Type
Organization w Organization W
First Name gy Middle Name gy Last Mame gy Suffix Title
Organization Mame gy Business Mame gy EEIM
[z2:l ]
E-mil
Primary Phone Secondary Phone
Birth Date:
i Evening Phone
From E
To m
EMAIL OFTION
oo not receive Email Motification

6. BuildSA returns all matches. Click the ID hyperlink to access the Contact detail page (shown).

= Accela ciicPatorm > cosa

Contacts

Menu ¥ Search Close Matchesz F

Showing 1 of 1
|:| 12181 Organization Active organization

7. From the Contact record’s navigation bar, click the Conditions tab (#1).
8. Click New (#2).
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= Accela ciicPatom > cosa

£ Contact: B83 Testing

Also Known As
[[] Cendition Name Group

Contact Address 0 recordis) found.
Professionals
Contact Relationship

Related Contacts

Conditions

Menu e Mew ‘ Delete Help
Contact Detail

Short Commenis

10. Click Submit (#2).

9. The Conditions template displays (shown). Click the Standard Condition link (#1) on this page.

= Accela cwicristom > cosa

¢ Contact: B33 Testing

Menue Submit ‘ Reset Cancel Help

Group * [ Standard Condition e * [ Standard Condition
~Select— v —-Select-

Ststus Severity

Appied(Applied) ~ ~Select- ¥

Applied Date Effeciive Date

0e/01/2020 =] B

Shart Comments [ Standard Comment Appiied by Degt * Current Department

Customer Aduacate v
A
Conditions «check spelling

Agtion by Dept_ Current Department Ation by User Current User
—Select- ~ ~Select- ¥

Include in Condition Notice Resalution Action

[ condition Name
(O short Comments

check spelling

Display Notice Priority
Accela Automation ~Select- ¥

B ace

[ AcaFee Estimate Page

Status Dste
Condition Name *

Expiration Date

Applied by User * Current User
Patricia Rosas ~

Long Comments [§ Standard Comment

check spelling

Public Dispiay Messsge

check spelling

Additions! Information [§-Standard Comment
Ansl w tgpy v BT

—w=QOo @0
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[ = N o LSS S L=

£ Contact: B33 Testing

eSubmit Reset Cancel Help
Condition Group Condition Type a Sewerity ety
-Selact-- W -CSelact-- -Selecielact- W

Annual Motice Sent to Property Cwner
Building
Building Violation

Fs

Condition Mame:

Class C Citation —
Clear Vision Viclation -
Code Violation
Short Comments Conditional Documents -
Construction -
Corporate Account
Criminal Activity Present -
check spelling Development -
Conditions Do Mat Record
Electrical -

Electricsl Violation

Enforcement Motice

Expedite -
Expedited Reguest

Facilitation \/
Fes =

Ciem

11. The Condition Type page displays. Click the Condition Type drop-down menu (#1). Click a condition to
select it. Use the scroll bar to view all condition types.

12. Click Submit (#2).

13. Categories for the Condition Type selected display (shown). Select a Condition to apply to the Contact

by clicking the corresponding Condition Name icon (shown).

e — -

E=X Accela cwicPatorm > cosa Categories for the Condition Type
selected display.

¢ Contact: B83 Testing

Menu B Search Cancel Help
Condition Name Group Type Severity omment
LI Capital Project Property Motice Motice Capital Project
u Motification Property MNotice Motice Email/SMS Motif]
u test Property Motice Motice test

Ly Select a Condition Name by clicking its
Conditions icon.

14. For this example, condition type of Notice is selected. BuildSA displays pre-configured conditions for
this condition type (shown). Select Severity from this screen (#1). Ensure your name displays in Action
By User field (#2). If working within a record and a condition is inheritable, the field will display on
this page.

15. Click Submit (#3).
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€ Contact: B83 Testing

Menu a Submit | Reset Cancel Help
Group *f§ Standard Candition Type * [§: Standard Condition Status Date
Property v Natica ~ ]
Status ‘Condition Name *
~pphiedApalied) - o Notificstion
Applied Date Expirstion Date
Dei01/2020 = =) =]

Shert Comments [ Standard Comment \polied by Usgt ¢ Current Department Applied by User * Current User
Email'SMS Notification Customer Advocate hd Pstricia Rosas hd

Conditions chek spelling
Action by Dept Current Department Acton by Us=r Current User Long Comments - Standard Comment
Customer Advosate v e | Paticia Rosas ~
i
check spelling
Inglude in Condition Notice Resalution Acion Public Display Message
Condition Name
Short Comments
2 4
check speliing check spelling
Display Notice Priarity Acditonsl Information [ Standard Comment
AmEIaAummanm ~Select W Asl v[iEm w|/B I U EEH
DACA EEee hal
ACA Fee Estmans Page —w@pOo @0

16. Condition is added to Contact. Condition displays on Condition page of the Contact (shown).

= Accela ciicePatom > cosa

€ Contact: B83 Testing

Menu + MNew Delete Help
Contact Detail

Also Known As

Expiration
ondition Mame Group Type Date Short Comments

]

Contact Address o _ . )
D Motification Property Motice Emzil'SMS Motif...

Professionals

Contact Relationship

Related Contacts

Conditions
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@ accelate

= Condition Notice View - Google Chrome W o] = S
a

-
Menu  ~ Cancel Help

Search 8 accelatest.cosa.root.ci.sat.tx.us/portlets/condition/commenConditionFrame.do?popupWindowURL=/portlets/c...

1 record(s) 3

O

Example: When creating a new record, if
the Contact is searched for and selected
to be uploaded, BuildSA displays a
condition notice to alert the user.

Condition
Nams Status Status Datz Applied Date

Motification Applied 09/01/2020

Custom Fields

Submit
Applicant Also.

O Architect

O Company Nl
Condition Mame *

Motification
O Escrow Cwl)|

[ Landscap=4)l Severity
Notice W

—

= Accela cwicrarom > cosa

COM-PRJ-APP20-39802586

- Menu ~ Mew in Reference Searcth Close Matches Select Cancel Help
Record
Sy Showing 1 of 1
[ Lasthame ] Type First Name Organization Name Primary Fhone E-mai Status. Contact Typs ondition
ok ion ] 12181  Organization BE3 Testing (210) 414-3533 patricia.roses@sans... Ative organizstiory Natice - Notification
Workflow History Page 1+ et
Documents When the Contact is
searched for and selected to

. be uploaded at the record-

level, BuildSA displays the
Contacts existing condition.
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Any record using the Contact display the Condition banner alerting the
user of the Condition placed on the Contact.

= Accel

SIG-PMT-APP20-20800820 - Off Premise Billboard Sign

- A notice was added to this record on 2020-09-01.
Q Record @ Ceondition: Notification : Email’'SMS Motification Severity: Notice

Total conditions: 3 (Motice: 2)

Summary View notice

oog Workflow
EEE Menu v Save Ressat Summary Help

Workflow History

PIN NUMBER: 2000534358

Documents

Record D Record Type nifiated by Product
Address SIG-PMT-APP20-20800220
Parcel Status Opened Date Expiration Date Eslancs

021412020 =

Inheritable Conditions

T LuUsA

The option to select an Inheritable
RES-IMP-APP20-32001029 Condition displays when a condition is
added to a record.

s

Submit Resst Ca
Condition Mame * Group * [ Standard Condition  Type * [§ Standard Condition S
Naotification Proparty A Motice w N v
Applied Date Effective Dste Expiration Date
namirz020 |
Mo !
Status Status Date e B
Applied|Applied) - m |~ ET

[ aca Fee Estimate

check spelling

Conditions

Sheet Cromment= fStandard Comment

To remove a condition on a contact

A condition applied to a record, parcel, address, or contact is never deleted. Once created, the condition
becomes part of the history of the record. Follow the steps below to mark the condition inactive.

1. Locate the Contact (you may use Global Search or the Contacts page to search).
2. BuildSA returns the match. Click Record ID or Last Name link to open Contact page.
3. From the Contact record’s navigation bar, click the Conditions Tab (shown).
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E Accela Civic Platform > COSA

< Contact: JOHN C FRAKES

Menu  ~ New ete Help

Contact Detail
Also Known As

D Condition Name Group Type Severity Status Status Type Short Comments
Contact Address

[] Motification Property Notice Notice Applied Applied Email’SMS Notif |
Professionals
Contact Relationship Click Condition

Name link to
open Condition
page.

Related Contacts

Conditions

Record List

4. Click the Condition Name hyperlink (blue text).
5. Click the Status drop-down menu arrow (shown).

EAccela Civic Platform > COSA

Menu Submit Reset Cancel Help
Condition Detail

Condition History Group * Type * Condition Name *
Property Notice Notification
Status Status Date Severity
Applied(Applied) m Notice
Agplied Date Effective Date Expiration Date
082712019 ] i) i)
‘Short Commens & Standard Comment Appiied by Dept * Current Department Applied by User = Current User
Email/SMS Notification System Administrators Patricia Rosas
cnaca spating
/Action by Dest  Current Department Action by User  Current User Long Comments [:Standard Comment
—Select— —select-[v]
cneck tpsting
Include in Condition Nofice Resolution Action Public Display Message
Gondition Name
Short Comments
cnse spaiing cneo speting
i Prioity .
Display Notice . Additional Information [Standard Comment
< —Select-[v ===z
Acuemmumsmm Arial 18 pt) B I uls==|=iE=EE
aca Tt 1=Rig)- ]|

[TJACA Fee Estimate Page

oneok speting

6. Click to select Condition Met (#1 shown next page).
7. Click Submit (#2 shown next page).
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= Accela civic parom > cosa g
Menu v Submit Reset Cancel Help

Condition Detail

check spoling

Action by Dept Current Department

—Select— —Select—

Include in Condition Notice Resolution Action
Condition Name:

Short Comments

aneck epainy
Display Notice Priority
™l Acceta Automation —Select—[v]

Claca

[TJaca Fee Estimate Page

Action by User  Current User

Condition History Group * Type * Condition Name *
Property Notice Notification
- Status Date Severity
=3 o = .

Appied Date Effective Date Expiration Date

To mark a condition 0012712019 =] ] ]
inactive, click the
Status di p- d Short G s [ Standard Comment Applied by Dept * Current Department Applied by User = Current User
menu and select EmailSMS Notification System Administrators Patricia Rosas
Condition Met.

Long Commerts [ Standard Comment

cnsck speting

Pubic Dispiay Message

ensex speting

Agditional Information [ Standard Comment

Arial Miem MB 7 UIES=IEEEE]
Ba—edDo @O

R Accela cwipiatom > cosa

Contact: JOHN C FRAKES

Menu ~ New Delete Help
Contact Detail

Also Known As

[0 Cendition Name Group Type
Contact Address

[] Notification Property Notice
Professionals
Contact Relationship
Related Contacts
Conditions

Record List

Severity Status Status Type Status Date

Condition Met Not Applied 09/27/2019

Short Comments

Email/SMS Notif

Parcels

9. All records on which the contact was listed, no longer carry the condition.

Information used in the Parcels section of the record is collected from the Geographic Information
System (GIS) database. It is not possible to edit the Parcel section of the transactional record (shown).
Updating of the Parcel information is completed within the GIS database and downloaded to BuildSA.
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E Accela Civic Platform > COSA

ZONING-ZV-2019-13300128

Cancel Help
Parcel Detail

ictri City Parcel # * County Property ID Primary
District ‘ oo

Legal Description
NCB 13206 BLK 10LOT 3

Block Lot NCB Plat #
Parcel Area BCAD Geo ID Homestead Exempt

BCAD Situs Address
211 PATRICIA, SAN ANTONIO, TX 78216

To view Parcel information
End-users may also use Global Search to find Parcel Information. Simply type the Parcel number in the search
field and click Search.

1. From the Record’s navigation bar, click on the Parcel Tab.
2. Click on the Parcel # hyperlink located in the City Parcel # column (shown). The Parcel Detail
page displays. Information on the page is uploaded from GIS and is read-only.

E Accela Civic Platform > COSA

ZONING-ZV-2019-13300128

A Menu  ~ Delete Look Up Search and &
Record
Summary BCAD
D City Parcel # Primary Legal Description Geo ID
Workflow
1 241929 Yes NCB 13206 BLK ..

Workflow History

Documents

Address

Parcel
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Searching for Records
Use one of the methods below to locate a Record:
1. Global Search (#1).

2. Return to a recently viewed record with the Launchpad Recent Records list (#2 and 3).
3. Use All Pages/Record (#4 and #5).

= Accela ciicPatom > cosa

Welcome,

You have 254 Tasks {;

CREATE NEW RECORD YOUR PAGES ALL PAGES

Recent o Clear RECORD LISTS

SIG-PMT-APF20-20200820 Record
COM-PRJ-APP20-39802. .
RES-MFH-APP20-38600...

FEEIE

Using All Pages>Record

1. From the Launchpad (#1) select All Pages (#2). Filter for Record (#3).

3l == Accela civic#atom > cosa
-

Welcome,
Q You have 254 Tasks
1 ﬂ YOUR PAGES  ALL PAGES

Recent Clear RECORD LISTS

SIG-PMT-APP20-20200320 Record
COM-PRJ-APP20-39302...
RES-MFH-APF20-38600. ..

A hd A
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2. Click the Record hyperlink to access the Record Search page (shown).
3. The Record Search page displays. You may select a filter for your search using the My Filters drop-down
menu (shown).

Record
Menu  ~ Search New Create By Form Create From Model Delete GIs CreateaSet ~ Viewlog ~ Help My Filters| Module LandDeve\cpmenl
| Additional Information Required
. To open a Record click on Q‘;g::f;’a]usm“l
SR GG L hyperlink. Land Entitlement
MDP Expiration Related
D / Record Type Project Name  Status. Organization Name First Name Last Name Opened Date  Description ing U I i Balance Date Records}
Plats
- " PUD
17TEMP-000003 Pian Amendment licati Michael Forgione 06/12/2017 0.00 View
= e & Vested Rights bk
Master [Zoning
[] 17TEMP-000004 HeEpmerd Applicat... Michael Forgione 06/12/2017 147291 $0.00 06122017 View
an
[] 17TEMP-000005 Major Piat Applicati.. [ty Michael Fieros 06122017 Filter for Record 141291 $0.00 06M22017  View
type from the My
[] 17TEMP-000006 Minor Plat SidThe P... Michael Forgione 06122017 Filters drop-down 141291 $0.00 06122017 View
sddess menu.
[] 17TEMP-000007 Verificationand e Trage... MICHAEL FRISBIE 06/12/2017 141291 $0.00 View
Assignment
Address
[] ADDR-AVAA-17-000001 Verificaionand  Pre-UAT T. e Canyn Moore 06/12/2017 PUBLICUSER7S ~ §0.00 View
Assignment
Do Seratopnnt
-APP-2017- ise/Developmier
[ ZONINGNCU-APP-20T7 Preservation Applicati Received MICHAEL DUPONT 06122017 141291 $360.00 View
000001 Rights.
Application
[ ZONING-Zv-2017-000004 [t I, zoningve..  HN%eT Michael Forgione 0610872017 141291 $0.00 View

Page oo (<[] h | Use Arrows fo move forward and back. I

4. If you still do not find the record. Click the Search button located at the top of the page.

Record

Menu  ~ Search New Create By Form Create From Model

Showing 1-8 of 80+

D [In} Record Type Project Hame Status [s]
[] 17TEMP-D00003 Plan Amendment  Applicati...
Master
17TEMP-000004 Development Applicati...
D Plan (MDFP)

5. A Record Search page displays (shown).
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E Accela Civic Platform > COSA Search by typing information in any of the
displayed fields. Note: date range is
Record available.
Submit Reset Cancel New Help | O Enable Soundex Search

Search by Record Atiributes

Record Type Opened Date:
Group Type Suatype Category From: per11119es | [
—Select— —-Select—- —Select-- —Select— To: 07/30/2019 E
Record ID Status

—Select--
Current Workflow Task Current Workflow Status
—Select— —Select--

Search by Custom Fields
Custom Fields Label Custom Fields Value

Custom Lists Field Name Custom Lists Field Value

Search by Condition

Condition Name Condition Status

6. Complete fields, with information you may have. Use any of the drop-down menu arrows to view options
for refining your search.

e Some options for refining your search include:
e Date range
e Record Type
e Record ID number
e Workflow status
e Status
e Contact
e Address/Parcel
e Email

e Custom Fields
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B Accela cwicPiatorm > cosa

Record

Submit Reset Cancel New Help | O Enable Soundex Search

_ Search by Record Attributes

Opensd Date
Record Type Fram por14/1970
Group Typ= Subtype Category L Application Name
—Select- w " —Select- W | —Select- | —Saloct- A | To 'D1'2020
Record ID Status -
| ~Select- w |
Current Workfiow Task Current Workfiow Status Use any Of the drOp-
—Select— - —Select— -
== ) == _l down menu arrows to
view options for
_ Search by Contact refining your search.
First Name o Last Name dy
Contact Organization Name gy E-mail
_ Search by Address/Parcel
Street # Street Mame gy Street Type
—Select— W
Unit/Suite Level Building Zip Code
County Praperty ID Gity Paroel Number @‘mﬁ
e
check spelling
_ Search by Custom Fields
Custom Fields Label Custom Fields Value

7. Click Submit.

8. BuildSA searches the database and returns matches for the search criteria (shown).
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Line Replat
LAND-PLAT-18-000052 Minor Plat Patricia Minor public hearing fee . Under Review 01/1712018
LAND-PLAT-18-000053 Minor Plat Minor Plat Long Public Hearing Fee._. Under Review 01/17/2018

LAND-VACATE-18-000013 Vacate a Plat Vacate Monies owed and DNR conditions Under Review 01/17/2018

2 @ B @B B ®

LAND-VACATE-18-000014 Vacate a Plat Vacate BO Conditions Monies and DNR Under Review 01/17/2018

YRecord

Menu v Refine Search New Create By Form Create From Model Delete GIs My Filters --Select--
Showing 1-8 of 80+

(] D Record Type Project Name Status Orgal Opened Date Descriptiof
18TMP-000379 Plan Amendment  Patricia C. Expedite >25 acres 0111712018
18TMP-000352 Amend Plat Amend Plat Retest oceney 0111712018
LAND-BSL-18-000018 E#‘ldggpﬁ‘bac" BSL Conditions Testing Under Review 011712018
LAND-BSL-18-000019 Building Setback gy Gonditions Back Office Under Review 0111712018

Page [1 |oft0 >

9. If the Search does not generate any matches, you need to refine the search, click Refine Search.
10. The Record Search page displays. Add any additional search criteria to the form (shown).

Record
‘ Submit | Resel | Cancel = ClearSearch | New Help | [ Enable Soundex Search

Search by Record Attributes

Record Type Opened Date:
Group Type Subtype Category From: | 06/26/1967 m
—Select— ~Select- ~Select- | =Select————————— ]
e el sler e To: 061132017 |y
Application
Building Setback Li
Record ID Status Major "
—Select— Minor
NA "
Current Workflow Task Current Workflow Status | Out of Sequence Recordation
Plat Deferral
e mosias PlatRecordation Time Extension
Registration
Renewal
Rescind a Plat
‘search by Contact Site Improvement Time Ext
First Name gy Last Name SreledEE
patricia rosas

Search by Address/Parcal

Street # Street Name Street Type

Unit/Suite City Parcel Number Legal Description

check speliing
County Property ID

search by Custom Fieids In this example, a street name is
Custom Fields Label ‘Custom Fields Value added. Note: options to use Record
Type information are available.

Custom Lists Field Name Custom Lists Field Value
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11. Click Submit. BuildSA displays the results of your updated search:

s+ IMPORTANT: Note the Assign option in the Record drop down menu assigns
entire records— not workflow task specific.

= Accela cwipiatiom > cosa @
Record
Menu ~ | Refine Search New Create By Form Create From Model GIS Cr IDeveIGpmem
Customize Content Do not use the Assign function frorr_1 th_e
i Record page drop-down menu. Assigning
gxu from this page assigns an entire record. Do not
Recalculate Rec use Assign from this page. Created By Balance
CSV Export
Escrow Account Approved PUBLICUSER154  $0.00
Expand List
My Filters Escrow Account Approved 140638 $0.00
Charts Escrow Account AA KH Escrow Approved 142867 $0.00
Group Update
. Escrow Account AA KH Escrow Approved 142867 $0.00
Print Page
[] ESC-APP-19-01051 Escrow Account Approved PUBLICUSER393  $0.00
[] ESC-APP-19-01052 Escrow Account Dell Approved JG09204 $0.00
[ ESC-APP-19-01053 Escrow Account Approved PUBLICUSERE05  $0.00
[] ESC-APP-19-D1054 Escrow Account Approved PUBLICUSER185  $0.00
Page |1 of 10 >

Performing a Global Search

Use the global search tool to find a record quickly. The Global Search is your first go-to tool for searching.

1. Click the Global Search button located on the console (shown).

= Accela cwic patiom > cosa

Welcome, Patricia

You have 2 Tasks

2. Asearch field displays. Type search criteria. For example, we are looking for records related
to 1901 S Alamo (address) (#2).
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| B2 Accela ciic patiom > cosa

Welcome. Patricia

O% Search e
Q, 1901 S Alamo e SEARCH

[

3. Click Search blue button (#3). BuildSA Global Search searches the reference database.

4. Any matches associated with the search data are returned in a list and are grouped by the column
headings Records/Locations/License Professionals/Documents/Assets/Contacts/Parcels type
(shown).

E Accela Civic Platorm > COSA

1901 S Alamo X SEARCH
Records (21) Locations (0) License Professionals (0) Documents (0) Assets (0) Contacts (0) Parcels (0) °

"1901 S Alamo" (21 result(s))

im|

oo
oo

RECORD STATUS, APPLICANT REPORTED TYPE LOCATION

19TMP-003963

1901 ALAMO, City of San Antonio. TX 78204

Sarah A Esparza Created On 08/06/2019 1901 ALAMO, City of San Antonio, TX 78204
Residential - Garage Sale Application
BLDG-GS-APP 13701011
1901 ALAMO, City of San Antonio, TX 76204 Closed Dania Aji Created On 06/12/2019 1901 ALAMO, City of San Antonio, TX 78204
Residential - Garage Sale Application
BLDG-GS-PMT-13800900
1901 ALAMO, City of San Antonio, TX 78204 Expired Dania Aji Created On 06/12/2019 1901 ALAMO, City of San Antonio, TX 78204
Permits - Garage Sale Permit
BLDG-GS-APP-13700213

! Closed Jatlyn Corona Created On 0412912019 1901 ALAMO, City of San Antonio, TX 78204
Residential - Garage Sale Application
LAND-CONTACT-19-11000088

Jose Delgado Created On 05/24/2019 1901 ALAMO, City of San Antonio, TX 78204

Add/Remove Contact

<< EB2 3 45 > e

Clicking on any one of the type tabs allows user to navigate to the desired section (#1).

5. Click on hyperlink to access Record. Note the page numbers located at the bottom of the page
(#2). Simply click on a page number to advance.

Launchpad Recent Records List

The Launchpad provides a list of recently visited records. Each record displays in the order of when they were
last accessed, most recent first. To return to a recently viewed record:
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1. Click the Launchpad button (#1 shown).

2. Click to select a record under the Recent records header (#2).

= Accela ciicriatom > cosa

Welcome, Patricia

You have 254 Tasks £ 5

CREATE NEW RECORD
Recent 9 Clear

SIG-PMT-APP20-20500320
COM-PRJ-APP20-39302. .
RES-MFH-APP20-33600...
121381

s DEACE & CECOE0 ik Gr

Addresses, Parcels and Owners (APOs)

Property includes all of the address, parcel and owner (APO) information associated with a record:

** Addresses are physical locations within parcels.

‘0

+* Parcels are an area of land that has a specific location and legally defined boundaries. A parcel can
have multiple addresses.

¢ Owners are associated with specific parcels-they are often responsible for their parcels and may
serve as a point of contact.

When you add reference property information to a record, you select an existing address or parcel

from a list. The reference Address, Parcel, Owner (APO) information is located in the BuildSA
reference database.
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= Accela ciicratiom > cosa

CREATE NEW RECORD YOUR FAGEe ALL PAGES e . i «

Recent Clear LOCATION

SIG-PMT-APFP20-20500520 * Addresses
COM-PRJ-APP20-39302...
RES-MFH-APP20-28600..

12181

Search for Contacts, Addresses, Owners or Parcels using the All Pages option.

Managing Contact Addresses
Addresses may be managed at the record level. Address information edited at the record level is synchronized
with the database.

Deactivating a Contact Address in the System

Contact addresses cannot be deleted. If a contact’s address becomes obsolete, change its status to inactive in
the system’s database. Ensure you have all authorizations required for changing the Contact Address before
proceeding.

To deactivate a contact address

1. From the Launchpad (#1), navigate to All Pages (#2).
2. Filter for Contacts (#3).
3. Click Contacts link (#4).

CREATE NEW RECORD YOUR PAG E@ALL PAGES e e »

Recent Clear PEOFLE

SIG-PMT-APP20-20800820 e Contacts
COM-PRJ-APP20-29502...
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4. The Contacts Search page displays. Click Search (shown).

Accela civic piatom > cosa

Contacts

Menu ~ Search Reset New Merge Help

Showing 1-10 of 10647

|:| D Type Last Name First Name Organization Mame Primary Fhone
[] 3529 Organization EﬁEETDAWSON (949) 399-2500

5. Click the Contact Type drop-down menu to select Individual or Organization (shown). Complete fields
with information known (example: Last Name, email, etc.)

< Accela civic Patorm > cosa

Contacts

Submit Reset Cancel Help [ Enable Soundex Search

i

—ontact Type Reference Contact ID Type

Individusal —Salect— V

W

Individusl

Middle Mame sy Last Name gy Suffix Titie

Organization Mame gy Business Mame gy FEIM

E-nnail

Primary Phone Secondary Phone

Birth Diate:
" Ewening Phone
From m

To m
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6. Click Submit. BuildSA returns all matches for your search. Click the Last Name or ID hyperlink of your

selection.

E Accela Civic Platform > COSA

left of the Contact Address ID you wish to deactivate (#2).
Click Deactivate (#3).

Contacts
Menu v Search Close Matches
Showing 1-2 of 13
[§ C=thame [ Type 5 Contact T
[} Amon 13334 Individual e ndividua
[[] belcher 12264 Imdivwiciusl e ndividua

7. The Contact Details page displays (shown). Click the Contact Address tab (shown). Click the box to the

< Accela civicpiatorm > cosa

& Contact: Bonne Aron

Menu Mew Deactivate H
Contact Detail
Alzo Known As Contact
(] AddressID ress Type Addres = Code
S [ 28815 Mailing 1801 5 Alamo 2204
Professionals 9 266816 Physicsl 1801 S Alamo 2204

9. BuildSA generates an End Date box (shown).

10. Select the end date from the calendar icon (shown).
11. Click the OK button. Build SA deactivates the address and generates a successfully

deactivated message (shown).
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End Date o

Pleaze confirm the deactivation date (end date) of the address

|pero1i2020 ] Q

Clear

Use the scroll bar
to get to the

bottom of the End End Date e
Date page. Select

oK.

Ok

Cancel

12. BuildSA displays the Contact Address deactivated successfully message (shown). Notice the Status
column displays ‘Inactive’ for the address deactivated (shown).

2 = Accela cwieistiom > cosa

£ Contact: Bonne Aron

Menu ¥ New Deactivate Help
Contact Detail

§ Contact address 26616 deactivated successfully . ﬁ
Alzo Known As

| Address 1D Address Type Address Line 1 Address

[l

]
(]
=)
¥

Contact Address

[ 26815 Mailing 1801 S Alama TE204 Acdive
Professionals
O 28818 Physical 1801 S Alama 78204 Inactive

Conditions
** IMPORTANT: Owner conditions are added at the transactional record level.

A condition is a requirement that is applied to a record that the record must fulfill to qualify for
approval. Conditions may be added to records, reference data and inspections. Although conditions
do not necessarily impose holds, they can prolong the workflow process until they are met. There are
four levels of severity associated with Conditions: Lock, Hold, Notice and Required.

® Lock: Prevents you from scheduling or updating inspections; adding or editing reference
objects; processing fees or cashiering; processing workflow tasks; and editing the record status,
additional information, record-specific information or renewal information. Essentially, the
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record is locked until the condition is met. The record is viewable only.

® Hold: Prevents you from scheduling or updating inspections, processing workflow tasks, and
processing fees or cashiering.

® Notice: Indicates special instructions to the person completing the record. Notices donot
inhibit the record process in any way.

® Required: Unique to workflow tasks, the required severity indicates a certain activity or field
must be completed before the user can proceed to the next activity.

Indicates a notification for the record (special instructions) is available.
Notices are purely informational.

Indicates a locked by requirement condition. Do not apply this condition to
any record without prior supervisory approval.

Indicates a lock condition is in place. Records are read only.

Indicates a hold status is in place. Holds stop actions that would progress the

©0 ® @

record forward: payment, editing record components, adding activities. The

Custom fields and Record details may still be corrected or modified.

The Conditions page is accessible from the Record’s navigation bar and displays all conditions assigned
to the Record (shown).
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= Accela ciic Platorm > cosa
Conditions display as banners
ZONING-Z-2019-10700051 across the top of a record's
page.
~ A notice was added to this record on 2019-08-09. —
Record Condition: Notification - Email/SMS Notification Severity: Nofice
Total conditions: 1 (Motice: 1)
Summary View notice
‘Workflow
Menu ~ New Reorder Delete Help

‘Workflow History
Documents Condition Appiied by Com

[] Dispiay Order  Mame Group Type Severity Dept Applied by User Status Typ Object Value
Address D Active (N... Administr... Hold Customer .. Patricis Rosas Condition... Not Applied 19CAQ-000...
Parcel

O Capital P. Froperty Natice Customer Patricia Rosas Condition. Not Applied 19CAQ-D0D.
GIS

O Motification Froperty Natice Customer Patricia Rosas Condition. Not Applied 19CAQ-DOD.
Contacts

O Motification Froperty Natice Customer Patricia Rosas Condition. Not Applied 19CAQ-D0D.
Custom Fields

O Natification Property Motice Motice Customer .. Patricis Rosas Applied Applied 19CAQ-DO0...
Custom Lists

Stop Work... Enforcement Code Viol... Customer .. Patricis Cavazos Condition... Not Applied TiTe
Inspections Stop Work... Enforcement  Code Viol. Gustomer Patricis Gavazos  Condition. Not Applied 7778
Conditions
Condition hyperlinks.

1. To access the Condition’s detail page, locate the condition and click the Condition hyperlink. After
clicking the hyperlink, the Condition Detail page displays (shown).

EAccela CciiPatorm > cosA
Menu ‘Submit Reset Cancel Help
Condition Detail
Condition History Growp * Type * Gonion Name *
Enforcement Code Violation Stop Work Order
e Change the
&=
Contion Met(Not Appied) [V o7nanote
Ee | status of a Jac}
Applied Date condition here. Effecive Date Expirstion Date
orzaats ] —_— & ]
Shor Comments [ Standard Comment Aol by Dat * Current Department Appies by Usr + Current User
Stop Work Orcer = Customer Advosale [ Patia Cavazos. ~
Type any
= comments For questions about
here. the condition,
—_—
Action by Dest Current Department Action by User  Current Usar contact the person Long Comments B Standard Comment
~Select— —Selert-[v] who placed the
condition on the
record. | s
play Messsgy
Display Notice Adifonl Information B tandard Comment
¥ scoals utomtion aral T VB 2 EISE ==k
Claca Bhl-—=a0<¢ |3
[JAcA Fee Estimete Page.

Adding a Condition to a Record

The steps below walk you through the process of adding a Condition to a Record.

** NOTE: Only one condition can be selected at a time. More than one condition may be applied.

1. Retrieve the Record.

2. From the Record’s navigation bar, click on the Conditions tab (shown).
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< Record ID: LAND-RD-17-000003

) Menu  ~ New Reorder Delste Help

Condition Appiied by Applied by Condition Status Expiration Object
[] Display Order  Name Severity Dept User Type Status Date Applied Date  Effective Date  Date ObjectName  Value

0 record(s) found.

Conditions

3. Click the New button (shown).

&= Accela cuic Platiorm > cosa
ZONING-Z-2019-10700021
A A notice was added to this record on 2019-08-09.
Record Condition: Notification : Email'SMS Notification Severity: Nolice
Total conditions: 1 (Motice: 1)
Summary View notice
Workflow
Menu  ~ New Reorder Delete Help

Workflow History
Documents Condition Appiied by

[] DisplsyOrder  Name Group Type Severity Dept ame  Object Value
eSS | Active (N... Administr... Hold Customer ... 19CAQ-00D...
Parcel . -

O Capitsl P... Property Notice Customer ... 19CAQ-00D...
GIS

O Notification Property Notica Customer ... 19CAQ-00D...
Contacts

O Notification Property MNatice Customer ... 19CAQ-000...
Custom Fields

O Notification Property Notice Notice Customer ... 19GAQ-000...
Custom Lists

Stop Work..  Enforcement  Gode Vidl... Customer ... t 7770

Inspections Stop Work... Enforcement  Gode Vidl... Customer .. + 7770
Conditions

4. Click the Type hyperlink for Standard Condition. Ensure that you make your selection through use
of the Standard Condition hyperlink. The conditions listed are pre-configured for DSD workflows.
Not selecting a condition using the Standard Condition hyperlink may impact the workflow process
of the record!
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S Accela ciic Platom > cosa

ZONING-Z-2019-10700051

A A notice was added to this record on 2019-08-09.
Condition: Notification - Email’SMS Notification Severity: Notice
Total conditions: 1 (Notice: 1)

View notice
Submit Reset Cancel Help

Condition Name * Group * [ Standard Condition

~Select
Applied Date Effective Date
namez01s |
Status
Applied(Applisd)

Action by Dept  Current Department Action by User  Current User

—Select— —Select—

Applied by Dest * Current Department
Customer Advocate

Applied by User * Current User

Conditions Patricia Rosas

Resolution Action

!

Type * [: Standard Condition

—Select—

Expirstion Date

Status Date

Severity

—Selectv]

nheritsble *

—Select-|v|

Display Notice
[ Acosta Automation

M aca

[] Aca Fes Estimats Page

Include in Condition Notice
Condition Nsme

[ Short Gomments.

Friority

—Select-|v|

Type from this page!

< ADDR-COD-18-000304 - COSA GEN FUNCTIONALITY TRNGOD2

~ A notice was added to this record on 20158-05-31.
® Total conditions: 1 (Motice: 1)
View nofice
Menu ~ Submit Reset Cancel Help

Condion Croup |Condihon Type Severi'rﬂ-’
—Select- ot
Code Viclation
Conditicnal Documents
Development

Condition Name Do Mot Record

| Enforcement Motice

Expedite

Facilitation

Short Comments Hold

ICRIP Approved

Motice

Owvertime

Plan Amendment

Werify that the project has been revie

chack spalling

Conditions

Condition: Lease Agreement, Letter of Agent - because the Applicant is not the Property Owner. Severity: Notice

application type and to your selection (shown).

5. Click the Condition Type drop-down arrow to display Conditions menu (shown). Select the Conditio

6. Click Submit. BuildSA displays a list of Conditions that are unique (that is, pre-configured) to the
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= Menu ~ | Search Cancel Help

Condition Mame Group Type Severity Comment

A list of Conditions unique to the
application type displays. Make
your selection by clicking on the

Condition Icon.

- b B

Applicant Autho... Administrative Hold Hold Applicant Autho...

Hold Administrative Hold Hold Administrative

Conditions

Make your selection by clicking on the Conditions icon 4l
the Hold Condition (shown). BuildSA displays the Hold Condition intake form (shown).

The Inheritable field is a required field. If YES is selected, any child record(s) created inherit the

condition. This option is available at the transactional record level.

. In this example, we’ve selected

= Accela Civie Platform > COSA

ZONING-Z-2019-10700051

~ A notice was added to this record on 2019-08-09.
Condition: Notification : Email/SMS Notification Severity: Notice
Total conditions: 1 {Notice: 1)

Public Display Messsge

‘sheak pating

Type brief

‘Shert Comments [§ Standard Comment
comments here.

‘ommak cpamng

Lang Gomments [fStandard Comment

View notice
Submit Reset Cancel Help
Condition Name * Group * E Standard Condition Type * E ‘Standard Condition Severity
~Selert —Select- ~Select-[v]

Applied Dste Effective Date Expirstion Date nheritable *

oamenoie B i3] ~Select-[v]
Display Notice

Status Ststus Date [ Acosis Automstion

Applectappicd) iz Aoh
[ ACA Fee Estimate Psge
Include in Condition Notis

Action by Dept  Current Department Action by User  Current User ﬁ;:‘i’:m :.';mﬂ" otee

Select— —Select— [ Shot Comments

Friority

Applied by Dept * Current Department Applied by User * Current User ~Select ||

Conditions Gustomer Advocate Patricia Rosas
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9. End-users may manually type a comment for the condition.

10. Ensure that the Current Department and Current User are set to your credentials. Use the Current
Department and Current User hyperlinks to locate your role and name as appropriate. You may also
double-click on the Current User hyperlink to find your credentials.

Priority
pplied by Dept * Current Department Applied by User * Current User —Select—
Land Entitlements Admin Supp[v| Patricia Rosas
11. Complete required fields (shown).
12. Verify populated fields (shown).
13. Click Submit (shown).
- Subrmit Reset Cancel Help
Condiicn Name * Type * @ Standard Condition  Severity
Metification Motice v Motice v
Applied Date Effective Date Expiration Date Inheritable *

01242015 BB i i No v

Display Nofice
Status Status Date ¥ Accet Automation
Applied(Applied) v i} D aca
[T AcA Fee Estimste Page

Include in Condition Notice

Action by Dept  Current Department Action by User  Current User #| condition M
andition Name

Land Entilements Admin Supp ¥ Pafricia Rosas L4

! Short Comments
Priority
Applied by Dept * Current Department  Applied by User * Current User —-Select— v
Land Entitlements Admin Sup; ¥ Pafricia Rosas v
Public Display Message
+ I |
neck spalling
Conditions
.
14. Click Refresh (shown).
Record ID: ZONING-Z-2016-000047 c
o A notice was added to this record on 2018-01-24.
Record Condition: Notification : Email/SMS Motification Severity: Notice:
Total conditions: 1 (Nofice: 1)
Summary View notice
Workflow
Menu  ~ New Reorder Delete Help
Workflow History
Documents Condiion Applied by Condifion Ststus
[0 DisplsyOrder  Nsme Group Type Severity Dept Status Type Stetus Dste AppliedDste  Effective Date
Address (] D Expedited Default Administr. Notice Land Ent... Appiied Mi2302016 1172372016 Mi2302016
barce (] Expedited Default Administr_ Notice Land Enti... Appiied 112302016 1172372016 Mi2302016
EE I ] Notification Default Notice: Notice Land Ent... Appiied Applied 7242013
Contacts erify th_. Default erify th._. Land Enti... Condition... Not Applied 02242017 02R4P017

~TREpEeTE
I Conditions
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15. The Condition is now added to the Record (shown).
** NOTE: Clicking on the View notice button takes you to the Conditions detail page (shown).

Record ID: ZONING-Z-2016-000047

e A notice was added to this record on 2018-01-24.
@ Condition: Notification : Email/SMS Notification Severity: Notice
Total conditions: 1 (Notice: 1)

Summary ,@E_e% View notice |

Record ID: ZONING-Z-2016-000047 c

Record

Menu « Cancel Help
Conditions

. Result Severity : NOTICE
Conditions of Approval esult Severity
Notification Default Notice Record 16CAP-D0000-01025 Applied Applied

Verify that the: Defauit Verify that .. Contact 20024 Condition Met Not Applied

Making a Condition Inactive

«» IMPORTANT: Conditions become Inactive and stay part of the history of the record—they are
never deleted.

Conditions cannot be deleted from a record, the condition becomes inactive and remains on the
condition list. View inactive conditions by clicking on the Condition Name hyperlink. Note that the
Detail page of the Condition is read-only (shown).

Cancel Help
Condition Detail

Condition History asion teme A S

Applied Date . . Inheritable *
o Effective Date Expiration Date o

Display Notice
Status Condition Status Type ctatus e Accels Automation
Appled Applied ACA

ACA Fee Estimate Page

Include in Condition Notice

Resolution Action

To make a condition inactive
1. Use Global Search or All Pages-Record search to locate and retrieve the record.

From the record’s navigation bar, click the Conditions Tab (shown).

2
3. Check the box to the far left of the condition you want to delete [that is, marked inactive] (shown).
4

Click Delete. Reminder: Conditions become Inactive when deleted and remain part of the history of
the record.
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< Record ID: LAND-RD-17-000003

~

This record was placed on HOLD on 2017-06.28.
Record @ Admirisirative Hold Severiy
Total conditons: 1 (HoK. 1)
Summary
Learm more about this hold and how 10 resolve i
Workflow
Menu v | New | Reoder | Delete’ | Hep

Workfiow History p—
Documents

o - e by iser -
Address

171 Hold Oetaut Hold Hold Land Entt PatciaRosas  Apphed Apohed 06282017 Record 17CAP-O0

Condition: Violation Severity: Notice

@ A notice was added to this record on 2017-02-07.
Total conditions: 1 (Notice: 1)

View notice

Menu v New Reorder Delete Help
Condiion
D Display Order Name Group Type Severity
E Violation Default Code Viol Notice Land Enti

5. BuildSA displays a 1 record(s) deleted successfully message (shown). The conditions becomes inactive but
remains part of the history of the record.

& Record ID: LAND-RD-17-000003

~

Menu A New Reorder Delete Hel

Record i

| 1 record(s) deleted successfully. h Deleted message displays.
Summary

Condition R Condition Status
Workflow [] DisplayOrder  Name Group Type Severity Dept Applied by User  Status Type Obiject Name Object Valus
Record

Workflow History EI‘ Hold Default Hold Hold LandEnti..  PatriciaRosas  Applied Applied 17CAP-00D...
Note the box to the left of the
nspections deleted Condition becomes
inactive,
Conditions

6. If you click on the Condition Name hyperlink, the Condition Detail page displays (shown). Note that
editing is not possible on an inactive condition. The page displays as read-only.
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< Record ID: LAND-RD-17-000003

B Cancel Help

Condition Detail

Condition History Condition'Name Typo:* Soverty*
Applied Date ; e Inheritable *
0812812017 Effective Date Expiration Date No

Display Notice

Status Condition Status Type e ol Zﬂ‘ fioocia Automatior
Applied Applied W/ AcA

[ ACA Fee Estimate Page

Include in Condition Notice
Action by Dept Action by User :/\ Condition Name
/! short Comments

Applied by Dept Applied by User Péioety

Land Entitiements Admin Support Patricia Rosas
Object Name
Record

Public Display Message

Object Value
17CAP-00000-00083
Short Comments
Administrative Hold
Long Comments

Resolution Action

7. Click the Condition History tab to display the Action of the Condition, the name of the Condition and
the user responsible for Actions on the Condition (shown).

Once deleted, marked inactive, the condition remains visible on the conditions list, but is now inactive
(note the grayed out box to the left of the condition). The original status and severity do not change on
the line item, but the banner updates to show only those active conditions on the record. You can still

A -
Record Menu New Reorder Delete Help
1 record(s) deleted successfully, «
Summary
A Appied ty
Workflow [] DisplayOroer  Name Seventy Dept Appled by
Viclation Defauit Code Viol Notce Land Enb Patrcia Rosas Apphed
Workflow History
Documents ‘
Address
Note the
Parcel check box
to the left
GIs of the
Condition
Contacts -
is not
Custom Fields aCt“’e'

Custom Lists

Inspections

Conditions
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view the details and the history of the inactive conditions.

8. Click on the Condition Name hyperlink to view condition’s details.

Editing an Existing Condition

To edit existing conditions, follow the steps below.

1. Use Global Search or All Pages-Record search to locate and retrieve the record.

2. From the record’s navigation bar, click the Conditions Tab.

3. Click the Condition Name hyperlink (shown).

< Record ID: LAND-RD-17-000003

Q

A This record was placed on HOLD on 2017-06-28.

‘Condition: Hold - Administrative Hold Severity- Hold
Total conditions: 1 (Hold: 1)

Learn more about this hold and how to resclve it

Menu v New Reorder | | Delete Help
Congiion Applied by Condition Status Expiration
[] Disiay Order  Name Group Type Severity Dept Applied by User  Status Type StatusDate  AppliedDate  EffectiveDale  Date ObjectName  Objest Value
ol Hold Default Hold Hold Land Enti PaficiaRosas  Applied Applied 06282017 Record 17GAP-000.
l Conditions I
Menu  ~ Reset Cancel Help
Condition Detail
Condition History Congition Name * Group * Type * Severity
Property Notice Notice
Applied Date Effective Date Expiration Date Inheritable *
oemer2015 | R No
P Display Natice
Edit form I Status Date ] scels Automstion
as needed. Applied(Applied) [laca

Action by Dept  Current Department

—Select—

—Select—

Applied by Dept * Current Department
Land Entitiements Admin Suppi[s|

Public Display Message

chack spailing

Short Comments [ Standard Comment
Email/SMS Notification

check spsiling

Long Comments [§:Standard Comment

‘Ghack spailing

Resolution Action

‘Ghack epailing

Paricia Rosas

Action by User  Current User

Applied by User * Current User

[[]acaFee Estimate Page

Include in Condition Notice
Candition Name

Short Comments

Priority

—Select-

Object Name
Record

Object Value
1SCAD-DD000-04308
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5. Edit fields, as applicable.
6. Click Submit.

Conditions and Addresses, Contacts or Parcels

«¢* IMPORTANT: Conditions added to an Owner(s) are added in the transactional record level.

1. From the Launchpad, navigate to All Pages (#1 shown).
2. Filter for Addresses, Contacts or Parcels (#2 shown).

3. Click the Address, Parcels or Contacts hyperlink, as applicable (#3 shown).

e= Accela civic Plaform > cosa

Welcome, Patricia

You have 1 Tasks
» Your Pages

v All Pages

Q contacty| o

People

7r Contacts e

4. The Search page displays. For our example, we are using searching Contacts (shown).

= Accela civic Platorm > cosa

Contacts

Menu ~  Search Reset New Merge Help

Showing 1-10 of 10682

3520 Organization EQZE—DAWSOV

LGl

3627 Organization T ._ organization

5672 Organization HABITAT FOR HUM...  {:

6446 Organization THE HANOVER INS... !

6385 Organization ELEPHENCBS‘

MCCOOK
DEVELOPM...

Organization

7560 Organization Villsgomez Engi... I organization

7571 Organization Stanec-CK ._ organization

7572 Organization S ARainmaker, LLC organization

Ooooco oood o

7575 Organization Pape-Dawson Eng ._ organization

Page |1 of 1069 >

5. Select Contact Type from drop-down menu options: Individual or Organization (shown).
6. Complete other fields on the page with information you may have.

90




GENERAL FUNCTIONALITY SEPTEMBER 2020

7. Click Submit (shown). BuildSA returns all search results (shown).

= Accela civic Patorm > cosa

Contacts

Submit Reset Cancel Help [ Enable Soundex Search

Contact Type Reference Contact ID Type

—Select— —Select—
Individual

Organization
First Name oy Middle Name sy Last Name sy Suffice Title

canyn moore] *

Organization Mame & Business Name sy FEIM
E-mail
Primary Phone Secondary Phone

Birth Date: .
Evening Phone
From E

To E

8. Click on the ID number or the Last Name hyperlink of the Contact (shown).

=< Accela ciicPatorm > cosa

Contacts

Menu Search Close Watches

Showing 1-2 of 2

|:| D Type Last Mame Status Contact Type
I:l 2873 Individual Moore mtce... Active individual
|:| 10833 Individual Moaore anto... Active individual

Page 1 of 1

9. The Contact detail page displays (shown).From the Contact Detail page navigation bar, click the
Conditions Tab (shown).
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= Accela ciic Patorm > cosa

< Contact: Caryn Moore

Menu v New Delste Help

10. Click New.

Contact Detail

Also Known As

Contact Address

Professionals

Contact Relationship

Related Contacts

Conditions

Record List

Associated Public User

Assels

Condition Mame

0 record(s) found.

@

I
=

ype Short Comments

11. The Condition intake form displays (shown).

Conditions.

Menu Reset

Group * [§: Standard Condition

~Select-

Status
Applied{Applied)
Applied Date
06/0672015 iz

Short Comments [B-Standard Comment

ansck spating

Action by Dept _Current Department

—Select—

Include in Condition Notice
[ condition Name
[ short comments

Display Notice
¥ Acceta Automation
Maca

[ 464 Fee Estimate Page

Typs * [, Standard Condition
~Select—

Severtty
—Select—
Effestive Date

Applied by Dept * Current Department
Land Entitiements Admin Support

Actionby User  Current User

—Select-

Resolution Action

eneck speting

Priority

—Select—

||

Status Date
Condition Name *

Expiration Date
Applied by User *_ Current User

Patricia Rosas

Long Comments [& Standard Comment.

enea speing

Public Display Message

cnesi spaling

Addiiensl Information [:Standard Comment
Arial ~1em @B 7 EIES=]EiERe]
Hal—=@Oe @F

chesh speling

(shown).

12. Click on the Standard Condition hyperlink (shown). The Condition selection page displays

13. Click on the Condition Type drop-down menu to select Condition (shown).
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< Contact: mic kuren

Menu ~ Submit Reset Cancel Help
Condition Group t: S — l
Select— ondition Type
Code Violation
Conditional Documents __Seject--
Condition Name Development
1| Do Not Record
|| Enforcement Notice
Expedite
Facilitation
Short Comments || Hold
ICRIP Approved
. Notice
Conditions Overtime
4| Plan Amendment
wy Verify that the project has been reviewed by HDRC

necessary. These two fields are not required.
15. Click Submit.

16. A list of applicable conditions for the Contact displays (shown).

14. Click Submit. The Type information on the Condition Name and Short Comments field text boxes, as

< Contact: Patricia Rosas

Menu ~ | Search || Cancel Help
Condition Name Group Type Severity
. Capital Project Property Notice Notice
Notification Property Notice Notice

Conditions

Comment

Capital Project

Email/SMS Notif..

17. To make a selection, Click on the Condition icon to the left of the Condition Name column
(shown).
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Conditions

Menu Search

Condition Name

Capital Project

Notification

EE]

Cancel Help

Group
Property

Property

Type

Notice

Notice

Seventy Comment
Notice Capital Project
Notice Email/SMS Notif...

required fields.

18. The Condition page displays (shown). Note that some fields are pre-populated. Complete the

< Contact: mic kuren

Conditions.

Note that some
fields pre-
populate.

Group * [ Standard Condition

Property
Status

Applied(Applied)
Applied Date

06/06/2018 B

Short Comments [&Standard Comment
Email/SMS Notification

ohac spating

Action by Dept_Current Department

Select

Include in Condition Notice
Candition Name

M short GComments

Display Notice
Acoeia Automstion

Claca
[ aca Fee estimate Page

If the box to the left of ACA
is checked, then the
customer is able to view
comments.

Type * [ Standard Condition
Notice

Severity
Hotice

Effective Date

Applied by Dept * Current Depariment
Land Entitlements Admin Support

Action by User  Current User

—Select-

Resolution Action

enscx spaiing

Priority
—Select-

Status Date

Condition Name *

Notification

Expiration Date

Applied by User *

Patricia Rosas

&
Cument User

Long Comments [&Standard Comment

cneck spatng

Public Display Message

cneck spatng

Additional Information [ Standard Comment

Anial

1@py [v] B £ UIES=|Si=EEeE]
Hal-=@oo @R

user pulls the reference database information for the Contact (shown).

19. Click Submit. A Condition notice displays on active records and any future record created when the
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Removing a Condition from a Contact

1. From the Launchpad, navigate to All Pages (shown). Filter for Contacts.
2. The Search page displays. Click Search.

= Accela civicratorm > cosa

Contacts

Menu A Search Reset New Merge Help

Showing 1-5 of 1912

O ‘Lssthame D Type First Name Organization Name Frimary Phone E-mail Status ContactType  Condition

O 11831 Individual (848) 4105187  gm.yusuf@gcomsaft.com Active individual

O 13737 Individual (210) 2070275 joe.pardo@sanantoni... Active individual

D 12020 Neighborh... ABC LLC (804) 582-5652 Iatha devireddy@gco... Active organization Lock - Active (Not Met) Lock
O 11840 Organization lgi‘g_c_’LDEN (1) 1111111 shashank@gcomsoftcom  Active organization

D 11832 ‘Organization Safe Sprinkder ... 210 lawrence estreds@sa... Active organization

Page |1 of 382 »

3. The Search page displays. Select Individual or Organization. Complete fields with information you may
have. Click Submit (#1).

= Accela cuipiatorm > cosa

Contacts

Submit | Re=zet Cancel Help O Enable Soundex Search

Contect Type Reference Contact 1D Type
—Select— - | —Select— 4

Individwesl

Crganization Middle Mame gy Last Name gy Suffix Title

Individual | | bonnesu

Organization Name g Business Mame gy FEIM

E-misil

Primary Phone Secondary Phone

Birth Diate:
From

To m

m Ewvening Phone
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4. BuildSA returns all search results (shown). Click the ID number or the Last Name hyperlink of the Contact
(shown).

EAccela ocveratom > cosa BuildSA returns the match. Click Last

Contacts Name or ID #.

Menu w Search Close Matches Reset New Merge Help

Showina 1 of 1

D Last Mame D Type First Name Organization Name Primary Phone Contact Type Condition
D Bonneau 12255 Individual Ginger {210) 207-0000 pafricia rosas{@sana. .. Antive individus
Page |1 of 1

5. The Contact detail page displays (shown).
6. From the Contact Detail page navigation bar, click the Conditions Tab (#1).

7. Click the box to the left of the Condition you want to Delete (deactivate) (2). Even though Delete is

selected, the Condition becomes inactive. Once a condition is created, it remains part of the history of
the record.

8. Click the Delete button (#3).

= Accela ciicpiatiom > cosa

< Contact: Ginger Bonneau e
Menu ¥ New Delets Help

Contact Detail
Also Known As

0 m Comments
Contact Address

() Do NotRecord(. Do Mot Re. Do Mot Re. Condition Met Mot Applied 02022020 081022020 Do Not Record (.
Professionals MNatification Property Notice Matice Applied Applied 081022020 EmsiliSMS Notif.
ConlackRelaionshio Natification Property Hotice Matice Applisd Applied 021022020 Emsil/SMS Notif
Related Contacts
Conditions

9. BuildSA generates a 1 record(s) deleted successfully (shown). Note that a ‘deleted’ condition

cannot be selected (shown). The box to the left of the Condition Name is greyed-out and displays
a red cross-out (shown).

Important: Deleting a Condition is different from updating the Condition Status to ‘Status Met’.

Ensure to follow business processes and contact your supervisor with questions about Conditions.
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¢ Contact: Ginger Bonneau

Contact Detail

Also Known As

Contact Address

Professionals

Contact Relationship

Related Contacts

Conditions

Menu hd MNew Delete Help

(] Cenditon Name Group Type Severity
&
@ Mofification Property Motice Motice

Updating Records

Updating Records for application specific workflow tasks is covered in detail during Application Specific

training sessions. General Functionality presents the options available to the end-user.

Click the Launchpad.

Retrieve the Record using the Global Search (1), All Pages-Record Search (2) or the Recent Record list

(3) (shown).

3. Open the Record. To edit a particular record detail section, use the record’s navigation bar. Click a tab
to view or update information as necessary following the business workflow process.

4. Save your updates!
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= A nofice was added fo this record on 2017-06-30.
Record @ Condition: Notification : Emeil/SMS Nofification Severity: Notice
Total conditions: 2 (Natice: 2)

Summary -
View notice

Workflow
Menu ~ Save Reset Summary Help
Workflow History

ALTID Record Type Initiated by Product
16TMP-000381

Documents

Address
Status. Opened Date. Expiration Date Balance

10132018
Parcel E

GIS Short Notes.

Contacts

Application Name Record ID
Gustom Fields Tamarsk Project

Custom Lists

Inspections

This is the Record's
navigation bar. Conditions
Clicking on any of

the options takes Conditions of Approval
you to that
particular section | Fe=
of the Record.

Assess Fee History

Payment

Payment History

Communications

Mestings

Qwner

Retated Records Use the scroll bars to move up
and down the navigation bar and
Status view all sections available.

Comments

IS G-

R/

«* When the information on any tab within the Record is updated successfully, BuildSA generates the
message below (shown).

C| ZONING-ZV-2019-13300150
Updated successfully.

The Summary Tab on the Record’s Navigation Bar
Use the Summary Tab to examine the overall details of the Record.

1. Retrieve the record.

2. From the Record’s navigation bar, click the Summary Tab (shown).
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< Record ID: LAND-RD-17-000004

~

Menu v Help

Application Type:
Initiated by Product:
Application Status:

Workflow

Workflow History Fas Dok
Application Name:

Documents Contact Info:

Address

Parcel Description of Work:

GENERAL FUNCTIONALITY SEPTEMBER 2020

Rights Determination

The Summary Page gives
the user a general overview
of the Record.

Az

Denied

08302017

RDTest

G Prpary Ownar
Canyn Moore

oy ame
Caryns Business

Application Comments: Vi

L5, Workfiow Status:
Contacts
Custom Fields
Custom Lists

Adhoo Task Status:
Inspections Custom Fields:
Conditions
Conditions of Approval
Fee

Assess Fee History

Pavment
GIs

Contacts

Custom Fields
Custom Lists.
Inspections
Conditions.

Conditions of Approval
Fee

Assess Fee History
Payment

Payment History

Condition Status: Name

Communications Conditions of Approval

Meetings Documents:

Owner

Related Records

Status Addres:

Parcel No:
it Total Fee Assessed:
Renewal Info Total Fee Invoiced.

Balance:

Renewal

ask
Applcation Intake 1202017
08202017
081202017
081202017

Completeness Review Martha Bemal
Technical Review
Final Decision

Closure

seek exception to; based on rights request date
List of ordiances.

Describe sny construction or relsted scfions thst have faken place on the property since that dste
Construction

ACREAGE AND AMOUNT DWELLINGS

Unit Type f Other Unit Type, please Specify Number

Relatonship

Contact Primary Address
Mailing, tgsg N, test.
Maiing. 1901 S Alamo,

Action By
Canyn Moore
Canyn Moore
Caryn Moore
Caryn Moore

Action By

Describe current use(s) of the property
Current property use.
Tots

jghts for this Project

Contact End Date

7
08302017

Nature of the Project
Nature of the Project
P

pent (if spphicable)

sch expenditure incurred in reliance on permits

Single Family Residential
STAFF REVIEW
Actual Unit Type If Actual Unit Type is Other, please Specify

1F Mixed Use, Please Specify

GIS JURISDICTIONS
Type Value Parcel

GIS LAND DEVELOPMENT
Type Value Parcel

GIS WATER AREAS

Type Value Parcel

GIS ZONING OVERLAY
Type Value Parcel

Short Comments

Type

Document Group
LAND_RID

LAND_RID Pemit Contracts

Show all

132 FELISA ST City of San Antonio,TX 78210
41587

s1010.00

$1.01000

s0.00

Actual Number

1 Mixed Use, Please Specify

Doc

o8
087202017

3.
1.
2.

The Summary page displays a general overview of the record.

Click any of the hyperlinks within the Summary Page to view more detailed information.

Click the Balance hyperlink of the Summary Page to view Payment information. Note:

Clicking the Balance hyperlink takes the user directly to the Payment Tab of the Record

(shown).

- Pay Apply | | Refund || Void || GenerateReceipt | FundTransfer | TrustAccount Deposit | Help
Record
Summary Total Invoice Amount: $4.056.20 Terminal #:
Total Payment: $4.056.20 ‘Cashier ID: PR16000
Workflow Total Balance: s0.00 Date: 012512018
Amount Not Applied: s0.00
Workflow History Invoices
Inveica Amaunt P in Ful Ssiance
Documents
2767 $4,058.20 Y s0.00
Address
Transactions
Parcel Transastion Code Transactions Methos Receipt# Nt Applied Amount Statue. Recaived Trust Account 1D CashierID Date
GIS [=] Payment. Trust Account 1474 S0.00 $4.059.20 Paid 25690 CM24601 01232018
26 Flistory.
Payment
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The Consolidated Record Activities Tab
Use the Consolidated Record Activities Tab to view and access activities associated with the Record.

Click the Type column hyperlink to view document, email, workflow history, etc.

PLAT-OUTSEQREC-18-000026 - COSA GEN FUNCTIONALITY TRNG 01

Condition: Notification - Email’'SMS Notification Severity: Notice
Total conditions: 2 (Notice: 2)

Conditions of Approval ~ @ A notice was added to this record on 2018-05-31.

Fee
View notice
Assess Fee History

o Menu v Search Help

Payment History Showing 1-5 of 5

Date Content Status Action By Type
Communications

05/31/2018 14:52:00 Lighthouse.jpg Uploaded Patricia Rosas Document
Meetings

05/31/2018 14:51:39 Koala.jpg Uploaded Patricia Rosas Document
Owner 05252018 14:00:17 Receipt Confirmation for Out of Se.. Sent noreply@sananto. . Email

Related Records 05/25/2018 14:00:14 Desert jpg Uploaded Patricia Rosas Document

0512572018 Application Intake Received Patricia Rosas Workflow History
Comments

Renewal Info Page |1 | of1

Consolidated Record
Activities

Workflow Process
The workflow of a record refers to the set of tasks that the Development Services Department follows

to process a record. After a record is created, the workflow functions as an automated to-do list. This
to do list enables the user to systematically follow a progression of steps and successfully move the
record from application in-take to closing.

Record's Click View History
navigation bar. hyperlink to view and
access Tasks and

Record - Workflow Tasks

MENU ~ NEW SUPERVISOR | TASKACTIVATION HELP
summary

Click the green arrow to view
Workflow and access Completed Tasks.

their status. © VIEW HISTORY

Workflow History

Documents

Address
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< Record ID: LAND-PLAT-16-000115 BuildSA displays Record ID at
the toB of each record.
- Workflow Tasks

MENU \b NEW SUPERVISOR | TASKACTIVATION HELP
Summary

CUSTOMIZE CONTENT

Workflow CSV EXPORT Prints spreadsheet of
tasks.

DELETE & ASSIGN WORKFLUW

Workflow History PRINT PAGE

Documents

IMPORTANT: Using Delete & Assign Workflow or Customize Content
options from this drop-down menu is not a business process. Do Not Use.

Activating/Deactivating Tasks

Managers/Supervisors may activate or deactivate a task. Applying this function to a record impacts the
workflow process of the record.

To activate or deactivate a task

1. From the Record’s navigation bar, click the Workflow Tab.
2. Click the Supervisor link located at the top of the page (shown).

= Accela cwipitom > cosa
< ADDR-AVAA-19-10101783 - MRSTX054337 / 30077-059

Record ~ Workflow Tasks ‘

MENU W SUPERVISON
Summary MENU NEW UPERVISOR HELP

(@ VIEW HISTORY

Workflow

Warkfiow History

Documents

o Technical Review

ASSIGNED Deborah Gaitan
Address STARTED 8/28/2019 By COSA Admin DUE 9/12/2019

Parcel

GIS

3. The Workflow Task page displays. The active task displays in red text. Click on any of the tasks listed
that you want to activate or de-activate.
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E Accela Civic Platform > COSA

< ADDR-AVAA-19-10101783 - MRSTX054337 / 30077-059

Submit Reset Calculate Days Calculate Hours Cancel Help

Active task(s)
Workflow - Task Superviscr . .
@Workflow Tasks dls_plrayr in red text.
[} Application Intake Click on a task to
[ Technical Review h open activation
] Closure window.

4. Task activation window displays (shown). Scroll to the Task Completed drop down menu on the first
activation column to select:
a. YES =if task is completed
R . Task Completed
b. NO = if task is not completed No Il

5. Scroll to the right-hand activation column and complete required fields. From the Task Active drop-
down menu select:
a. YES =if task is active
b. NO =if task is not active

LAND-BSL-16-000002 - SF Test ACA
- — Do not use the Cancel button. Using the Cancel
| Submit || Reset | | Calouite Days | Calculale Hours || C ) button re-sets the system. Always use Submit.
LAND-BSL-16-000002 ’ Out of box C| LAND-BSL-16-000002 ¢
functionality

Wiorkfiow - Task Supervisor

Pworkflow Tasks
[ Applicstion Intske

and not in Duration (Days) Due Date *
use at this e

[} Aplicsion Cormplasness time. Start Time: End Time
[ Complatenass Review - Subdivision - B
[ Technical Review - Subdivision Hours Spent =
= = Sk Active
[]0SD - Letter of Certfication
Yes
S Compietsd
|
s Current Status
Under Revi
Status Date Action by Department
05/1412013 00:00:00 Land Enitiements Admin Support
Action By Assigned fo Depariment * _ Current Department
Fatricia Ro:
ficia Rosss Land Entitiements Admin Support
Assign To_ Current User Current Comment
Default Stak
Patricia Rosas i
Workflow Calendar Assign Date *
~Select-- i
Estimated Hours Comments
0o [ Standard Comment
check speaing

6. Click Submit. After Submit is clicked, BuildSA displays an Updated successfully message:

C| ZONING-ZV-2019-13300168
Updated successfully.

7. Click Cancel to exit the page.
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Updating a Task

1.

Application-specific training covers all aspects of updating tasks and workflow processes for specific
record types.

BuildSA uses navigation bars to access the different pages within a record.

«* NOTE: Active Tasks are located under the In Progress section of the record’s workflow navigation

tab.

Open the record.

From the Record’s navigation bar, click the Workflow Tab. The Workflow page displays (shown). In
the example below, the Application Intake is the active task. Note the active task is identifiable by
the IN PROGRESS button (shown).

Record

Summary

Workflow

Address

Workflow

A
History o Application Intake h n ﬂ ASSIGNED Patiicia Rosas e eﬁ (INPROGRESS)
oo STARTED by DUE 012412018
Documents

* Workflow Tasks e ©VIEW HISTORY

MENU v NEW SUPERVISOR  TASK ACTIVATION HELP

e #1: Active Task: Note the pencil icon

e #2:Task Assignment

e #3: Status and Performance Due Date
e #4:View Upcoming Workflow Tasks
e #5: View Workflow History
% Click anywhere on the IN PROGRESS banner to open the Task Details page for the active
task or click the double arrow at the far right of the task banner (shown).

Record : Workflow Tasks O VIEWHISTORY

MENU v | NEW  SUPERWI ASKACTIVATION ~ HELP

Summary

Clicking anywhere on IN

Worfw g PROGRESS banner displays
the Task Details page of the
Voo Hsiory /) pplcstion ke ASSIGNED PaticiaRosas task.  IMPROGRESS. !
©om STARTED by DUE 012472018
s ‘llllllllllllllllllilllllllll‘lllllllll'llllllllllll’

Address )
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Record HISTORY
Summary
Workflow
Workflow History 3
Application Intake ASSIGNED Fulrcia Rouss
s This is the Task st -
Doon s 01242018
Documents Details page of the i
task. Task Details  Sub Tasks
Address _—
RESET ~ CAL
Parcol
Gis Takn Detats - Agpecatn vitine
z s O A 2 In Poasesaion Time (v
uret s N8 e, Aliguritin P T g
Contacts A "
Assigned to Department Assicned to
Lans Evstamants Ame Susson Paras foasz Slaive ath
Cuslom Fields
New Status * Dus= Dete Status Date *
Custom Lists —Select— v mzenote B veszoe
Inspections Action By Depastrrent * Current Department  Action By * Cusrent User
Lend Enfisements A ¥ Patricie Rosas ¥
Conditions
Comments
Conditions of Approval [ Standard Comment
= + I
Assess Fee History
Pay 2 @ Display Comment in ACA [} Display E-mail Address in ACA
Cormment Disply in ACA
Payment History ¥ A5 ACA Uzers
¥ Recard Cremtor
Communications
¥ Lioenzad Profeszional
Meetings ¥ Cortact
¥ ounar
Oymer

% Click the double arrows in the upper right-hand corner to toggle between expanding
and closing the Task Detailspage (shown).

Rezad] Workflow Tasks © VIEW HISTORY
- SUPERMSOR  TASKACTVATION HELP
Workflow
Workflow History Application Intake RSSIGNED Patrzis Rosa= Click on the arrows to —
D ®aon STARTED &y toggle between expanding DUE 01242018

Task Details  Sub Tasks and closing Task Details
Address page.

2. Click the IN PROGRESS round button or anywhere on an active task banner. The Record’s
workflow task details page displays (shown).
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Record
Summary
Workfiow
Worfiow History
Documents
Address

Parcel

Gis

Contacts

Custom Fields
Custom Lists
Inspections
Conditons
Conditons of Approval
Fee

Assess Fee History
Payment

Payment History
Communications
Mestings

Ovmer

Related Records
Comments
Renewal Info
Renewal

Addti Info

Activities

Consofidatzd Record
Activites

SUBMIT | ASSIGN | RESET | CALCULATEHOURS | HELP
EDR
Document Review 40 Non-EDR Document 200 Other Task Documsat
awe Due Daie hetigneq Otz In Possession Time (rs)
Under Reve oyt 22017
Assigned 1o Deparment Assigned o Status Date
Tl Sveets Raviewer Crvistna DeLacnz 02212015
New Stas * DueDate Status Date ¢
S seeorr 8 oseeaoe
Acton Sy Deparimeet * Current Degartment  Acson Sy * Current User
Lang Enmements ¥ satnsa Rosas ¥
Comments
:stenasra comment
4

e
¥ Display Commentin ACA Display E-mat Agarese In ACA

Commant Digplay In ACA

¥ AIACAUs

¥ Record Craator

¥ Licenees Professonal

¥ Contact

< ounr

Nosignare

1) porrsss Prat- Wen P Suominal
AsesEng DIVG Fie of Pt Reviin
Adareseng Pt Redsen
Aara oo

& Afragait
Appiicant Redine Amending Piat
‘Bexar Appraleal Map of 200 1t Boundary
Bexar Courly Dranage Fians Raveon

1) Bear Coumy DWG Fie of Pat Revison

Requested Documents

Task Details  Sub Tasks

(Record ID number is always listed at the top of

the page to help end-user identify the Record
when working with multiple records.

1. EDR Review Navigation Bar

2. Page Identification

3. Task Assignment

4. Due Date

5. Current User

6. Standard Comments for workflow

7. Display Comment in ACA

8. Submit/Assign Navigation bar

9, Additional Information Required Options area

10. New Status drop-down menu

No payment

Other
N n

Requested Document List

Invallg agdrase

Comments

3. Update the workflow task(s) as per business processes discussed in application-specific training. Please

contact your supervisor with any questions on updating a task.

General information on the Outcome of Updating the Tasks follows.

clicking Submit. Selecting an erroneous status results in implications to the workflow tasks of a

Record.

End-users shall double-check the selected status of a Record that is being updated before

4. Click Submit after updating the Status of a task. Submit is found on the top menu bar of the Task

Details

page.
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MENU v NEW ‘ SUPERVISOR ~ TASK ACTIVATION HELP

4 Application Intake ASSIGNED Pstricis Rosas

®@oon STARTED by
* Task Details  Sub Tasks

SUBMIT | ASSIGN RESET  CALCULATE HOURS HELP

Task Detals - Appiication ntaks

Due Date Assigned Date I Possession Time (hrs)
Gulrent Status 0112412018 01232018
Assigned to Department Assigned to .
Land Entitements Admin Support Patricis Rosas Staius Date

New Status * Due Date Status Date *

Received v] n 0124015 fs oipsote Bl

Action By Department * Curment Department  Action By * Current User

Land Entilements A ¥ Patricia Rosas ¥ Click Submit
after updating
Comments a task.

[ Standard Comment

4 >
cneck spsiing
@ Display Comment in ACA [C) Display E-mail Address in ACA

Comment Display in ACA
¥ A aca users

¥ Record Crestor
¥ Licensed Professionsl
¥ Contact

¥ Owner

5. The Record is systematically updated. The customer is able to view updated information in the Citizen
Portal.

Outcome of Updating Task Status
1. If Additional Information Required status is selected, then after clicking Submit:

a. If the status of Additional Information Required is selected, but a deficiency reason is NOT
selected, the following error message displays:
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Task Details  Sub Tasks

SUBMIT  ASSIGN RESET CALCULATEHOURS  HELP

aligatian T, Pisses 268 Sor mazaags(s) biow. h

Fiases ssisct st Iaast on of e dsnciancy osts T

Current Status Due Date Assigned Date In Possession Time (hrs)
102472017 7017

Workflow History

Assigned to Department Assigned to Status Date

I e Land Enfitiements Admin Suppart Patricis Csvazos

Address New Status * Due Cate Status Date *
Additional Infc ¥ 124017 fE mseois | FH

Parcel

Action By Deperiment * Current Department  Action By * Current User

als Land Entitiements A ¥ Pafricia Rosas ¥

Payment Task Specific Information

Payment History

Communications [0 No signature 2 No payment [ Invalid address

‘Comments

] i i ]
Meetings *J Invalid Legal Description . Other

Owner

SUBMIT  ASSIGN RESET  CALCULATE HOURS HELFP

‘walldstion fallad. Plages s8a arror messags)e] balow. h

Fisass seioct at least ons of the deficlsncy dats Nislda

Current Status Due Date Assigned Date
Under Ravizw 1242017 172017

A deficiency reason must be selected from the available options at the bottom of the Task
Specific Information section of the page (shown).

b. If the deficiency reason Other is selected, then the Comments text box becomes a required
field (shown). Type a reason in the Comments field text box (shown).

Task Specific Information b

L) No signature L] No payment L) Invalid address Q
Comments *

L Invalid Legal Description ¥ Other If 'Other’ is checked, then
enter a reason here |

c. Ifthe deficiency is selected correctly, the task status and the application change to

check i
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Additional Information Required and an D<l email notice is generated to the Applicant
listing the deficiency reason and comments typed.

Y
L %4

NOTE: When the information is submitted by the customer, the task status changes to Additional
Information Received and the Task appears on your daily task work list.

2. If status of Completed is selected, then after clicking Submit:

a. The workflow task closes.

b. The next task in the workflow process activates, dependent on application type.

3. If status of Withdrawn is selected, then after clicking Submit:

a. Any remaining active tasks close with status of Withdrawn and the Application status
updates to Withdrawn.

Important: The Withdrawn status is used by DSD staff and only when the application is
erroneously created. If the withdrawn is requested by the applicant, a Withdrawal or
Refund Request amendment record must be created using the AMENDMENTS ONLY
category link (shown). Please see your supervisor with questions.

3
E< Accela civic Pator] B Select Record Type - Google Chrome

B accelatest.cosaroot.ci.sat.tx.us/portl

¢ Contact: Ginger Bonneal

O Create one Recaord for all Parcels D Create one Recy

Contact Detail

Select a record type

Alzo Know! Search Record Type

Search Record Type

CREATE NEW RECORD

" AMENDMENTS ONLY
Add/Remove Contact

Recent Clear

LinkiDelink Company Association
Ginger Bonneau

‘Withdrawal or Refund Regquest
Bonne Aron
SIG-PMT-APP20-20800820 7 BUILDING
COM-PRJ-APE20-30207 > BUILDING AMENDMENT 5

Parallel Tasks

Parallel tasks appear in orange and under the In Progress section of the automated workflow to-do
list. These tasks are available for updating by the various task owners (for example: DSD, TCl, etc.) and

o
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at the same time. All end-users are able to view comments typed by other agencies.

R (Y0.0n Parallel Tasks may be completed at the same DUE 1073172016
time.
Record
ey C/) Completeness Review - Bexar County ASSIGNED | UNDER REVIEW
®0.0n STARTED 041232018 By DUE 10/3172016
‘Workflow
C/) Completeness Review - TCI - TIA ASSIGNED Jose Gartia | UNDER REVIEW
Workflow History
®0.0n STARTED 041232013 By DUE 10/3172016
Documents
- </> Completeness Review - TCI - Storm Water ASSIGNED Jose Garcia | UNDER REVIEW
®©o.0n STARTED 04/23/20113 By DUE 10/31/2016
Parcel
aIs (/) Completeness Review - Engineering TIA ASSIGNED Jose Garcia | UNDER REVIEW
©o.0n STARTED 04/23/20113 By DUE 10/31/2016
Contacts
Custom Fields C’) Completeness Review - Engineering Trees ASSIGNED Jose Garcia | UNDER REVIEW
©o.0on STARTED 04/23/2013 By DUE 10/31/2016
Custom Lists
Inspections Q) Technical Review - CPS Energy ASSIGNED | UNDER REVIEW
(0.0n STARTED 04/23/2013 By DUE 11/2972016
Conditions
Conditions of Approval Q) Technical Review - Parks and Recreation ASSIGNED | UNDER REVIEW
©o.0n STARTED 041232018 By DUE 11/29/2016
Fee
Assess Fee History (/) Technical Review - Addressing ASSIGNED | UNDER REVIEW
©o.0n STARTED 041232013 By DUE 11/15/2016
Payment
Payment History @ Technical Review - Subdivision ASSIGNED | UNDER REVIEW

Workflow tasks are marked as follows:
e Active tasks appear in the In Progress section and must be completed before the
workflow can move forward.

o DSD Staff is able to activate/de-activate tasks, as necessary. This function is
explored in application-specific training. Please see your supervisor with
questions.

e Tasks that are not Active become inactive after being completed and remain visible on
the workflow to do list. They appear in the Completed section.

e Up Next tasks are read-only, awaiting activation, and display at the bottom of the
Workflow Task list.

e Users may also click on the Workflow History Tab for information about workflow

progression and to read comments on previous tasks.

Assigning Workflow Tasks
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** NOTE: Assigning a workflow task is dependent on the business process of the individual work

group. If you have any questions about assigning workflow tasks, please see yoursupervisor.

1. Retrieve the Record.
2. From the Record’s navigation bar, click the Workflow Tab (shown).

Record ID: LAND-PLAT-17-000074 c
Rezsl Workflow Tasks © VIEW HISTORY
— SUPERMSOR  TAOKACTVATION L
Workflow
Woridlow History In progress means this is the active task.

Documents
o Plat Approval Completeness Review ASSIGNED Patica Cavazos
Address. STARTED &y DUE 102472017

Parcel

als

3. Click the Active task banner. In this example, the Task Details-Plat Approved Completeness
Review Detail page displays (shown).

Record ID: LAND-PLAT-17-000074
-
Record
SUBMIT | ASSIGN | RESET  CALCULATEHOURS  HELP
Summary
Task Detalls - Plat Approval Complatensss Review
Workflow Current Status Due Date Assigned Date In Possession Time (hrs)
Under Review V242017 1VIT201T
Workflow History Assignad to Department Assigned to Status Date
Land Entitlements Admin Support Patricia Cavazos =
Documents
New Status = Due Date Status Date *
--Select- v 1012472017 0172572018
Address & &
Parcel Action By Department * Cumrent Department  Action By * Current User
Land Entitlements & ¥ Pafricia Rosas ¥
GIS
— ST

4. Click the Assign button located on the top menu bar (shown). The Assign page displays (shown).

Record ID: LAND-PLAT-17-000074

e
Record SUBMIT RESET | CANCEL HELP
m
Su Yy Department * Current Department  Staff * Current User
Land Entitlements Admin Support ¥ Patricia Cavazos ¥ | Check Avsilsbility
Workflow
Due Date

Workflow History for24r017 |8

5. Click the Department drop-down menu to view the different department options. Click your
selection (shown).

6. Click the Staff drop-down menu to view options and make selection (shown).
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Record ID: LAND-PLAT-17-000074

'y

Record SUBMIT | RESET | CANCEL  HELP

Disability Access Office Supervisor

Engineering Bonds Reviewar
Engineering Inspection
Engineering Inspection Manager
Engineering Inspection Supervisor
Engineering Streets Manager
Engineering Streets Reviewsr
Engineering Traffic Manager
Engineering Traffic Reviewear
Finance Administrator

Finance Cashier

Finance Manager

GIS Analyst

GIS Supervisor

Historic Preservation Planner
Historic Preservation Supervisor

-

Summary Department *  Current Department Staff * Current User
Land Entitlements Admin Support ¥ | Patricia Cavazos
Workflow ‘CPS Energy Manager ~ --Select Staff-
Aiscancer lohnsan
Disahility Access Office Manager Angela Davila
Workflow History Disability Access Office Planner Angela Simmons

Caryn Moore
Charlotte Barrett
Kathy Esquivel
Kristen Hewitt
Larry Odis
Lynstte Barrara
Martha Estrada
Melissa Quiroz
Michael Forgione

7. Click Submit.

8. Click the Refresh button (shown).

*®* Note: Double-clicking the Current User hyperlink updates task to Current Department

and User (shown).

Monics Reyes-Urdiales
Patricia Cavazos
Patricia Rosas

Rogelio Almaguer
Selena Bluntzer

Test User

The task is now assigned. Review for accuracy.

SUBMIT RESET | CANCEL HELP

Due Date
1012412017 m

Department * Current Department  Staf *
Land Entitlements Admin Support ¥ Patricia Rosas “ r

*®* Note: Use the Calendar icon to select effective date (shown).

Completeness Review - Addressing
@oon

SUBMIT RESET | CANCEL HELF

Department * Current Department  Staff = Current User

ASSIGNED Jose Garcia
STARTED by

GENERAL FUNCTIONALITY SEPTEMBER 2020

Land Entitlements Planner r Jos= Garcis v |C heck Avsilability I An Acce Ia Out-

of-the-box
Due Date functionality not
@ in use at this
time.
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Due Date Field

% IMPORTANT: The Due Date Field must be filled before clicking Submit on a newly assigned
task.

To Complete the Due Date

1. After assigning the task, navigate to the Due Date field (shown).
2. Type or use the Calendar icon to select accurate Due Date based on business
process guidelines.

*®* IMPORTANT: This field must have a due date before Submitting; otherwise, the
Performance Measures are impacted. Follow the business process guidelines of the Record
Type and Task to ensure the accurate date. Application-specific training encompasses Due
Dates for tasks. Please see supervisors with any questions about Due Dates.

Summary ~
_/ Completeness Review ASSIGNED Patricia Rosas
Workflow ®0.0n STARTED by

Workflow History 3 Task Details  Sub Tasks

SUBMIT  ASSIGN RESET  CALCULATE HOURS HELP

Documents

Address Task Details - Completeness Review

Current Status Due Date Assigned Date In Possession Time (hrs)
Under Review 10/11/2016 06/01/2018
Parcel
Assigned to Department Assigned to
Land Entitlements Admin Support Patricia Rosas Status Date
GIS
New Status * | Due Date | Status Date
Contacts ~Select-  [v] | i 906101/2018 iz
Custom Fields Action By Department * Current Department ~ Action By * Current User
Land Entitlements Ac[v| Patricia Rosas  [v|

Custom Lists

Self-Assignment of Tasks

To self-assign a task

Retrieve the Record.

From the Record’s navigation bar, click on the Workflow Tab.

Click the Active task that you want to assign (shown). The Task Details page displays.
Click the Assign tab (shown).

Click the Current User hyperlink (shown). The corresponding fields populate with current
user’s department and name.

6. Verify or select Due Date.

vk wnN e
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7. Click Submit (shown).

Additional Option for Assighing Tasks

Assigning Workflow Tasks or Inspections may be done singly or in bulk. Additional filters may be created.
Contact DSD BuildSA support for information on creating filters: DSDBuildSASupport@sanantonio.gov.

Assigning Workflow/Inspections Using My Tasks Page
«* IMPORTANT: Use My Tasks page for Workflow Tasks and Inspections at this time. Do not use for

Document Review Tasks, Meetings or Activities. Doing so may impact the workflow process of the
record.

1. From the Launchpad, click the All Pages icon (shown).
2. Filter for My Tasks page (shown). Click the My Tasks link.

=< Accela cuicratom > cosa

¢ Contact: Ginger Bonneau

Menu v Mew Delete Help
Contact Detail
Alzo Known As
CREATE NEW RECORD YOUR PAGES ALL PAGES e. a My t|

Clear

Recent TASKS & ACTIVITIES

Ginger Bonneau e Wy Tasks

3. My Tasks page displays (shown). Click the Workflow Tasks Tab or the Inspections Tab (shown). Filter
for My Department Unassigned Tasks (shown).
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» My Task Searching

My Tasks

O Menu  ~ Assign Help
Workflow Tasks
| Land Development Workflow Tasks Due

Showing 1-15 of 24 My Department Tasks

My Department Unassigned Tasks
[] Duebate Task Sy Workflow Tasks Due Today led to Department Assigned to Staff
Di f Review iask Workflow Task Additional Info Received or Under Review
ocument Review asks 05/13/2021  Plat Recordation = TANGFOOILS =1 Admin Support Patricia Rosas

Inspections.

Meetings 08/08/2019  Completeness Review - TCI - TIA Additional Information Received ~ LAND-PLAT-17-000008-P-P  Land Entilements Admin Support Patricia Rosas
Activities 11/08/2018  Completeness Review - Office of Historic Preservation Additional Information Received ~ LAND-PLAT-17-000040-P Land Entitlements Admin Support Patricia Rosas

06/07/2018  Completeness Review Under Review ADDR-COD-18-000304 Land Entilements Admin Support ~ Patricia Rosas

Application Completeness Under Review LAND-BSL-18-000027 Land Entitlements Admin Support Patricia Rosas

4. BuildSA displays all unassigned workflow tasks for your area. Click the box to the left of the Task(s)
you wish to assign (shown). Click Assign (#3 shown). Tasks may be assigned singly or in bulk.

» My Task Searching

My Tasks

se Help My Filters My Department Unassigned Tasks
Workflow Tasks o

N Showing 1-15 of 76
Inspections.

D Due Date Task Status AltID Assigned to Department
Document Review Tasks
05/31/2016  Completeness Review Under Review LAND-PPR-18-000057  Land Entitlements Admin Support
Meetings 05/302018  Completeness Review Under Review LAND-PPR-18-000056  Land Entilements Admin Support

Activities 05302018 Final Review - Minutes Consolidation Under Review LAND-PPR-18-000046  Land Entilements Admin Support

05/30/2018  Final Review - Subdivision Approved By Default  LAND-PPR-16-000020  Land Entitlements Admin Support

05/29/2018  Final Review - Minutes Consolidation Under Review LAND-PPR-18-000044  Land Entiflements Admin Support
052472018  Completeness Review Under Review LAND-PPR-18-000047  Land Entilements Admin Support

Completeness Review Under Review LAND-PPR-18-000048  Land Entilements Admin Support

Completeness Review Under Review LAND-PPR-18-000051 Land Entitlements Admin Support

[[] 05242018  Completeness Review Yes Under Review LAND-PPR-18-000054  Land Entilements Admin Support
Page |1 of 6 > * Note the number of pages. Use the arrows
to navigate through the pages.

5. The Assignment Page displays (shown). Click the Department drop down menu to select a
department. Next, click the Staff drop-down menu and select staff member.
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» My Task Searctiing To self-assign task(s), simply

click the Current User

SUBMIT | RESET  HELP L hyperlink.

Depariment * Current Department Staff = Current User |
Due Date

6. Click Submit (shown). BuildSA displays the message 1 task(s) assigned successfully (shown). The task
does not display on the Unassigned Tasks list any longer since it is now assigned to a staff member.

» My Task Searching

My Tasks

Menu ~ Assign Claim Release Help My Filters My Department Unassigned Tasks
Workflow Tasks

r 1 .
1 1 task(}) assigned successfully. | \._.

Adding Comments to the Record

During this step in the workflow process, you can view comments typed by other reviewing staff and/or
add additional comments to capture activity that occurred during a particular step in the process.
Comments added to a record are different from comments added to a workflow task of the record.
Once a workflow comment is created and added to a Record, it cannot be deleted. The comment
becomes a part of the historical reference of the record. However; the Comments Tab let’s an end-user
typed internal comments that the customer is not able to view. As always, only professional comments
should be typed since the comments are viewable by all BuildSA end-users.

Use the Comments Tab as a ‘post-it’ reminder. Date and initial your comments. Do not remove or edit
any other user’s comments.
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1. Click the Comments Tab from the Record’s navigation bar (shown).

Custom Fields Menu B New Help
Custom Lists

Date Comment Urser App ¥y t0 Inspeclhions
Inspections

06/2372017 This will only display the first 10 characters ... CM24801 Mo
Conditions

02/24/2017 test PR16000 Mo
Conditions of Approval

Click the Comment hyperlink E—
e - to view the comment in its
entirety.

Comments - >

2. Click the hyperlink of the comment to view the full comment(shown).

a. To view an existing comment, click the Comment hyperlink.

b. To edit an existing comment, click the Comment hyperlink to display the
Comment box with the full comment, type your changes. Click Submit.

c. Toadd a new comment, click the New button (shown) to display a blank
comment form, type new comment. Click Submit.

' Only the first 10
characters typed
i 1 display.

-

Adding Workflow Tasks Comments

Adding Comments to a workflow task is different than adding an internal comment to a record.
Comments to workflow tasks may be added while the task is being updated. The workflow task
comments are added using the Workflow Tab. Workflow Task comments are viewable by the
customer. Comments may not be added to closed tasks—closed tasks are read-only. To add a
comment to a task while updating the task, follow the steps below:

1. From the Record’s navigation bar, click the Workflow Tab.

2. Click the active Task banner (shown).
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Click anywhere on the =
active task banner.

ASSIGNED Patricia.
STARTED by

(UNDERREVEW,

DUE D1/11/2018

Record Workflow Tasks

A notice was added to this record on 2018-01-25.
Summary Condition Notification - Email/SMS Mofification Severity: Notice

Total condiions: 1 (Nofice: 1)
Workflow

View notice
Workflow History
MENU SUPERVISOR  HELP
Documents
Address
Parcel
68 Subdivision Review
®non

Contacts
Custom Fields

3. The Task Details page displays (shown). Type comments in the Standard Comments Field (shown).

Total conditions: 1 (Noti
Workflow

© VIEW HISTORY

Record Workflow Tasks
A notice was added to s record on 2013.01.25,
Summary Condition: Notification : Er

mail/SMS Notification Severity: Notice
e 1

Conditiens of Approval
New Status * Due Date

~Select- v 017172018
Fee

Astion By Department *_Current Department  Ac
Land Entitements A ¥

Assess Fee History

3
ASSIGNED Patricis Roas (UNDERREVEW)

STARTED by DUE 01/1112012

Task Details  Sub Tasks

AssignedDate  In Possession Time (hrs)
oim4z0te

View notice
Workfow History
MENU v SUPERVISOR HELP
Documents
Address
Parcel
els #)  subdivision Review
©ookn
Contacts
Custom Fields
SUBMIT ASSIGN RESET CALCULATE HOURS HELP

Custom Lists.
Inspections Due Date.

S
Conditiens Assigned to

Status Date

Petricia Rosss

Status Date *

B e @

tion By * Current User

Patricia Rosas ¥

Comment Display in ACA

Payment

Comments

‘Standard Cor 1t
Payment History B Standard Commen;
Communications
< r

anecn spsung
Meetings-

[# Display Gomment in AGA [ Display E-mail Address in AGA.
Owner

the

4. Click Submit (shown).
Viewing Workflow Tasks Comments
It is helpful to review comments from previou

task.

** NOTE: The comments typed in the Standard Comments section of the task are displayable to
the Customer when the request is submitted through the Online Portal. This is controlled by

[/] Display Comment in ACA

directly under the Standard Comments box.

sly closed workflow tasks while conducting your

division or agency reviews. Comments may contain information to help the user with the current
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To view previously closed task comments

1. From the Record’s navigation bar, click the Workflow Tab (#1 shown).

Record * Workflow Tasks @® VIEW HISTORY
Summary Conettion: Natfeation - EMaIVeMS Notiteation Severty: Notie
Total conditions: 1 (Notice: 1)
Workflow o
Workflow History
N [ ven v | e
Address
Parcel
2. Click the green arrow to the left of the Completed Task (# 2 shown).
3. All completed tasks for that particular task display (# 3 shown).
Record ~ Workflow Tasks ©VIEW HISTORY
Summary A notice was added to this record on 2018-01-25.

Total conditions: 1 (Notice: 1)
‘Workflow

View notice
Workflow History
Documents
Address.

‘Gondition: Notification | EmailSMS Nofifiation Severity: Notice.

Parcel

Application Intake

GIs

ASSIGNED

Custom Fields

Custom Lists

Inspections

Cenditions.

o
©

Contats () gty Review
©
©

Conditions of Approval

@oon STARTED 1112872016 by Abe Sclis DUE 117282018
ASSIGNED PUBLIC MPROVEMENTS IS
@oon STARTED 1112872016 by Abe Sclis DUE 12052015
Engineering Technical Review ASSIGNED Fatrioss Rosas <
©oon STARTED 1110172017 by Patrivi Rosss DUE 11/02:2017
SAWS Technical Review ASSIGNED Fatrioss Rosas <
®oon STARTED 01/0412016 by Patricis Rosss DUE 12052015

4. Click the banner of any completed task to see Comments (#4 ). Comment displays under the

Comments heading.
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R Workflow Tasks © VIEW HISTORY

A notice was added to this record on 2018.01.25
Summary Condition: Notification : EmailiSMS Mofification Severity: Notice

Total conditions: 1 (Notice: 1)
Workflow

View notice
Workflow History
MENU v | NEW | SUPERVISOR HELP

Documents

Address

Application Intake ASSIGNED =D

Parcel
Ooon STARTED 11/23/2016 by Abe Solis DUE 11/28/2016
Gls

Task Details ~ Sub Tasks|

Contacts

sk Dl Applston iske
Current Status Status Date
Reseved Tizazo16

Custom Fields

Custom Lists In Possession Time (rs)

Acton By cton by Department
Inspestions s o e varacer
Condions Assigned o btk
Assigned Date
s

Due Date
Conditions of Approval Tzt

- ~— O

Assess Fee History ntin ACA. | Display E-mail Address in ACA

Payment ‘Comment Display in ACA
AllACA Users
Payment History Record Cresior

Lisansed Professions|
Communications

-
Meetings Guner
Owner

Related Records v oq

Alternative Methods to View Workflow History Comments

LAND-VACATE-18-000021

F

Record Workflow Tasks

Summary MENU ~ SUPERVISOR  TAS WATION HELP

Workflow

@ VIEW HISTORY

Workflow History

Documents

1. Click the View History hyperlink located on the upper right-hand side of the Workflow Tasks page
(shown). Clicking the hyperlinks opens the Workflow History page displaying a list of all Record tasks.
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2. Click the Task title hyperlink to open the Task page and view comments.

LAND-VACATE-18-000021
- Menu Delete Help
Record
Tasks are never to

Summary be deleted. Out-of-

Loms box functionality
Workflow I and not for use.

o0 MEVIEW

Workflow Hi5tDT]|" Planning Commizgion Mesting

PIN Numbers

The PIN number is a system generated number for use by staff to provide to the customer, enabling
him to claim the record in his Online Portal account (ACA or Citizen Access). Find the PIN number by
using the Record Tab on the Record’s navigation bar (shown). Before releasing a PIN Number to a
customer, please view IB300 for stipulations. If you are unfamiliar with the PIN Number process,
please see your supervisor or contact the DSD Call Center.

e Accela civic Platorm > cosa

ZONING-ZV-2019-13300081 - Zoning Verification Letter and Associated Documents Request

A Menu v Save Reset Summary Help
Record
Summary PIN NUMBER: 207358302 —~—
ALT ID Record Type Initiated by Pro
Workflow ZONING-ZV-2019-133000¢

MAlodl Ao L iotan:

Example: If a customer calls stating that they cannot see their application on their online portal-for
whatever reason-staff can give the applicant/user the ability to have full control of the record with this
pin. The customer then types this pin in their portal account and claims the record.

A claimed PIN number displays as a non-record with the CAP record ID number (shown). These non-
records are simply a means of capturing activity within BuildSA. Note the No Workflow Required
banner (shown).

The CAP number does not have any relevance to the workflow process, other than the CAP number is
created to capture the customer’s request. Should a customer call DSD requesting information, the
customer gives staff the original record number to retrieve information.
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= Accela civic Patorm > cosa @ .

19CAP-10900000075 c
Record ~ Workflow Tasks | —
Summary MENU NEW SUPERVISOR HELP

Workflow

Workflow Hist
oritlow History 0 No Workflow Required h ASSIGNED

@ 0.0n STARTED By DUE 8/28/2019
Documents

JQC:AF‘ -
-10900000075 Address

Ji

Documents

Note: ePermitHub Digital Plan Room documentation/EDR information is not included in this guide.
Please see your supervisor with questions.

EAccela Civic Platiorm > COSA

Please see your

- about Plan Room Project
Record Workflow Tasks documentation.
Fenrema =TT 3 —_—
Summary ® Gondion: Nothoaton - Emai/SMS Nosfcation Severty: Notoe
Total conditions: 1 (Motice: 1)
Workflow
“iew notice
Workflow History

MENU SUPERVISOR | TASKACTIVATION HELP

Documents
Address

Parcel

GIS

Completeness Review ASSIGNED Fatricia Rosas

@ 0.0n STARTED 2/26/2020 by
Contacts

Task Details Sub Tasks

cxous s
Custom Lists
Inspections PLAN ROOM PROJECT _

Custom Figlds

The Documents Tab of the Record’s navigation bar lets you view all documentation to verify the
required information, based on the type of document indicated, is received. Documentation is also

uploaded to a record using the Documents Tab.

** NOTE: All documents received are to be scanned, saved to a local driveand uploaded to the Record
using BuildSA back-office and based on the document types above.
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Viewing Documentation

1. From the Record’s navigation bar, click the Documents Tab (shown). Click the File Name

hyperlink to open the document or click the Actions drop-down menu arrow to select Download
(shown).

Actions Status
Actions Uploaded
Assign
Download

View Doc Info

adkdad to this rocard on 2018.01.00.
IS Natficaton Seventy: Notea

Menu ~ | MNew | NewomStan | LookUp | ManageDocumems + | Help

Addr o s o -
tera megaipeg  Actons v Uploaded FILENET Record Certiica. L
Parcel
tost magapng  Actons v Upiaaded FILENET Record i BT4KD
@ N gl | T pomMmate e magafepng  Ackans v Uplaaded FLENET Rocord arsca T
RLE magelpeg  Ackons v Uplaaded FILENET Record Certlica BITKE
Custom | ists Note the pages of
Pae (1| otz > documents
2. Message displays to open the document at the bottom of screen (shown).
= Accela cvic piatom > cosa
ZONING-ZV-2019-13300128
-~ Menu v New New from Scan LookUp | Manage Documents  ~ Help

Record

Summary ® Record Atachments ) People Attachmerts

Workflow ]

Workdlow History [] ther Addressing imagefjpeg Actions v Uplaaded FILENET Zoning Ve. 201908/28 10:10 AM 6063 KB  Tulipsjpg

el

Address

Communications v ‘

< x save i B) from i " Open Save T Cancel

3. Click Open. The Open menu displays (shown). Click Open (shown).

Making Documents Visible to the Applicant

Periodically, customers may not be able to view record documentation through their online portal
accounts. Follow the steps below to make documentation visible to a customer.

To make documents visible to the applicant

1. Retrieve the record.
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2. Scroll to the Documents Tab (shown).
3. Click the box to the left of the document (shown).

- Menu New New from Scan Look Up Manage Documents  « Help
Record nfo
Summary ® Record Attachments £ People Attschments Download
@  Document Type B Description Type Actions Status Source Entity Type RecodType  Cresied Dale
Workflow Compare Documents
Final Consent Agresment Addto People imagefipeg  Actions v Uploaded FILENET Record ConsentA.. 201810504 12:25 P
PR Set Display Image
T — Clear Display Image
ACA Permission

4. From the Manage Documents drop-down menu, click to select ACA Permission (shown).
5. The Viewable Options page displays (shown). Note options.
6. Click Submit.

IMPORTANT: Do NOT Set Deletable in ACA permission to YES until after careful

consideration. See your Supervisor with any questions/concerns.

Uploading Documentation

To upload documentation to a Record

1. From the Record’s navigation bar, click the Document Tab (shown).

< Record ID: BOA-17-000002

lenu v ew lew from Scan ook Up lanage Documents  ~ ielp
= Vi N New from Sc; Look Uj M: D N Hel,
Record
Summary ® Record Attachments () People Attachments
Showing 1-5 of 13
Workflow Dotument
[] File Name Type Description Type Actions Status Source Entity Type Record Type Created Date
Workflow History
[] BuildSA Record Assessment Re. Staff Report This is the des. applicati_ Actions v Uploaded FILENET Record Board of 0712/2017 04:03
Documents
[] Capture PNG Other This is the Leg._ imageix-png Actions v Uploaded FILENET Record Board of . 071272017 11:09
—
= Roceanon
Contacts
Page |1 of 3 >
Custom Fields ¢

2. Click New to add documentation (shown). The File Upload page displays (shown.)
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Save Add Delete Cancel Help
The maximum file size aliowed is 80 MB
Souica Defaulted
FILENET 1]/
Document Group/Category Department Current Department
BOA v] | -Setect- v Land Entlements Admin Supp v
Description b
chesi speling
ACA Permissions Change
Follow Document Type Security
Apply Definitions to Selected
D Filo Namo *up o s0ms Document Group/Category Department Description ACA Permissions

type you are working with.

«* NOTE: The Document Group defaults to an Application Record Key. The example shown here is a
Board of Adjustment application. Note the record key is BOA. The Record Key controls the types
of documents the Category displays. Verify the Document Group is the correct group for the record

3. Scroll to the Select drop-down menu (shown). Click to select the document you are uploading.

A Menu ~ Save

Source *

LAND_PLAT_BSL

Description

check spelling

ACA Permissions Change
Follow Document Type Sec

Apply Definitions to Selected

[ Fite Name *upto soma

FILENET

Document Group/Category *

Add Delete Cancel Help

-Select--
—Select—
Bexar Appraisal Map of 200 ft Boundary
DGN/Shape File of Plat
DSD LOC Plat
Legal Document(s)

Letter of Agent

Mailing List of Names and Addresses
Mylar

Notification List

Original Application

Other

Plat

Platin DWG

Proof of Ownership

Public Hearing Written Notice of Intent
Staff Report

Tax certificates: City, County, School

Department

4. Verify the Department (shown).
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5. Type a brief description in the free text field box (shown).
6. Click Add (shown).

A Menu v Save ‘ Delete Cancel Help

Source *
FILENET
Document Group/Category * Department Current Department

LAND_PLAT_BSL Proof of Ownership Land Entitiements Adr|v|
Documents

[ Description
Proof of Ownership Letter

check spelling

ACA Permissions Change
Follow Document Type Security

Apply Definitions to Selected

I:l File Name *upto 3oMB Document Group/Category Department

7. The Batch Upload prompt displays (shown). Click Select File (shown).

Batch Upload

The maximum file size allowed is 80 MB.

| Select File

File(s):

| Continue | Cancel

8. The Windows Explorer window opens (shown).
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Organize ¥ New folder | & 0O @
;' Favorites — Pictures library Arrange by: Folder ~
s Downloads Sample Pictures
M Desktop
& OneDrive — N —
i Recent Places === ¥ | = 5 el
- -~ e \ e g |
N
[ Libraries = AutumnColor | Chrysanthem Desert Hydrangeas Jellyfish Koala Lighthouse ~ PanoramicBe  Penguins
., Documents Japan um aches
& Music v
& Pictures
s Videos
Tulips
& Computer
& OSDisk (C)

& pr16000 (\\cosa\t
& misc29 (\fscomn
-

File name: Chrysanthemum ¥ |All Files (**) =

9. Navigate to the local drive where the document(s) are saved.
10. Select the file(s) to upload.
11. Click Open (shown).

Batch Upload

The maximum file size sllowed is 80 MB.

Select File

File(s):

Chrysanthemum.jpg 100% ﬁ
-

12. The Batch Upload displays once again. Verify the File(s) is uploaded. Click Continue (shown).
13. The uploaded document(s) display at the bottom of the File Upload form (shown).

A Menu ~ Add Delete Cancel Help

Source *
FILENET v
Document Group/Category * Depariment Current Department
LAND_PLAT_BSL Proof of Ownership Land Entitlements Adr[v|
Documents
Description
Proof of ownership

check spelling

ACA Permissions Change
Follow Document Type Security

Apply Definitions to Selected

B File Name *Up to 30MB Document Group/Category Department
Proof of ownership.
. LAND_PLAT_BSL E]
Chrysanthemum.jpg Land Entitlements Admin Support Current Department
Proof of Ownership .

check spelling
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14. Verify the Document Group and Category (shown).

15. Verify the Department (shown) and the Description (shown).

17. Repeat steps for all file(s) as necessary.

but never after the Save button is clicked. Follow the steps below:

16. Click Save. Documentation is uploaded and may be viewed using the Record’s Navigation Tab.

Documents are not to be deleted under any circumstances

While in the Adding a New File mode, if a file is uploaded (added) erroneously, it may be deleted

1. Click the check box directly to the left of the file you wish to delete (shown).
2. Click the Delete button located on the top tool bar (shown). The file is deleted.

~

Documents

Menu ~ Save Add Delete 1 Cancel Help
Source *
FILENET v
Document Group/Category * Depariment Current Department
LAND_PLAT_BSL Plat Land Entitlements AdrE|

Description

check spelling

ACA Permissions Change
Follow Document Type Security

LEGISTAR
Upload to Legistar
OvesONo

Apply Definitions to Selected

@nle Name *Upto soMB
LAND_PLAT_BSL

Jellyfish jpg = ™
at

Document GroupiCategory

eeeeeeee

Land Entitlements Admin Support ECurrent Departmen|

116




GENERAL FUNCTIONALITY SEPTEMBER 2020

LAND-PLAT-17-000040-P - 2 c|
~ Save Add Cancel  Help
:tr;ZET |
Document Group/Category * Department Current Department
LAND_PLAT_MAJOR V| -Select-- v|  Land Entitlements Adnv|
Documents
Description
If a document is uploaded erroneously, it
may be deleted before it is saved to the
EHACK ST Documentation np:ae;.::.lo a Record cannot
deleted and remain intact for historical
referencing.
ACA Permissions Cha
Follow Document Type Security
Apply Definitions to Selected
C.hrysanlnemum g :zzuxwoa ™ [] s nsencnis Aamn sugon [V]Current Department
G check spelling
J/ . . .
*%* IMPORTANT: Delete documentation uploaded erroneously only before Save is clicked. After the
document(s) is saved to the Record, it is kept intact for historical referencing.
LAND-PLAT-17-000022 - COSA OSR Minor Plat ETJ - SRB
- Menu Mew New from Scan Look Up Manage Documents
Record )
O} @ Info i
Sur‘ﬂmaryI Record Attachments People Attachments Croﬂsed in
Download -
[0 Document Type File red tﬂpl(s ze
Workflow CompareBocuments— are out-of-
= Original Application Hydf m thE‘bDX 1.33KB
Workflow History S chry SetBisprayimage functionality [;_78 KB
i and not for
Documents [J Other Jeliy use at this s7z2xs
ACA Permission time.
Address [l Proof of Ownership Lighthouse jpg B 12KB

set from this link (shown).

Manage Documents -

Info

Crossedinred
topics are out-of-the-
box functionality and

not for use at this
time.

ACA Permission

Manage Documents Info hyperlink displays general document information. ACA Permissions may be
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To change ACA Permission

Before changing the ACA Permission from the default No to Yes, ensure you have supervisory approval.

1. After ACA Permission is selected, the ACA Permission page displays (shown).

ccela civic Piatiorm > cosA ’

Submit Cancel Help Before Changing thE
selected default of No to
Title Viewable in ACA Yes for options 1 and 2,
Set Title Viewable Permissiun% o prior supervisory approval
AllACA Users is required. Deletable is
Fizgisterad ACA Users Record Creator | |Licensed Fro never to be altered from
1 Noto Yes.

Downloadable in ACA

Set Downloadable Permission: (@ O

g
DMI ACA Usars

[[] Registered ACA Lisers [[] Record Creator [T |Licensed Frofessional [T]Contact [T]Owner

Deletable in ACA

Set Deletable Permission:
et Deletable Permission Eﬁ @'Nc
ALACA Uszars

Rzgistzr=d AZA Users Record Creator Licensed Profezsional

2. After receiving supervisory approval, change selection from the default No to Yes. Deletable in ACA
option is never changed from No to Yes.

Sorting Option in Documents Tab
End-users have an option to sort documentation for easy viewing.
e Hover over the Column Headings until an underline beneath the headings displays.

e Next, click the Column Heading to sort in ascending/descending order.
To sort documentation

1. Click the Title of a column, example shows Document Type and File Name (shown). After
clicking on a Title, an underline displays.
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*¥* NOTE: The sorting option is available on other pages as well. To use, hover over the Column

titles of a page and if an underline displays, click to sort Ascending or Descending option.
System Generated Emails
Creating Emails Using BuildSA Back-Office

BuildSA enables the user to send emails with the right content and to the right people. Clicking the
Communications Tab located on the Record’s navigation bar makes it effortless for users to

communicate with the customer. Many emails are also system-generated. View all emails using the
Communications Tab. Emails are never to be deleted.

Creating Emails

1. Retrieve the record.

2. From the record’s navigation bar, click on the Communications Tab (shown).

= A notice was added to this record on 2018-01-08.
jion Severi

o thi
Condition: Notification : Email'SMS Nofific ati ity: Notice:

Recr @ Total conditions: 1 (Notice: 1)

Summary View notice

Workflow —

Menu « | New | Delete Help

Workflow History
Showing 10f 1 | SMS

Documents - L

Address. Recsipt Confimmation for Certica. Email noreply@sananto patricia.cavazo. 12122017 14:28:17 Sent APPLICATION REC.

Parcel Page 1 of 1

Y
l Communications l

3. Click the New button drop-down menu (shown).

4. Click to select Email. COSA is not using the Short Message Service (SMS) option at thistime.

5. The Communication Detail page displays (shown).

Note: If creating an email with attachments, use Internet Explorer. Please contact
dsdbuildsasupport@sanantonio.gov for help or questions.
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Send Reset Aftach Cancel Help
Communication Detail
From *
-Select- v
Importance
Mormal ¥
Designated Send Date
Time:
00 Y [:jo0 Y
Te
E
Cc
B
Bee
E
Title
Adtachmenti{s)
Content *
il v v/ BRI U EES EEEEHal—=@gOo|
check spliing
Comments
gl
eneck spsliing

6. Complete required fields. Required fields are identifiable by a red (*) asterisk.

7. Use the drop-down menu arrow to select the From email address (shown).

From *

--Select- v

nareply@sanantonio.gov

8. Select the level of Importance of the email by clicking on the Importance drop-down menu, as
applicable (shown). This is not a required field.
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Communication Detail Send Reset Attach Cancel Help

9. Use the Calendar icon to select a date for the Designated Send Date field.

10. Select a Time for your email, as applicable, from the Time field drop-down menu (shown).

Se| g Reset Attach

antonio.gov v

Designd 16 nd Date

17

4 e
Time 19 .
OO0 v |00 v

11. Type or select the receiver’s email address.
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Send Reset Attach Cancel Help

Communication Detail
From *
--Select- v

Clicking on a hand symbol displays

NOreply@#ananton:o.oov Record contact categories with email

addresses. Click the + sign to expand
a category. Click the - sign to close.

Mormal ¥

Designated Send Date

m [+ Record X

Time E} ADDR-COD-17-D00022
Y ooy EF Contsct
To EF Patricis Cavazos

E vazos@sansntonio.gov
= EH

B patricia.cavazos@sanantonio.gov
Bec EF Owner

B [+ KOEHLER DAVID LEE
Title EF Professional |

E} PublicUser

Attachmentis) [} pstricia cavazos@sanantonio.gov

Content *

12. Type or select the email address of any copies and/or blind copies recipients.

13. Type the subject of the email in the Title field. This is an important step for easy identification of
emails as the Record progresses.

14. Attach documentation, as applicable (steps for attaching documentation follow).

15. Type the Content of your email message. This is a required field (shown). BuildSA defaults to 8pt
size font. Change font size from 8pt to 12 pt. Use drop-down menu to select size (shown).

Send Reset Attach Cancel Help
Communication Detail
From *
--Select- v

Importance
Mermal ¥

Designated Send Date

*
et

Content *

Adial v|1@gpy v|B Z DEEESEEE Hal—egOoel
]|
| Type content of email here. I
check apsiling
Comments
A
check apsiling

16. The Comments typed in the Comments box on this page are not visible to the customer and donot
display in BuildSA. This is an out-of-the-box functionality and not required.
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17. Click the Send button located on the top menu bar when completed (shown).

button

Send Reset Attach Cancel Help

Communication Detail

18. The email is sent to customer (shown). Notice the Status column lists the status of the email as
Pending. BuildSA displays the message Message created successfully (shown). Click therefresh

c

= A notice was added to this record on 2018-01-08. _

Record Condition: Motification : Email/SMS Motification Severity: Notice
Total conditions: 1 (Motice: 1)
Summary View nofice

Workflow
Menu ~ | New ~ | Delete | Help

Workflow History
-

Documents Showing 1-3 0 3
o Tee Type From T sent Status Event
Address.
[0 Thisisa Test Emai Email noreply@sananto paliiciaosss@... 017302015 10:06:53 Pending
(remez] (=] Email noreply@sananto. patricia rosas@ 017302018 D8:50:55 Sent
GIS [ Receipt Confirmation for Certifica. E-mail noreply@sananto. patricia.cavazo. 1211212017 14:29:17 Sent APPLIGATION REC.
Contacls Page [1 |oft
‘Communications

@ Reply f@ Reply All Q Forward

Tue 1/30/2018 9:51 AM
noreply@sanantonio.gov

To  Patricia Rosas (DSD)

This is a test email.

noreply@sanantonio.gov Cffice of Historic Preservation Notification Regarding Change of Zoning - ZONING-Z-2018-000040

Example of email as seen in recipient’s inbox.

19. After clicking the refresh button, status of email changes to Sent (shown).

B A notice was added to this record on 2018-01-08.
Record Condition: Nofification - EmailiSMS Nofification Severity: Nofice
Total condilions: 1 (Nofice: 1)
Summary View notice
Workflow
Menu ~ | New ~ | | Delete Help

Workflow History

Showing 1-3 073
Documents - - - - - p

@ Tee Yoo From 3 Sent Status
Address [ Thigis a Test Email E-mail noreply@sananto... patricia.rosas@. . 017302018 10:06:53 Sent

I Communications
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Accessing, Viewing, Forwarding and Attaching Documents to E-mails

1.

5.

6.

Retrieve the record.

From the record’s navigation bar, click the Communications Tab (shown).

A list of all communications generated for the record appears (shown).

Click the hyperlink of document to view (shown).

Record ID: LAND-MDP-17-000003

All communications are listed

— n Menu ~ | New ~ || Delete Help here. Click on the blue text
ecol = =
hyperlink to open and view.

Summary Showing 1 of 1

[ it Type From To Sent Status Event
Workflow

D Receipt Confirmation for Master De.... E-mail noreply@sananto... Michael.Forgion 07/03/2017 15:05:58 Sent APPLICATION REC...
Workflow History

Page |1 | of1
Documents

—

Payment History

Communications

The Communication Detail page displays. Note the information available on the page (shown).

Record ID: LAND-MDP-17-000003

Forward Cancel Help

Communication Detail

Related Entities. Importance
Normsl
From

Sent
07/03/2017 15:05:58
To

Michae! Forgione@sanantonio gov
Ce

Bee

Title
Receipt Confirmation for Master Development Plan (MDP) - LAND-MDP-17-000003
Attachment(s)

AR A A

Content
Greetings,
This email confirms that the City of San Antonio has received your application for Master Development Plan (MDP) - LAND-MDP-17-000003.

For your convenience, you may track the progress of your application on-line at hitps://acatest sanantonio.gov/TestCit
Thank you for your business.

Sincerely,

Development Services Department

Partnering with our community to build and maintain a safer San Antonio

Please take a moment and tell us how we are doing by taking our survey.

Comments

Event
APPLICATION RECEIVED
Status

\A 4

Sent

D! D1=17CAP&capID;

3=000915 de=COSA.

To forward an email click the Forward button (shown).
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Record ID: LAND-MDP-17-000003

Communication Detail Fo Cancel Help

Related Entities Impartance
Normal
From
noreply@sanantonio.gov [noreply@sanantonio.gov]
Sent
O7/03/2017 15:05:55
To

7. The template for the email displays. Complete the fields, as applicable (shown).

The Comments text box is an out-of-the-box functionality.

Attach any documentation to your email, as applicable. Instructions on attachments follow.

Send Reset Attach Cancel Help

Communication Detail

From *
noreply@sanantonio.gov|

Importance

Normal[v/] Clicking on the hand
symbols displays email
contact information.
Click the + sign to
expand the category.

Designated Send Date

Time
oo[v]: ooV
To

o B

B
E

Beec
Title
Receipt Confirmation for Master Development Plan (MDP) - LAND-MDP-17-000003

Attachment(s)
The maximum file size sliowed is 80 MB

Content *

Arial Mliem[v|BZ UISSSiEEEE|Tu]—

Greetings,

This email confirms that the City of San Antonio has received your application for Master Deve
(MDP) - LAND-MDP-17-000003.

Thank you for your business.
I

chack spaliing

Comments

check spailing

EF LAND-MDP-17-000003
[} Contact
- Michsel A Forgione
Michsel Forgione@sanantonio.go
EF Michsel Forgione
diep.io@s.com
EF ssasssddd
asd@sgssqff.es
[ Owner
[} SERRANO ANGEL & MARIA
E} Professions
£} PublicUser
&} michael forgione

L
A

v
Michsel Forgione@sanantonio.go

< >
For your convenience, you may track the progress of your application on-line at
hitps://acatest i0.gov/TestCit ing.ashx?
P andD D1=17C, plD2=00000&capID3=00091&agencyCode=COSA.
v

Send Reszet Attach Cancel

8. To attach documentation to your email, click on the Attach button (shown).

Help
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The mazimum file size allowsd is 80 MB. h
Select File iI

-
Continue | Cancel
— -_
<., Open . IR e e
G’@o}lﬁ Desktop » ~ [%3 | [ Search Deskeop 2|
| Organize ¥ | Newfolder - A @
A i = i o - =i
# Favorites Libraries Patricia Rosas (DSD) Computer
B Desktop System Folder System Folder System Folder
8 Downloads
N o Access 2013 Pl Acrobat Reader DC
4% OneDrive oo Shortcut P <icricut
“E] Recent Places Y: 267KB @ 199 KB
Pl Adobe Acrobat DC Bxcel 2013 Google Chrome A
44 Libraries / Ml Shortcut X E Shortcut @  Shortcut £
B Documents It 198 kB @ 2728 213KB
& Music Google Earth “y LegistarS pay | Veinframe
Pict Shortcut e Shortcut [ Shortcut
5] Pictures 200K8 751 bytes (@ 1465KE
B Videos
[, message OneNote 2013 Outlook 2013
Text Document Shortcut Shortcut
418 Computer 0 bytes 265K8 275KB
&, osDisk () PowerPoint 2013 Publisher 2013 ¥ ) SAP Logon
e Removable Disk (D:) Shortcut Shortcut Shortcut
8 prI6000 (\2\users) 274K8 269 KB 110KB
&9 misc29 (\iscommo Send to OneNote 2013 SketchUp 8 A VLC media player
i Shortcut Shortcut Shortcut
- 515) 276 KB 197K8 104 KB
Network z
& WebEx Assistant Word 2013 ) ’
Accela Automation® _files
A shortcut Shortcut I e
A 2058 A 277KB >

File name: |

~ | All Files ;
=

10. Locate the file(s) you want to attach to the email.

e Select the file by double-clicking on the file itself; or, select the file and then click on the

Open button (shown above).

e Verify the file is attached to your email.
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The mazimum file size allowed i 80 MB. -

Select File | Elear List

Keoala.jpg -— 762.53 KB Finished g
Jellyfish.jpg - 757.52 KB Finishad o
-
Fils(s): 2 1.45 me CEI 100%

Continue | Cancel

11. Click Continue. Verify the Attachments uploaded (shown).

Communication Detail

Menu ~ Send Reset Attach Cancel Help

From *
noleply@sﬁnanmniﬂ.gov

Importance

Narrnal

Designated Send Date

Time

nu: nn
To

E
Cc

E
Bee

E
Title

Receipt Confirmation for Planned Unit Development (PUD) - LAND-PUD-15-000149

Attschment(s) p— — p—
002_RecordApplicationRecordTemplate_W1_20130608_115722.pdf(75.64 KB) |X| Koale jpg(782.53 KB) X| Jallyfish.jpg(757.52 KB) |X|
Content *

Tee) [V B TTIEE=
eetings, ~
is email confirms that the City of San Antonio has received an application for Planned Unit

velopment (PUD) - LAND-PUD-18-000149 COSA GEN FUNCTIONALITY TRGOS within your
istrict area.

incerely,
Development Services Department
|

chack spailing

Comments
chack spailing

Out of the box
functionality.

‘

10. Click the Send button (shown).

Reset Attach Cancel Help
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11. BuildSA generates a Message created successfully prompt after sending your email (shown). Notice
c

the Status Column lists the status of the email as Pending (shown).

e A notice was added to this record on 2015-01-08.
Record Condition: Notification : Email/SMS Notification Severity: Notice:
Total conditions: 1 (Notice: 1)
Summary View notice
Workflow

Menu v | New « | | Delete || Help

Workflow History
Message created successfully. h

Documents Showing 1-3 of 3

O T e From o Cant Status. Event
Address

[ Thisis a TestEmail Email noreply@sananto.. pafricia.rosas@... 01302018 13:07.05 Pending
Parcel - .

[]  This is a Test Email E-mail noreply@sananto pairicia rosas@ 01/3002018 10:06:53 Sent

—

T

Communications

12. Click the refresh button located at the top right of the BuildSA desktop ¢ .

13. After clicking the refresh button, the status of the email changes to Sent (shown).

- A notice was added to this record on 2015-01-08.
e @ Candition: Nofification : Emai'SMS Notification Severity: Motice
Total conditions: 1 (Nofice: 1)
Summary View notice
Workflow
Menu « | New «  Delete Help
Workflow History
Showing 1-3 of 3
Documents O Tie Type From To Sent Stalis
Address. [J Thisis a Test Email E-mail noreply@sananto.. patricia. rosas@. 0113012015 13:07:05 Sent
Fo— [ This is a Test Email E.yil noreply@sananto fricia rosasi 01/302012 10.06.53
— —
I Communications I
B0 4= Receipt Confirmation for Planned Unit Development (PUD) - LAND-PUD-16-000189 - Message (HTML) ? @ -
MESSAGE ADOBE PDF
P Y
g x ( a @ Q B2 Mesting Training Materi.. ©3 To Manager ¥ = Rules~ & ==' |> aa_) # Find Q
£ ETeamEmal ¥/ Done B Related ~
& Junk~ Delete  Reply R;;:]\y Fond B Morer |} peply uelte F Cresellew  [5| MOV [PActions-  Mark Categorze Follow Tanshte o
- Unread  +  Up~ -
Delete Respond Quick Steps 5 Move Tags ] Editing Zoom

Thu 11/10/2016 9:12 AM
noreply@sanantonio.gov
Receipt Confirmation for Planned Unit Development (PUD) - LAND-PUD-16-000189
To Patrida Rosas (DSD)
Greetings,

This email confirms that the City of San Antonio has received your application for Planned Unit Development (PUD) - LAND-PUD-16-000189.

For your convenience, you may track the progress of your application on-line at http:/acadev.sanantonio.gov/DevCitizenAccess/urlrouting.ashx?type=1000&Module=LandDevelopment&caplD 1=16 CAP&caplD2=00000&caplD 3=02618&agencyCode=COSA.

Thank you for your business.

Sincerely,

Development Services Department

Partnering with our community to build and maintain a safer San Antonio.

Please take a moment and tell us how we are doing by taking our survey.

Example of an email generated from BuildSA back-office

14. After the email is sent, the Communication page displays (shown). The email generated is now
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listed as a part of the record. The latest email sent appears at the top of the list.

- A notice was added to this record on 2018-01-08.
[Erad] Condition; Nofification : Emai/SMS Notification Severity: Notice
Total conditions: 1 (Notice: 1)
Summary View notice
Workflow
Menu ~ | New « | Delte Help

Workflow History

Showing 1-3of 3
Documents - - - - o =

[ tle ype From o Sent Status
Address [ This is & Test Email E-mail pafricia.rosas@. 01/30/2018 12:07:05 Sent I
o [ Thisis o Test Fmail E.mail noreply@sananto. fricia rosas 011302013 1D-06:53 Sent

— —
y
| Communications I

Related Records

Related records have information in common and are related to each other in parent/child
relationships. Instruction on the Related Records process for each record-type is addressed during

record-specific training.

** IMPORTANT: Relating Records (parent/child, child/parent) may impact the workflow process
of a record. If you have questions about the related records process for a specific record type,

please contact your supervisor.
Transactional Record View of Related Records

1. Retrieve the Record.

2. From the Record’s navigation bar, click the Related Records Tab (shown). A view of the related

records displays (shown).

L a Menu ListView | Clone Sgl Clone Mult Update Related Records Search Look Up Create a Set Delete Help

GIS

@ L » MNING-Z-2013-000037; [LandDs oning.Change of Zoning, NA] ;Under Review;; 3002 SEINE City of San Antonio, TX 78250
T : _ _ : Related Records
=- | Q ZONING-PA-2018-000018; [LandDy Zoning,Plan MA] :Under Review;; 9002 SEINE City of San Antonio, TX 78250 are display.ed

Custom Fields

Qwner

Related Records

3. Click on the + sign to expand the Related Records list.
Menu  ~ List View Clone Sgl Clone Mult Update Related Records Search Look Up Create a Set

[:] g ADDR-SNC-17-000001; [LandDevelopment,Addressing, Street Name Change,NA] ;Under Review;Electric Avenue; 902 HAYS ST City of San Antonio, TX 78202

Click on the + sign to expand Related
Records list.
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Menu v List View Clone Sgl Clone Mult Update Related Records Search Look Up Create a Set Delei

= [:] ADDR-SNC-17-000001; [LandDevelopment,Addressing, Street Name Change,NA] ;Under Review;Electric Avenue; 902 HAYS ST City of San Antonio, TX 78202
’ : LAND-WR-17-000004; [LandDevelopment,WithdrawalRefund NA NA] ;Under Review;iwpnrocvuvevdcbzgf ococvpyi avxtabpglucwbxjevvlpztgyupma owcvxgnv ggngkfdbkeativdry zwvklgtj orttc
dzdweclopjsvdpderjrwyycinapvzbfsuhklcbgrinnbkzyjfibmgtneu bgsxc wivwlcgkaowephhtuhmbgx asuomvfil d zsuet erofiixjmrngtbzcogdhfiz vvggxvspsbgoelsf,

Related records
display.

Example of expanded list

4. To close the view, click the - sign.

** NOTE: Clicking on any of the listed records hyperlinks, takes you to the Related Records tab of the
record you selected.

List View vs. Tree View

The tree view offers you a good graphical representation of the family hierarchy of the current
record; the list view allows you to quickly access the details of the parent and child records for the
current record.

o Menu  ~ List View Clone Sgl Clone Mult Update Related Records Search Look Up Create a Set Delete Help
GIS
P @ Ly 2 g NA] iUnder Reviewr; 2002 SEINE City of San Antorio, TX 78250 Tree view of
ontacts =1 @ zowwe pa-2018-000013: [ ning Pl ] Under Review:: 3002 SEINE City of San Antonio.TX 73250 Related
Records.
ST
Related Records

5. The tree view displays the current application with its parent applications and child applications in
separate trees.
e The current application shows in red font in all the trees.
e The current application is the root tree node of the child tree, marked with a globalicon

g
e Toview a summary of a related record, click the arrow to the left of the check box.
e Click the Child Record hyperlink to access that record.
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Menw ~ List View Cione Sgl Clone Mult Update Related Records Search Look Up Create a Set Delete Help

B8 D PLNIS0M3, (P o/ o NA} perent Plan e 4018 Sh0ne Steet 13 STONE STREET, NEW YORK, NY 10004, One
PUTIE00128: Pamas ) cpmert Pan for Vestteid Val ot 18 Sione Street 12 STONE STREET, NEW YORK NY 10004 t
L sumis00127, Pamts Commarsiat Asaration KA} S sind Dyvwiopmant Pian for Wasstaic Ual at 35 Siine Strmat 14 STONE STREST, NEW YORK. Nv 10004, ree

PUTISON12E. Pemts Commarnsl Anpraton HA| Suamziad Devaoprent Pan fr Westfeiq Vel of 13 5100 Sureet 19 STONE STREET. NEW YORK. NV 10004;
i—D PUTIS-O00M. [Pemas Commarcis New NA] Soommes

o

8-LJ

® The list view lists the current application and its related applications. The list includes
the immediate parents and all child applications.

Custom Fields

ZONNG.Z.
Crrnles 2018-000037

Inspestions ZonNG-PA
i 2018-000018

Consolidated Record
Activities

Activities ﬁ Scroll to the farthest right to view
Relationship Status column.

Customize Content in List View

** Note: Not all pages have the Customize Content option. If a page you are working in offers the option,
and you wish to customize the look of your page, follow the steps outlined here. If available, the
Customize Content option displays on the pages’ Menu drop-down selection.

o Exception: In a record, the Workflow Tab page is not to be customized.

1. Click the Menu button drop-down arrow to display menu options (shown).
2. Click to select Customize Content (shown).
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ecord ID: LAND-PLAT-17-000008

3 Tree View Clone Sgl Clone Mult
Customize Content
Shoy CSY Export
My Filters
D Expand List Record IO Relationship Street Name First Name
Copy
[] | Print Page |7CAP-00000-00018  Curent GORDON .. Angela

3. The Available Fields page displays (shown).

Last Name

Simmons

Save Reset Cancel Help
Available Fields Selected Fields
Percent Complete
Record ID
» Relationship
Application Name
| Short Notes
K| Record Type
K] Fecord Type Aliss
Status
Opened Date
Priority
Element Width (pixels)
Percent Complete 150
Record ID 150
Felationship 100
Application Name 100
Short Motes 100
FRecord Type 120
Record Type Aliss 100

Status 0

Assigned Date 140
Closed Date 100
Start Fraction 120
Alternate ID 150
Assigned to Deparfment 100
County 50

Country/Region 80

Number of Records

Contract ||
- Expand
-

Display Order Label

ol ~|[@|[tn|[a]w|[ 0] =

21

22

23

24

25

26

27

Available Fields page shown here not in its entirety

4. Hold down the shift key on your keyboard to highlight all the fields listed in the Selected Fields

text box (shown).

5. Click the left pointing double arrows (shown).

133




GENERAL FUNCTIONALITY SEPTEMBER 2020

Reset

Available Fields

Cancel Help

Selected Fields

Address Line 1

Address Line 2

Address Type Flag

Alterate ID »]
Anonymous _’I
Appearance Date _1'
Appearance Day @
Application Name

Assign to Organizstion

Assigned Date

Element Width (pixels)

Number of Records

Contract I

- Expand
-

Display Order Label

6. Click Save (shown).

arrangement (shown).

7. Information in List View now displays with the user’s personal Customized Content

Page |1 of 1

Menu ~ Clone Sgl Clone Mult Update Related Records
Showing 1-3 of 3
Opened
[ RecordiD Short Notes Record Type Status Dste
- LandDevelopment/Land .
[J 17CAP-0000DD-00018 Major Pla... Entitlement/PlatMaior Denied 01/3172017
LandDevelopment/Add Under
[] 17CAP-DDD00-00023  test Remove Review 0212812017
Contact/NA/NA
LandDevelopment/Add
D 17CAP-00000-00080 Remove Completed  06/21/2017
Contact/NA/NA

Search Look Up Create a Set Delete Help
Street Name First Name Last Name E-mail Street Suffix (Direction)
GORDON ... Angela Simmons ange..
32&55 Patricia Cavazos patr...
HAYS Michael Forgione

selection.
Record Pages View of Related Records

1. From the Launchpad, click to select All Pages.

2. Filter for the Records page.

(shown).

(shown). All Related Records display (shown).

8. To change customized view once again, click Customize Content and make preference

3. Inthe Related Records column of the Records page, hover over the View hyperlink of a record

a. Click the View hyperlink to go directly to the Record’s Related Records Tab page
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= Accela cuicFiatorm > cosa
Record ~
Menu ¥ Search New Create By Form Create From Model GIS Create a Set  ~ Viewlog ¥ Help My Filters —Select-- \/

Showing 1-5 of S0+

[] Fisthame D RecodType  ProjotMame  Stws Name Last Name Opencd Date  Created By Deseription Balance Date Reconig
LAND- ~

O CONTACT.  [gntact 08262020 147357 $0.00 View
12018
LAND- ~

O CONTACT-  |[gntact 08/26/2020 138810 $0.00 View
12320
LAND- -

O CONTACT.  |[gntact 08/28/2020 138810 $0.00 View
13208
LAND-

] CONTACT-  Contact. 08242020 138810 $0.00 View
12188
LAND- ~

[m] conTacT-  ATAS 03242020 138810 $0.00 View
12382

Page [1 |eftD >

Cloning Records in the Record’s Related Records Tab

When you want to create a child record to an existing record, use the cloning feature found in specific
record’s Related Records Tab. When you clone a record, you are creating a duplicate of the original

record with a new record ID number. The source record is the parent record, and the new cloned
record is the child.

When you clone more than one record from a source parent, each cloned record is a child to the
parent record.

A user can create related records by:

= Cloning child records from a parent record: When a record is cloned, the relevant
information from the parent record is automatically transferred to the child record.
When cloning a record select: Parcel, Owner, Address and Contact information to copy
from parent to child.
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Menu - List Wiew Clone Sl I Clone Mult I || lUpdate Related Records

I Search

Look Up Delete

1 » FLAT-BOND-13-D00115; [LandDevelopment, Land Entitlierment, Bol
= Q FLAT-OUTSEQREC-13-000026; [LandDevelopment Land En

and not for use

Cloning One Record

Clone Mult, Update Related Records and
Create a Set are out-of-the-box functionalities

at this time.

Cloning a record takes place in the record and using the Related Records Tab.

1. From the Record’s navigation bar, click the Related Records tab.

2. From the menu bar, click Clone Sgl (Clone Single) (shown).

< Record ID: ZONING-Z\/-2017-000006

~

Menu List View

Clone Sgi | Clone Mult

Contacts

Custom Fields =[] @ zomme-zv-2017-000008: [LandD:

Zoning,Zoning

Update Related Records

Search Look Up Create a Set Delete

ion, MA] ;Under Review:Verify All The Zones; 902 HAY S City of San Antonie, TX 78202

o LAND-CONTACT-17-000008; [LandDevelopment,Add Remaove Contact NANA] ;Completed;\Waldo Incoming; 802 HAY'S ST City of San Antonio, TX 73202

Custom Lists

1; 215 ISABEL 5T City of San Antonic, TX 78210

Help

Related Records

3. The Select a record form displays (shown). Click a category to expand. Click link of record-type you want

to clone as a child record.

= Accela cwvicPatom > cosa

,
E Select Record Type - Google Chrome

COM-PRJ-APP20-39801331 - Minor Plans

Conditions -

A notice was added to this record on 2
Condition: After Hours - After Hours Seve

Conditions of Approval Todal conditions: 1 (Nofica: 1)

Wiew notice
Fee
Assess Fee History Menu  ~ Lise Clone Sgl
Payment
5[ @ comers-apran-ass013s1; (Bullding Permits Co
. COM-BLG-PMT20-40200160; [Sullding. Permits.Ci
Payment History

EL COM-BLG-FMT20-40200161; [Sullding, Permits.C:

Communications
Meetings

Owner

Related Records

Comments

8 accelatest.cosa.root.ci.sat.tx.us/portlets/picker/cap]

O Create one Record for all Parcels O Creats one Recard for each Parce

Select a record type

Search Record Type

Search Record Type

> AMENDMENTS ONLY
BUILDING

Commercial Project Application
Certificate of Occupaney Application
Dremcliticn Pedestrian Protection Application
Residential - Garage Sale Application
LSR MEP Permit Application
Annual Maintenance Permit Application
Manufactured Home Application
MEP Trade Permits Application
Iinor Building Repair Applic ation
Residential Building Permit Application
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4. The Data Element Selection page displays (shown). Click the box to the left of the information
to copy from parent to child record. Choose: Parcel, Owner, Address and Contact (shown).

Reset Cancel Help
Record Type - Specific Information General Record Information
) Fee Items (Select) ) Record Details (Set Application Description)
) Workflow Status ¥ Parcal
Click the
) Inspection (Select) ¥ Owner box to the
= i)
Parcel,
Custom Fields (Select) ¥ Address Owner,
Address and
Additional Info [ Assets Conlaet
Waluation Cale [} Licensed Professionals (Select)
v

Record Conditions (Select)

Inspection Conditions (Select)

Conditions of Approval (Select)

Education

Continuing Education

Examination

Workflow Task Specific Infermation Record Comments

¥ Contact Select) ﬁ

I Document

Status or New Status: —Select- Activities

Status History ) Preserve Dates

Click Continue.
The APPLICATION INTAKE FORM displays—unique to the record- type selected (shown).

7. This is the new child record application. Complete the intake form by completing all required
fields. BuildSA pre-populates the fields user selected from the original record.

8. Click Submit.

9. BuildSA creates the new record and systematically associates it to the current record. The new child
record appears in the Related Records tab along with a message informing the user that the record
is added successfully (shown).

Record ID: LAND-PLAT-16-000428

Menu ~ List View Clone Sgl Clone Mult Update Related Records Search Look Up

ZONING-ZV-2016-000198 record(s) added successfully.

= » LAND-PLAT-16.000427: [LancDevelopment Land Entitlement, Piat Major] -Under Review COSA Defoct 65 Test - fees
B8 ! LAND PLAT.16-000428: [L opr Land Entith Plat.Major] ;Received:COSA Defect 56 Test - foes2 - debugging for duplicate Mylar fee:
I» ZONING-ZV-2016-0001%; {LandDevelopment, Zoning Zoning Verfication NA| ;Under Roview:traning test B8

Related Records
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Deleting a Record from the Related Records Relationship
Whenever a record is deleted from a Related Records relationship, the relationship is removed (deleted)---

but the record is not deleted.
1. Retrieve the record.

2. From the navigation bar, click Related Records tab.

3. Use either the Tree View or the List View to display the list of related records (shown).

Using the List View

a. Click the box to the left of the record you want to delete from therelationship
list.

b. Click Delete.

< Record ID: ZONING-ZV-2017-000006 c

Contacts A Menw CloneSgl | CloneMult | Update Related Records | Search | LookUp | | CreateaSet | Delete

Custom Fields
Showing 1-2 of 2

Custom Lists Opened Street Unit#
O Resain ShotNotes  Resord Type Status Dete Protty  Mame Frsthame  Lssthame (ssr)  Premx Assigned Dete Ciosza 0

Inspections —
[] 17CAP-00DDD-0DDSD  describe LandDevelopmentZoningZoning  Under - g7032017 HAYS Michael Forgione

Conditions.

06

17CAP-00000-00080 LandDevelopmentidd Remove  compieted 0612172017 HAYS Michae! Forgione. 22020

Conditions of Approval ContactN,
Fee

Assess Fee History

Owner

Related Records

Example of List View

c. BuildSA displays a 1 record(s) deleted successfully message. The record is
removed from the Related Records list (shown).

Menu Tree View Clone Sgi Clone Muit Update Related Records Search Look Up Create a Set Delete

1 record(s) deleted successfully. h

Showing 10f 1

LandDevelopmentZoningZoning  Under
Verification/NA Review

1110422016 Rosa Carrera

Using the Tree View

a. Click the box to the left of the record you want to delete from therelationship
tree (shown).
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Menu List View Clone Sgl Clone Mult Update Related Records Search Look Up Create a Set Delete Help

=) D ZONING-ZV-2017-000008; [LandD: Zoning,Zoning Veril ion,NA] ;Under Reviewr:;Verify All The Zones; 302 HAY 3§ City of San Antonio, TX 78202
1 LAND-COMTACT-17-000006; [LandDevelopment Add Remove Contact MA,NA] :Complated;\Wslde Incoming; 002 HAYS ST City of San Antonio, TX 73202

Related Records

Example of Tree View
b. Click Delete.

c. BuildSA displays a 1 record(s) deleted successfully message (shown). The record
is removed from the Related Records tree.

Menu  ~ List View Clone Sgl Clone Mult Update Related Records Search Lock Up Create a Set Delete Help

1 deleted

= |:| 9 ZONING-ZV-2017-000008: [LandD: Zoning Zoning MNA] :Under Review:Verify All The Zones; 302 HAY § City of 5an Antonio, TX 78202

l Related Records |

Associating Related Records

Related records created separately may be associated with each other, relevant information can then
be automatically transferred and their relationship specified.

Land Development Example: A Traffic Impact Analysis record exists and now a Plat Record is created.
Both records are for the same parcel but were created separately. Both records can now be associated.
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1. Select a Record from the Records Page. Click the blue Record ID link to open the record (shown).

_ Record
!5 Menu v Searth | New | CreateByForm | Create From Model My Filters |DP v| moauie Lanopeveiopment|v|
Showing 13 of 80
=
HH
Mastar
[0 LANDMOR-17.000010 Develogmeni  aaza oannazonT FUSLICUSER13  $0.00 1am2r0nr
Fian (WDF
Vaste
[] LAND-MOP-17-000009 Devel testing Habital email rotce 0T PUBLICUSERTS  $0.00 oaTRDIT
Master . ) ) )
[0 LAND-MOP-17-000008 Daveiopment  MDP For Testng 0212017 140277 $0.00 a7
Fian (MOF)
LAND-MDP-17-000007 o “Testing out of ETJ 03082017 PUBLICUSER7S  30.00 oansznT
D ﬁum 1
Waster
TTMP-000150 Development  Review of Review 0022017 PUBLICUSERID  $0.00
Pian (MDP)
Master
TTMP-D00148 Develogmeni  Pre-UAT Test Case 1.0 MDP o017 FUBLICUSERTS  $0.00
Pian (MDP)
Master
TTP-00013¢ Deveigpment o2aT0? PUBLICUSER1D  $0.00
Fian (MDP)
veaster
TTEMP-000024 Deveiopment oo ] 5000 it
Flan (MDP

2. Select the Related Records tab from the Record’s navigation bar (shown).

< Record ID: LAND-MDP-16-000034 '

Contacts - Menu  ~ List View Clone Sql Clone Mult Update Related Records Search Look Up Create a Set Delete Help

Custom Fields

=[] @ Lanp upp-16.000034; [LaneD Land jaster pment Flan,NA] :App :MDP3; 515 § FRIO City of San Antonio, TX 78207
= ZONING-ZV-2017-000004; [LandD ning Zoning son,NA] lssued:IC/RIF Test; 1001 S ALAMO ST City of San Antonio, TX 78204
Custom Lists ?l[L LAND-PLAT-17-000045; [LandDevelopment Land Entitlement, Flat Minor] :Under Review Fre-UAT Test Case 1.0 Minord;

Owner

Related Records

3. Click Look Up (shown). The Search by Record Attributes form displays (shown).

** NOTE: To browse for records to link to the selected record, use Look Up. The Search button here is to
enable end-users to find a related record by certain criteria when these related record trees get very
large.

4. The Search by Record Attributes form displays (shown). Type search criteria needed to locate the
record you are trying to associate.
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Contacts o

Custom Fields

Custom Lists

Inspections

Conditions

Conditions of Approval

Fee

Assess Fee History

Payment

Payment History

Communications

Meetings

Owner

Related Records

< Record ID: LAND-MDP-16-000034

Submit Reset

Search by Recora Atirinutes
Record Type
Group Type

—Select—

—Select—

Record ID
LAND-BSL-16-000003

Current Workflow Task
—Select- [v]

Search by Contact
First Name o

Contact Organization Name g

Search by Address/Parcel

Street #

Unit/Suite

County Property ID

Cancel Help

O Enable Soundex Search

Subtype Category
[v]| -select— ~Select-
Status
~Select—
Current Workflow Status
—Select— v]
Last Name gty
E-mail
Street Name g

City Parcel Number

Opened Date:

From: 111211967 {8

To: 101302017 |8

Street Type

~Select—

Legal Description

check spaliing

5. Click Submit. The system generates all records fitting the criteria typed.

6. Check the box to the left of the Record you want to associate (shown).

7. Do one of the following:

a. To associate a child record, click Select as Child.

b. To associate a parent record, click Select as Parent.

< Record ID: LAND-MDP-16-000034
Contacts
Custom Fields
Custom Lists [] Atemste D

Inspections

Conditions

Owner
Related Records

= Menu  ~ I Select as Parent ] I Select as Child I Search

Cancel

@ LAND-BSL-16-000003

Record Type
Alias

Building
Sethack Line
Replat

Opened
Status Date Street #
Additional
Info 09222016 1126
Required

Street Name

DENVER

Help

E-mail

lamy. odis@s...

Record ID

16CAP-00000-00134

Much like the Cloning options, user is prompted to select the components to copy from the source

record to the target record (shown). Selecting components is optional.

8. Click Submit (shown). BuildSA generates a message that the record is associated successfully

(shown).

9. The newly associated record displays under the Record’s Related Records Tab.
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< Record ID: LAND-MDP-16-000034
Contacts () Menu  ~ List View Clone gl Clone Mult Update Related Records Search Look Up Create a Set Delete Help
Custom Fields 1record(s) added successfully.
[ @ Lanowop-15.000034; LandD Land Entitiement Master D Plan.NA] :Approved MDP3; 515 § FRIO City of San Antonio, TX 78207
Custom Lists i LAND-BSL-16-000003; [LandDevelopment Land Entitlement Plat, Buiding Setback Line] Addiions! Info Required:Kit Kzt BSL: 1128 DENVER BLVD Gity of San Antonio TX 78210
(b zo0minG-21-2017-000004; [LsndDeveiopment Zoning Zoning Verifistion MA] ssued:|CIRIF Test; 1801 5 ALAMO 5T City of San Antonio, TX 73204
Inspections - L Lano-pLaT-17-000046: [Lanan Land Enti Miner] ;Under Review:Pre-UAT Test Gase 1.0 Minerd;
Related Records I
Meetings

The Accela Meeting feature is not to be used to schedule anyone for a meeting or an event. Currently,
BuildSA is not linked to Outlook. The only meetings to be scheduled at this time are Planning
Commission, PPR, City Council and Zoning.

The New Meeting option is an out-of-the-box functionality feature not for use at this time.
Application- specific training walks end-users on the use of the Accela Meeting feature.

Viewing and Updating a Scheduled Meeting

1. Retrieve the Record.
From the navigation bar, navigate to the Meetings Tab. The Meetings space displays. Any meeting
that is already scheduled displays on the page. Clicking the Subject or Meeting Body hyperlinks
display the meeting details (shown).
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Manage Meeting Calendar

Help

Azsign

Me=fing Body Date Start Time Status Status

Board of Adjust...

o7M0zo07 D&:00 Scheduled

Any meeting that is already scheduled
displays on the Meetings page. Click on
the hyperlink to see meeting details.

Meetings

Send Submn‘ Cancel = Help

Details
Agenda & Vote Meeting Type * Meeting Body *

BOARD OF ADJUSTMENT Board of Adjustment
Attendees

Date * Meeting Status
Attendance prioo17 x| [ A Day Event —Select-[V]
Attachments Start Time * End Time *

06[v] - | o[v] | ANv] 07[v]: [00[¥] |AnM]

Maximum Agenda Items * Reminder *

1 7 Day(s)

Subject *
TEST

View and/or update
Comments meeting details on the
Meeting Details page.

chack spsiling
Location Organizer
Board Room PR16000

Responsible Person * Current User
Land Enﬁuement Patricia Rosas

Meeting Details Page

3. Update any meetings details on the Meeting Details page, as applicable. Note: Application-
specific training includes meeting management processes for those
agencies/departments/divisions using the Meetings function.

4. Click Submit.

At this time, BuildSA back-office and Outlook are not linked.
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Creating Pre-defined Date Meetings

«* IMPORTANT: Use only the Schedule, Re-Schedule and Cancel options from the Manage Meeting drop-
down menu. New Meeting option on the drop-down menu is an out-of-the-box functionality and not
for use at this time.

1. Retrieve the Record.
2. From the record’s navigation bar, navigate to the Meetings Tab.
3. Click the Manage Meeting button drop-down arrow to display options (shown).

‘ Manage Meeting  ~

NS pigirg
Schedule Meeting
Reschedule Meeting

Cancel Mesting

4. Click to select Schedule Meeting. The Meeting Body space displays (shown).

e Accela ciicsatom > cosa

COM-PRJ-APP20-39802586

Conditions -

A notice was added to this record on 2020-09-02.
@ Condition: Notification : Email/SMS Motification Severity: Notice

Conditions of Approval Total conditions: 1 (Nofice: 1)

“iew notice
Fee

Assess Fee History o Submit Resst Cancel Help

Payment . .
Maating Body Loeation = ®

z e —Select— ~ Fram: | 09/03/2020
'syment History -
;| 10/03/2020 =)

Board Room

Duration {min}
Communications —Seledi W Camp Conference Room
City Hall
Flanning Commission Room
Meetings Tobin Room

5. Meeting Body field is optional. Click the Location drop-down menu to select a Meeting Type

(#2).
6. Use the calendar icons to select From and To meeting calendar dates (shown).
7. Click Submit (#2).
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8. All the meetings with pre-defined dates scheduled in the Location selected display (shown).

A [ Mew - Subml Resel | Cacel  Help

Shawing 1507

@ oaraor et boadot . Scekoam  OBOCD o B nacrcey e

l - I

9. Click the radio button to the left of the Meeting type you want to schedule (shown).
10. Click the drop-down arrow in the Reason column to select type of meeting you want to

schedule (shown).
11. Type comments in Comments field text box, if applicable.
12. Click Submit. The Meeting Details page displays (shown).

= Send Cancel || Help

Agenda & Vote Meeting Type * Meeting Body *

BOARD OF ADJUSTMENT Board of Adjustment
Attendees

Date * Meeting Status
Attendance prn7eot7 x| M All Day Event —Select-[v|
Attachments Start Time * End Time *

12[v] : | 00[V]| | An[v] 11[v]: | ss[¥] | Pa[~]

Maximum Agenda items * Reminder *

o 5 Day(s)

Subject *
Board of Adjustment Meeting

Comments

chack spailing

Location Organizer
Board Room PR18000

Responsible Person * Current User

System Administ[V] || ADMIN

13. Complete all required fields (identifiable by a red (*) asterisk).
14. Click Submit (shown). The meeting is now scheduled and displays on the Meetings page of the
Record (shown). Note the Assign Status column displays the Meeting as Scheduled (shown).
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Menu  ~ Manage Meeting  ~ Calendar Help

Subject Meeting Body Date Start Time Status
O General Functional... Board of Adjust... oDTHAR2T DE-00
D Board of Adjustmen... Board of Adjust... 077207 D0:00

Assign

Status

Scheduled

Stheduled

‘ Meetings

Modifying, Rescheduling and Cancelling Meetings

You can modify meeting details such as meeting date, time, location, or status.

To modify meeting details

1. Retrieve the Record.

2. From the Record’s navigation bar, click on the Meetings Tab. All scheduled meetingsare
displayed.

3. Click the hyperlink for the meeting you want to modify. Meeting Details page displays.

4. Modify meeting details, as required.

5. Click Submit.

To reschedule a meeting

1. Retrieve the Record.
From the Record’s navigation bar, click on the Meetings tab. All scheduled meetings are
displayed.

3. Click the radio button to the left of the meeting you want to reschedule.

4. Hover over the Manage Meeting arrow drop-down menu to display options (shown).

5. Click Reschedule Meeting (shown).
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= Menu  ~ Manage Meeting ~ ~ Calendar Help
New Meeting
Schedule Meeting
) Assign
Subject Reschedule Meeting i Date Start Time Status Status
Cancel Meeting
O testing Just... 0712017 D&:00 Scheduled
testing Planning Commis... 712017 DE:00 Scheduled

[~ |

6. The Reschedule page displays (shown). Use the calendar icons to find a new date for the

meeting.
(3 Subrmit Reset Cancel Help
Meeting Body Location Date:
. From: 07182017 i
To: | 08M12/2017 i

Duration {min) Day-of-Week

—Select-|v| —Select-

_ — . .

Meetings

7. Click Submit. A page of all meetings scheduled for the date selected may display (shown).
8. Click the radio button to the left of the meeting and date you want.
9. In the Reason column, click the drop-down menu arrow to select the meeting (shown).

147




GENERAL FUNCTIONALITY SEPTEMBER 2020

~ Menu  ~ |Submi't] Reset Cancel Help
Record

Summary Showing 1-5 of 7
Subject Meeting Body  Location Date Start Time End Time Status DeyofWeek  Durstion (min)  Resson Comments
Workflow
Workdflow History ﬁ Planning Commis... Planning .. Plznning .. o8/27/2018 14:00 18:00 Wednesdzy 120
| Appesi to Pianning Gommission
— City Council Mesfing check spelling
Documents [Planning Commission Meeting

Freiiminary Plan Review - Land Development Meefing
[Zoning Cammission Mesting

Address

Meetings I

10. Type Comments, if applicable.
11. Click Submit.
12. The Meeting Detail page displays (shown).

Send Submit Cancel Help

Details
Agenda & Vote Meeting Type * Meeting Body *

ZONING COMMISSION MEET(V] Zoning Commission
Attendees

Date * Meeting Status
Attendance prnseo17 x| [J Al Day Event —Select-[V]
Attachments Start Time * End Time *

oi[v]: |0o[v] | PA[v] 03[v]: oov] |Pav]

Maximum Agenda ltems * Reminder *

5 0 Day(s)

Subject *

Zoning Commission Meeting

Comments

chack spsiiing

Location Organizer
Camp Conference Room PR16000

Responsible ?grson - Currer!t lpgr
System Administ Rick H Foggo

13. Click the Cancel button to return to the Record’s Meeting page.
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- Manage Meeting  ~ Calendar Help

Subject Meeting Body Date Start Time Assign Status

testing Board of Adjust... o7H120mM7 2 Scheduled

testing Planning Commis... o7H120M7 2 Rescheduled

Zoning Commission ... Zoning Commission o7MarzmT Scheduled

Meetings

14. On the Record’s Meeting page, verify the new date for the meeting.

To cancel a meeting

1. Retrieve the Record.
From the Record’s navigation bar, click on the Meetings Tab. All scheduled meetings are
displayed.

3. Click the radio button to the left of the meeting you want to cancel.

4. Hover over the Manage Meeting arrow drop-down menu to display options (shown).

5. Click Cancel Meeting (shown).

Record Menu  ~ Manage Mesting  ~ Calendar Help

New Meeting
Schedule Meeting

Subject Date Start Time Assign Status

Reschedule Meeting

Summary

Workflow

testing ‘ ( | ’ o7HAR0T 3 Scheduled

Workflow History testing Planning Commis... OTMARZNT : Rescheduled

Documents { Zoning Commission ... Zoning Commission 0782017 Scheduled

Address

e e e
| Meetings

6. A Meeting Reason and Comment callout box displays (shown). Click to select the meeting type
you are cancelling from the Reason drop-down menu (shown).
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@ Meeting Reason and Comment -- Webpage Dialog

Please enter the reason fo cancel the meeting:

Reason

Appeal to Planning Commission

City Council Meeting

Planning Commizsion Meeting

Preliminary Plan Review - Land Development Meeting
Zoning Commission Meeting

[——
2| Meeting Reason and Comment -- Webpage Dialog
e —————————————————————————————
Please enter the reason to cancel the meeting:

Reaszon

Zoning Commission Meeting
Comments

Type Cancellation comments here.

7. Type Cancellation comments in the Comments field box, if applicable (shown).
8. Click Submit. BuildSA back-office removes the meeting from the calendar and changes the assign
status to Cancelled. A cancellation message displays ‘1 record(s) cancelled successfully’ (shown).

- Manage Mesting  ~ Calendar Help

No e-mail notificati is sent out b i iated with the il

Subject Meeting Body Date Start Time Assign Status

testing Board of Adjust... o7r1207 Scheduled

testing Planning Commis... D7H12017 2 Rescheduled

Zoning Commission ... Zoning Commission o7rarm7 Cancelled

Meetings I
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Fees

Working With Fees

To work with a Record’s fees, click the Fee Tab of the Record’s navigation bar. Note: Adding manual
fees, Voiding or Deleting fees are discussed in the application-specific training sessions for each
Record type.

1. Retrieve the Record.

2. From the Record’s navigation bar, click the Fee Tab. All fees generated by BuildSA, and those
manually added, are listed on the Fee page of the Record.

3. If any fees are listed in the Status column as New, click the check box to the left of the fee(s) and
then click the Invoice button. Clicking the Invoice button completes the invoicing process and
changes the status to Invoiced. The reason the Status for these fees are listed as New is because
these specific fees are not systematically invoiced.

«* IMPORTANT: Ensure that the fee you’ve added displays a status of Invoiced. If the status displays as
New, check the box to the left of the fee and then click the Invoice button (shown) to invoice the
customer.. The customer is notified via their ACA account and an email that a fee is due.

~

Menu ~ Add Undo | Delete = Void Invoice ‘ Invoice & Pay | ReCalc Help

Fee Calc. Factor: |Job Value(Contractor}s0.0a[ | Fee Total $1.600.00 e If any fees have a

Showing et ol status of NMew; click

O Feetem — Assesse d E g I B i the check box to the Fes Code
left of the invoice #

P, MAOZ, P- P L Amer 500.1 500.1 o :

[} MDP, POADP, PUD, MAQZ, MHPP - MDP/POADP/PUD Plan Amendment 071207 1 Dolla. $500.00 $500.00 NEW \' | and then click the pooo LAND_MDP_O1

[ st4s MDP, POADP, PUD, MAQZ, MHPP - MDP/PUDIMAOZ/MHPP Plan Review 12/08/2016 1 Dolla. 5700.00 50.00 INVOICED Invoice butto“. p000 LAND_MDP_03

D 5149 Office of Historic Preservation - MDP Review Fee 12/08/2016 1 Dolla. 5200.00 50.00 INVOICED 5 0001 LAND_MDP_04

D 5235 Special Request Fee 04182017 2 Dolla. 5500.00 5500.00 INVOICED 4202955-229000000000 LAND_MDP_05

Page |1 | of1

I Fee o

4. Click on the Invoice # to generate a printable invoice for the customer.

Curstiom Fels i Memu = A Deeiete: isd Iwoke  Ineoae & Pay
o Lists
Fes Caic. Facior: Job ".A'J.ﬂ-x'.l!n.".l\.'v. Fow Tokal i
e I Shiweg 130l 1
Condiions
Canatrm if Aol i s - Covsicmant Buriem Fia 0 LV
Fae [ "X e - Tiehncicgesl mpramant Fas i) ' Or

g

g

151




GENERAL FUNCTIONALITY SEPTEMBER 2020

5. A callout displays with the option to Print (shown).

Menu ~ Add Undo Delete Void Invoice Invoice & Pay ReCalc Help
(2 hitps://acceladev.cosa.root.ci.sat.tx.us/|
Fee Calc. Factor: |Job Value(Comm:mr)SO,DOE Fee Td P

Showing 1-4 of 4 * 'Q‘

[ Invoice# Feeitem i X @Convert = Select s Notes Account Code 1 Fee Code

O MDP, POADP, PUD, MAOZ, MHPP - MDP. 4202953-229000000000 LAND_MDP_01
invoice Detai

5149 MDP, POADP, PUD, MAOZ, MHPP - MDP, 7 JOICED 4202953-229000000000 LAND_MDP_03

PermitID#  LAND-MDP-16-000123
ivoce # 5235

O st4e Office of Historic Preservation - MDP Revie ek R iU (OICED 4406150-241000000001 LAND_MDP_04
Period  Feelem aty Fee

0 B8 Special Request Fee FINAL ‘Special Request Fee 200 = sow JOICED 4202955-229000000000 LAND_MDP_05

An option to print the
invoice displays.

6. Print the invoice for the customer to take to the cashier for payment.

invics Dt T T N

Permit ID#:  ZONING-ZV-2017-000001
Invoice & 1521
Invoice Date: 12017 B:42:01AM

Period Fee tem QE] Fee
FINAL Zoning Verification Letter Fee 1. 5350.00
FIMAL Surcharge - Development Senvices Fee 350.00 510.50
FIMAL Surcharge - Technological Improverment Fes 360.00 510.50

5371.00
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Viewing Fee Balances
Example of an invoice

1. Retrieve the Record.
2. From the Record’s navigation bar, click the Summary Tab.
1. BuildSA displays the record Summary information. Note the Fees listed at the bottom of
the page (shown).

LOW IMPACT DEVELOPMENT

Low Impact Development Best Management Practices Other

GIS JURISDICTIONS

Documents: Fii Name Document Group Categor L ocument Status  Document Status Date
Desartjpg LAND_MDP P i i 1200/2018
Lighthous jpg LAND_MDP . i 1200/2018

Show all

Address: 111 SOLEDAD City of San Antonio.TX 78205

Parcel No: 5874
Total Fee Assessed: $2.150.00

Total Fee Invoiced: $1,650.00

Balance: $750.00

3. Clicking the Balance hyperlink opens the Payment page (shown).

Show all

Address: 111 SOLEDAD City of San Antonio, TX 78205

Parcel No: 5674
Total Fee Assessed: $2.150.00

At the bottom of the Summary
paage, click on the Balance

Total Fee Invoiced: $1.650.00 amount ﬁypeﬂiﬂk Buﬂds)q
Balance: $750.00 back-office opens the Record'’s

Payment page.

4. On the Payment page, click the Invoice # to view and print the invoice.
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Record N Pay Apply Refund Void Generate Receipt Fund Transfer Trust Account Deposit Help
Summary . 3
Total Invoice Amount: $347.00 Terminal #:
Total Payment: $0.00 Cashier ID: PR16000
Workflow Total Balance: $347.00 Date: 04/21/2017
Amount Not Applied: $0.00
Workflow History Invoices
nvoice # Amount Paid in Full Balance
Documents
- $337.00 Y $0.00
Address
1821 $10.00 Y $0.00
Parcel .
Transactions
GIS Transaction Code Transactions Methad Receipt # Not Applied Amount Status Received Trust Account ID Cashier 1D Dste
0 (s) found.
Contacts (2} https://accelastaging.sanantonio.gov/portlets/fee/showRec... L‘E‘M
e
Custom Fields {ﬂ/}f 7//\\? ELQ}
=
Custom Lists X ®convert v & Select
S — >
b= BB/ What Are the Causes of C... |88 Leading Research, Articles...
Inspections —_— —
o -~
Conditions invoice Dest RV R T
PermitID#  PLAT-TIMEEXT-17-000002
Invoice # 1820
Conditions of Approval Invoice Date:  4/1972017 2:44:40PM
Fee Item Qty Fee =
EINAL Land Development Convenience Fee 1.00 $1000 | =
Fee FINAL Recordation Handing Fee 1.00 $50.00
FINAL Sexar Legal rent Recording Fee 102.00 $102.00
FINAL Maijor Plat glﬁeeoﬂ-ﬁsu;cﬁserv»u; Review Fee ;% Slg.%
Assess Fee History iy Surcharge - hsrd 200 5000
237.00
P:

“* NOTE: If the applicant is completing the application online: Once the application is submitted
and the fees are paid, BuildSA generates a confirmation email to the applicant containing
receipt.

Adding Fees

Some fees are manually added to records while others are added by BuildSA. Application-specific
training sessions discuss in detail what triggers the system generated fees and which fees are added
manually.

To add a fee manually

1. Retrieve the Record.
2. From the Record’s navigation bar, click on the Fee Tab (shown).
3. The Fees page displays. Click the Add button (shown).
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Menu  ~ Add | Delete Veoid Invoice Invoice & Pay ReCalc Help

Fee Calc. Factor: |Job Valus{Contracior)sa.00 | Fee Total 52,150.00

Showing 1-5 0f 5

[ iwoices Feettem Assessed  Quantty  Unit Amount  BaisnceDue  Stas Notes Acsount Gose 1 Fee Gose

O MDP, POADP, PUD, MAGZ, MHPP - MDP/POADP/PUD Plan Amendment OTHIROIT 1 Dolle..  $50000  5500.00 NEW 4202953-228000000000 LAND_MDP_01
[] 5148  MDP, POADP, PUD, MAOZ, MHPP - MDPPUDMAOZIMHPP Plan Review 120802016 1 Dola..  $70000  SD.OD INVOICED 4202953-278000000000 LAND_MDP_03
[] 5148 Office of Historic Preservation - MDP Review Fee 120802016 1 Dola.  $20000  SD.OD INVOICED 4406150-241000000001 LAND_MDP_04
[] 5235  Specisl RequestFee o41ERIT 2 Dola..  $50000  5500.00 INVOICED 4202955.279000000000 LAND_MDP_0S
[] 523  Specisl RequestFee oTiRmT 1 Dola. 3525000  5250.00 INVOICED 4202955-228000000000 LAND_MDP_0S
Page 1 of1

4. Alist of fees applicable to the specific application display (shown). Ensure the fee schedule is for
the correct application type (shown).

5. Type the number of fees in the Quantity column (shown).

6. Click Submit (shown). The new fee displays on the Record’s Fee page.

2

Menu  ~ Submit Reset Cancel Help

Fee Schedule: LAND_MDP ° en;iorl: 1.D

Fee Calc. Factor:  Job Value{Gontractor)$0.00

Fes Code Fee ltem Quantity o Unit Motes

LAND_MDP_01 MDP, POADP, PUD, MAOZ, MHPP - MDP/POADP/PUD Plan Amendment | Dallar Amt
LAND_MDP_02 MDP, POADP, PUD, MAOZ, MHPP - MDP/POADP/PUD Validity Verification Dollar Amt
LAND_MDP_03 MDP, POADP, PUD, MADZ, MHPP - MDP/PUD/MACZMHPP Plan Review Dallar Amt
LAND_MDP_04 Office of Historic Preservation - MDP Review Fee Dallar Amt
LAND_MDP_05 Special Request Fee Dollar Amt

LAND_MDP_08 Parks Platting Fees

LAND_MDP_07 Land Development Convenience Fee Dollar Amt
MDP_01_AR MDP, POADP, PUD, MAQZ, MHPP - MDP/POADP/PUD Plan Amendment - AR Dollar Amt
MDP_02_AR MDP, POADP, PUD, MAOZ, MHPP - MDP/POADP/PUD Validity Verification - AR Daollar Amt
MDP_03_AR MDP, POADP, PUD, MAOZ, MHPP - MDP/PUDMAOZMHPP Plan Review - AR Dollar Amt
MDP_D4_AR ‘Office of Historic Preservation - MDP Review Fee - AR Daollar Amt
Fee MDP_05_AR Special Request Fee - AR Dallar Amt
MDP_08 AR Paris Platting Fees - AR Dollar Amt
MDP_07_AR Land Development Convenience Fee - AR Dallar Amt

(1) Ensure the correct application type is displayed.
(2) Type the Quantity of fees.
(3) Click Submit.
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Adding Fees from other Record Types

At times you may need to manually add a fee from another record type. Note: Workflow instructions for
adding fees from other records is discussed in application-specific training.

Adding Fees from other Records

Retrieve the Record.
From the Record’s navigation bar, click on the Fees Tab. The Fees page displays.
Click the Add button. A list of fees applicable to the specific application display.

P w NP

Click the Fee Schedule drop-down menu arrow to display drop-down menu options (shown).

COM-PRJ-APP20-39802586

s

Condition: Notification : Emsil’'SMS Motification Severity: Motice

Total condifions: 1 (Nofice: 1)

A notice was added to this record on 2020-03-02.
Record @

Summary iew notice

Workflow Defaults to the Record type. Drop-

Menu ~ Submit Resst Cancel Help

T down menu displays options from
s other record-types.
Fee Schedule: FEE COM APP A | Version
 — =

Documents Fee Calc. Factor “Address Ver and Azsig

ADDR_SNC . -

ADD_COD S -

Appasl to City Council or Planning Commission

COMAFR 02 Board of Adjustment

- Building Setback Line Replat

FEE_CD LIC

COMAPP 02 F FEE_CO_PTI
- FEE_CD_WCI

FEE_CITY_LIC

couaPr_n4
- FEE_COM_PMT

FEE_CCO_AFF

COMARF 05 | FEE_CRE_ARP | |
- FEE_CRE_FMT

-

Address
Parcel
GIS
Contacts

Professionals FEE_CWO

COMAFP_06 F FEE_DPP_APP

. FEE_DFF_FMT
Custom Fields FEE_DSD

COMAPP_O7 f FEE_DWO -

Custom Lists

5. Select the Record type you need to add a fee from. The fees applicable to the record type you
selected display.

6. Type the Quantity of fees (#1).

7. Click Submit (#2).
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COM-PRJ-APP20-39802586

-

® A notice was added to this record on 2020-08-02.

Record Condition: Motification : Emsil/SMS Nofification Severity: Nofice
Totsl condiions: 1 {Nofice: 1)
Summary View notice

Workflow
Menu Submit | Reset Gancel Help

Workflow History

Fee Schedule: FEE DSD | Version: 10w
Documents Fee Calc. Factor: Job Value{Contractori50.00

Fee Code Fee ltem Cuantity Unit Motes
Address

DSD 01 DV.AR  Surcharge - Devslopment Services Fes Dollar Amt

Parcel

DSD 02 TC_AR - L Fee Dollar Amt
GIS

DSD_D0_DeV Surcharge - Development Services Fes Dollar Amt
Contacts

DSD_02_TECH ge- Fes Dollar Amt

Professionals

Conditions of Approval

Fee

8. The fee is added to the Fee list. Note the Status column reads NEW (shown). Click the box to
the left of the Fee Item name (#1).

9. Click Invoice (#2).

COM-PRJ-APP20-39802586

-

® A notice was added to this record on 2020-03-02.

Recard Condition: Notification : Email/SMS Motfication Severity: Maotice
Total conditions: 1 {Motice: 1)
Summary iew nectice
Workflow
Menu ¥ Add Undo Delete Invoice | Invoice & Pay ReCalc Help
Workflow History
Fee Calc. Factor: | Job Value(Contractor)50.00 Fee Total §223.08
Documents Showing 1-11 of 11
Address [ Feelem moice#  Assessed Quantity  Unit Amount Balance Due Status Noted
Bareet o Surcharge - Development Seni.. ceOIoZD 1 Dolls..  50.00 50.00 NEW
arcel
[:] Convenience Fee 56264 08/25/2020 1 $10.00 50.00 INVDICED COI."

10. The Fee status changes to INVOICED.

Voiding a Fee

Users are able to void only unpaid fees, as needed. Note: Workflow instructions for Voiding Fees is
conducted in application-specific training. Use this function only as instructed by business processes
approved by Supervisor.

To Void an Unpaid Fee

1. Retrieve the record. From the Record’s navigation bar, click the Payments Tab.
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2. Verify the balance. View the Paid in Full column to confirm the Invoice is not paid (shown).
Y=Yes, N=No.

Pay Apply Refund Woid Generate Receipt Fund Transfer Trust Account Deposit Help
Record

g
Total Invoice Amount: §1.514.50 Terminal #:

Total Payment: $1.284.50 Cashier ID:  PR15000
Workflow Total Balance: $250.00 Date: 05072018
Amount Not Applied: $0.00

Summary

Workflow History Invoices

[ E
Invoice # Amount Paid in Full

Documents
51,264.50 ¥

Address 5250.00 N

Parcel Transactions

Transsciion Code Transactions Method Not Applied Amount Date

GIS

Payment Card Payment 50.00 1002642
Contacts

Assess Fee History .
Payment

3. Next, click the Fee Tab from the record’s navigation bar (shown). Locate the invoice tovoid.

- Menu  ~ Add Delete | Invoice | | Invoice & Pay | | ReCalc Help Note the status of the invoice is
— INVOICED; however it is not paid.

Record

Summary Fee Calc. Factor: |Job Value(Contractor)S0.00 ¥ Fee Total $2,185.50
Showing 6-10 of 13

Workflow [ Assessed Balance Due Invoice#  Quantity  Unit Fee tam Amount Status Account Code 1

¥ 0s/072018 $250.00 5614 1 Deollar Amt Short Public Hearing Fee $250.00 INVOICED 4202954-225000000)
Workflow History
“Doflar At ong Public Hearing Fee Z£00.00 NEW 02954 22500000

“F oomrr0tE  Se0000 T
Documents

D 12672016 30.00 1146 1 Recordation Handling Fee $50.00 INVOICED 4406154-225000000)
Address [ 10262016 $0.00 1146 2 Bexar County Recording Fee(Mylar) $164.00 INVOICED 2120253-2900-69004
Parcel D 1262016 30.00 1146 34 Bexar County Legal Document Recording Fee $34.00 INVOICED 2120253-2900-65004
Note the number of pages.
Page |2 Jof3 €| Use the arrows to move back

and forth between pages.

4. Check the box to the left of the invoice to select it (shown).

5. Click Void (shown). The Void Fee Item page displays (shown).

172




GENERAL FUNCTIONALITY SEPTEMBER 2020

Void Fee Item &
Reset Cancel Help
ﬁi&asun . E | Comments
—-Select— v
-
Ermor
Fee Waived |

Refund
“aluation Change

Use the drop-down menu from the Reason required field to select a reason (shown).
Type Comments, as applicable, in the Comments text field box (shown).

Click Submit (shown).

BuildSA displays a Fee item voided successfully message after voiding fee (shown).

L 0N

Noid Invoice Invoice & Pay
Record

Summary i GO = Fee Total 52,150.50

Workflow D Azzessed Balance Dus Invoice # Quantity Unit Account Code 1

Workflow History [0 10262018 5000 1146 1873 4406750-225000000000

V2602016 | 420 27551-225000000000

10. From the Record’s navigation bar, click the Payment Tab (shown).
11. Confirm the invoice is cleared by reviewing the Total Balance information (shown).

- Pay Apply Refund Void (Generate Reaceipt Fund Transfer Trust Account Deposit Help Note in this example, the
Hacord amount is not cleared after
voiding fee.
Summary Total Invoice Amount: $1.514.50 Terminal #:
Total Payment: $1.284.50 Cashier ID:  FR18000
Workflow Total Balance: 3250.00 Date: 05072018
Amount Not Applied: s0.00
Workflow History Invoices
Invaice # Amount Paid in Full
Documents
146 51,264.50 Y
Address. 5614 5250.00 Y
Parcel Transactions
B Transsction Code Transsctions Method Recaipt # Not Applied Amount Status
2 548 Payment Card Payment 571 $0.00 5128450 Paid

Contact
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12. If balance displays as not cleared, click Fee Tab to conduct the clearing process (shown).

Menu Add Delete Woid Invoice & Pay
Record
Sumrmary Fes Calc_ Factor: | Job Velue(Contractor30.00 ¥ Fee Total $2.150.50
Showing 6-10 of 13
Workflow D Assessed Balance Due Invoice # Quantity Unit Fee ltem Amount Status Account Code 1
@ 0507 0.00 5 &r Ami ort ic Hearing Fee 250 0 VOIDED 120295422800
05072018 50.00 5614 1 Dollar Amt Short Public H Fe 525000  VOIDED 4202954-225000000000
Workflow History
lar ong Public Hearing Fee 1
05072018 5600.00 1 Dollar Amt Lang Public He F SE0000  NEW 4202954-229000000000
Documents
ecordation Handling Fee £
10/2602016  50.00 146 1 Recordation Handling F 3$50.00 INVOICED 4406154-228000000000
exar County Recording Fee(Mylar)
kdiese 10/2602016  50.00 146 2 Bexar County Retording Fi I 516400  INVOICED 2120253-2600-69002002
Parcel @ 1282016 SD.OD 145 34 Bexar County Legal Document Retarding Fee 534.00 INVOICED 2120253-2900-69002002

Psge [2 [of3 [ ¢

itions of Approval
Fee

13. Locate the invoice. Click the box to the left of the VOIDED invoice to select (shown).
14. Click Invoice (at this point, end-user is invoicing the Void) (shown).

15. Next, from the Record’s navigation bar, click the Payment Tab once more (shown). Verify balance reflects
voided invoice amount or that a credit is reflected (shown).

- Pay Apply | | Refund | | Void | | GenerateReceipt || Fund Transfer | | TrustAccount Deposit | | Help
Record
Summary Total Invoice Amount: s1.2450 Termingl #:
s1.29450 CashierID: FR18000 Verify balance. Example
Workfiow sa0a h Deter  psmTZOIS s
Amount Not Applisd: B shows $0.00. Voided invoice
is now cleared.

Workflow History Invoices

Toee T Amaunt Paidin Ful Belance
Documents

1146 51,264.50 v 50,00
Address | se14 525000 v sa00 |

5620 (5250.00) $0.00
Parcel

Transactions

Transacion Code Transastions Method Receipt # ot Anpiied Amount Status Received Trust Acsaunt ID Castier ID Date
(=] 546 Payment Card Payment M $0.00 $1,26450 Paid PUBLICUSER3 102672018

Assess Fee History I
Payment
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The Payment Tab

Use the Record’s Payment Tab of a Record to view payment information (shown).

- Pay Apply Refund Void Generate Receipt Fund Transfer Trust Account Deposit Help
Record

Summary Total Invoice Amounit: $1.047.30 Terminal #:
Total Payment: $0.00 Cashier ID: PR15000
Workflow Total Balance: $1.847.30 Date: 05/07/2018
ied: 0.00

Workflow History Invoices

Invoice # Amount Paid in Full Bslance
Documents

1787 522500 H 522500
Address 1788 51,122.30 N 51,122.30

5613 S600.00 N 5600.00
Parcel

Transactions
Transaction Code Transactions Method Recsipt # Mot Applied Amount ust Account ID

0 record(s) found.

1 | BuildSA displays total invoice amount and balance due.

2 | Click the Invoice # hyperlink to access invoice. Print invoices. Displays bar
code.

3 | Amounts of invoices are displayed.

4 | Paid in Full column displays a Y or a N to indicate whether invoice is paid.

5 | Balance column displays balance amount of each invoice.

Payment of Fees

Important: The Payment of Fees function is only for use in accordance with business processes and requires
Supervisory approval. Do not use this function without your supervisor’s approval!

1. From the Record’s navigation bar, click the Payment Tab.
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~ Apply Refund Generate Receipt Fund Transfer Trust Account Deposit Help
Record
Summary Total Invoice Amount: $1.010.00 Termins| #:
Total Payment: $450.00 Cashier ID: PR16000
Workflow Total Balance: see0.00 ‘ Date: DS7252018
Amount Not Applied: 5250.00
Workflow History Invoices
Invoice # Amourt
Documents
] $200.00
Address 8131 $250.00
a13z 560.00
Parcel - e
ais Transactions
Transacion Code Transactions Method Receipt# Mot Applied Date
Contacts
D Payment iCRIP $250.00 05/252018
Custom Fields O Payment Trust Account 20 s0.00 081412018

AeSeee ree Tetony
Payment I I

2. Click the Pay tab (shown). The Method of Payment page displays. Select the Payment Method type
by clicking the Method drop-down menu arrow (shown).

E Accela Civic Platform > COSA
LAND-PLAT-19-11800127 - Minor plat test
A Save Pay More Reset Cancel Help
Record
Summary Method: * Amount: *
—Select— 0.00
ICRIP
Workflow City Department
Escrow Account
T [ES
Workflow History
Documents Reference #: Check Number
Address
Commenis:
Parcel
GIS
Contacts <neck speiing
Assess Fee History
Payment

3. Once the Payment Method type is selected, the Comments text field becomes a required field. Type
comments applicable.

** Note: Fees are not payable individually unless a customer pays at the Cashier window. Ifusing
the Record’s navigation bar to pay, all fees must be paid at the same time.

4. Verify the Amount.
5. Click Save.
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= Accela civic Piatiorm > cosa

ZONING-ZV-2019-13300128

A Save Pay More Reset Cancel Help
Record
Summary Amount: *
0.00

iCl
Workflow City Department
Escrow Account
Workflow History

Reference #: Check Number

Documents
Address
Comments:
Parcel
GIS
Contacts check spelling

Assess Fee History

Payment

LAND-PLAT-16-000032 - ICRIP Test c
A Menu v~ | Full Pay Reset Cancel Help
Record 4
S DAmmmt Not Applied: $0.00
invoice #  Priority PaymentPeriod  Fee Code Fee Item Quantity  Fee Paid Outstanding  Amount Notes

Workflow ¥ 211 FINAL PLAT_MAJ_18 Recordation Handling Fee

Y
| Payment
v

Click the box to the left of the Fee Item you wish to pay (shown).

Click Submit (shown).

BuildSA displays a Generate Receipt page. Click the box to the left of the receipt youwish to
generate (shown).

9. Click Submit.

1 $50.00 $50.00 $0.00 10.00| X

O N o

= Accela cwic patiom > cosa

ZONING-2V-2019-13300128
A Menu -~ Submt | Resel | Cancel | Help
Q Record
Sumnry Generats Recaipt
Transactions Mathos Oote Amount
gg foes ™ Payment City Department 8282019 $10.00
Workfloss History
ner: X
T Generate Receipt page.
Payment

10. The Receipt(s) is generated (shown). You are able to print/save at this time.
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AT
]
o
City of San Antonio Recsipt No: 6071
Development Services Department ReceintDate: 08/28/2019
1901 South Alamo Street
San Antonio, TX 78204
Telephone: 210.207.1111 =
RECORD & PAYER INFORMATION
Record ID: ZONING-ZV-2018-13300128 I
Record Name:
Record Type: Zoning Verification
Property Address: 211 PATRICIA
City of San Antonio, TX 78216
Payer. Esther Pinzon
Applicant Esther Pinzon
PAYMENT DETAIL
Date Payment Method Reference Cashier Comments Amount Sk
y

11. Return to the Payment Page. Note the fee is listed as a credit (shown). The Status column in the
Transactions section displays as Paid. The total balance due is $0.00.

LAND-PLAT-16-000032 - ICRIP Test

N Pay Apply Refund Void Generate Receipt | Fund Transfer | | Trust Account Deposit Help
Record
Summary Total Invoice Amount:  $11,282.00 Terminal #:
Total Payment: $11.282.00 CashierD:  PR16000
Workflow Total Balance: fso00 | Date: 06/0572018
Amount Not Applied: ~ '$2,585:50
Workflow History Invoices
invoice # Amount Paid in Full Balance
Documents
21 $225.00 Y $0.00
Address 212 $1,72150 Y $0.00
301 $6,125.00 ¥ $0.00
Parcel
821 $2.760.50 Y $0.00
G 843 $400.00 Y $0.00
Gonbicts 1498 $50.00 ;

6412 $10.00 N

Custom Fields

Transactions
Custom Lists

Trans Trai ot Applied Amount Trust Account ID c Date
Inspections ] Payment ICRIP 4181 50.00 $1000 PR16000 0610512013

O Payment ICRIP 4181 5258550 $2.99550 Paid PR16000 0513172018
Conditions

O Payment ICRIP 4181 50.00 $50.00 Paid 140277 122212016
Conditions of Approval O Refund Cash 442 $0.00 (5400.00) Refund ADMIN 101712016
Fee O Refund Check a7 $0.00 (62,185.50) Refund MFRANK 1011412016

O Payment ICRIP 390 50.00 $2,760.50 Paid MFRANK 101132016
Assess Fee History

O Payment ICRIP 128 50.00 $6,125.00 Paid MFRANK 0912772016
Payment O Payment ICRIP. 76 50.00 $1,946.50 Paid MFRANK 0912312016

12. Return to the Fee Page. Note the Balance Due column (shown).
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LAND-PLAT-16-000032 - ICRIP Test

A Menu > Add Delete Void Invoice Invoice & Pay ReCalc Help
Record
: [ob v

Summary Fee Calc. Factor: |Job Valus(Contractar)s0.00] | Fee Total S11.717.00

Showing 1-5 of 18
T [ [Feeore]  amount nvoice #  Fee liem Assessed Quantty  Unit Status Notes — o

O |00 $10.00 6412 Land Development Convenience Fee 061052018 1 INVOICED 4202955-229000000000 PLAT_MAJ_01
Workflow History

O 212 Surcharge - Technological Improvement Fee )
Documents

O sooo $42.75 212 Surcharge - Development Services Fee
Aliese ] 212 Land Development Convenience Fee
Parcel O 821 Bexar County Major Plat Base Fee )
GIS

Page |1 of 4 >

—
Conditions of Approval
Fee

Pre-Existing Reports

Pre-existing reports are available to all end-users.

Accessing, Viewing and Generating a Pre-Existing Report

1. From the Launchpad (#1) navigate to All Pages (#2).

B2 Accela cwic Piatorm > cosa
COM-PRJ-APP20-39802586
- A notice was added to this record on 2020-09-02.
Record ® Condition: Motification : Email/SMS Motification Sewverity: Motice)
Total conditions: 1 [Mofice: 1)
Summary View notice
CREATE NEW RECORD YOUR PAGES)) ALL PAGES 0 - =
Recent Clear REPORTS
COM-PRJ-APP20-39302... e Reports
COM-PRJ COM-PRJ-APP20-35201...
PP20-3848...
LAND-CONTACT-12019

2. In all Pages, filter for Reports (#3).

3. Click the Report hyperlink that displays (#4). The Report category page displays (shown).

4. Click the arrow to the left of a Category to expand and display hyperlinks for all pre-existing
reports contained in the specific category (shown).
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E Accela Civic Platform > COSA

Click arrow to the

Reports left of a category
B sy Feports to expand.
039 LD Transactions
» Accela
W Addressing

121 Public Hearing Nolice - Street Name Change (Ma
122 Public Hearing Nofice - Street Name Change (We
124 Resolution - Street Name Change
130 Decision Letter - Street Mame Change
171 Addrezs Change Metification
172 Address Verification

» Engineering

» Finance

w Mgt - Performance
002 Inspection Report Card
040 Monday Performance
142 DPTF
143 Unassigned Reviews
168 Performance Details
173 LD Report Card
184 Unassignad Inspections

» Mgt - Statistics

¥ Permits
Garage Sale By Council Dist Detail
Garage Sale By Council Dist Summary
Garage Sale Permit

» Platting
»>TIA
v 1

041 City Council - Hearings by Date

044 City Council - Final Staff Report

046 Publication of Ordinance - City Council

105 Draft Ordinance - Plan Amendment

106 Plan Amendment Resolution

141 Decision Letter - NCU/DPR

150 Decision Zoning \ferification

154 Public Hearing Motice - City Council

155 Public Hearing Notice - Zoning Commission

156 Commercial Recorder Advert - Zoning Commission
157 Public Hearing Nofice - Board of Adjustment

158 Gommercial Recorder Advert - Board of Adjustme
159 Commercial Recorder Advert - City Council

160 Commercial Recorder Adv - Planning Commission
163 Tentative Zoning Cases

187 Staff Recommendations - Zoning

177 Decision Letter Board of Adjustment

173 Staff Report - Board of Adjustment

179 Draft Ordinance - Zoning

182 Staff Recommendsations - Plan Amendment

183 Year End Report - Board of Adjustment

185 Decision Letter - CoZ/PA

186 Public Hearing Notice - Planning Commission (
183 Zoning Cases by Meeting Date
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Generating a Pre-Existing Report

1. From the Report category groups, click the hyperlink for the pre-existing report you want to
generate.

2. Inthis example, the Zoning category is shown. Click a report’s hyperlink to open.

Cce a Civic Platform > COSA

Mgt - Performance

»
Mgt - Statistics

*
Permits

»
Platting

=
T —
wl

Zoning category expands.

041 City Council - Hearings by Diate

044 City Council - Final S1aff Report

046 Publication of Ordinance - City Counc

105 Draft Ordinance - Plan Amendment

106 Plan Amendment Resclution

141 Decision Letter - NCUWDPR

150 Decision Zoning \erification

154 Public Hearing Motice - City Council

155 Public Hearing Mobice - Zoning Commission
156 Commercisl Recorder Advert - Zoning Commission
T Public Hearing Motice - Board of Adjustrment

158 Commercisl Recorder Adwert - Board of Adjustrme
158 Commercisl Recorder Adwert - City Council

160 Commercisl Recorder Adw - Planning Commission
163 Tentative Zoning Cases

167 Staff Recommendations - Zoning

177 Decision Letter Board of Adjustment

178 S1aff Report - Board of Adjustment

178 Draft Ordinance - Zoning

182 S1aff Recommendations - Flan Amendmeant

183 Year End Report - Board of Adjustment

185 Decision Letter - CoZ'PA

186 Public Hearing Motice - Planning Commission {
188 Zoning Cases by Meeting Date

181 Planning Commission Staff Repont

182 City Council Staff Recommendation - SHNC

103 BOA Tentstive Cazes

STR Pemmit Cerificate

3. Complete the fields displaying for the report you’ve selected. Click Submit. Reports display in Excel,
Word and other formats.
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4. Example of a report shown below:

City of San Antonio
Development Services Department
Inspections Performed as Scheduled

TI2/2020 to 9/2/2020 ACCREDITED

Buikhng Dupariewn

Counts

Inspection Type Same Day 1 Day 2 Day 3 Day 4-5Days | Over 5 Days | Total Count

Concrete Inspection

Drrainage Inspection

Final Inspection
Street Inspeciion

Pre-Final Inspection
Site Visit

Warranty Bond Inspection

Percentages

Inspection Type Same Day 1 Day 2 Day 3 Day 4-5Days | Over 5 Days | Total Count

—
Concrete Inspection

Drainage Inspection
Final Inspection

Street Inspection

Pre-Final Inspection

Site Visit

Warranty Bond Inspection

Remember BuildSA is web-based and information updates continually.

Saving Pre-Existing Reports to My Reports

A report category titled My Reports is available on the Reports page. You may copy the link of any of the
reports listed on the Reports page categories to your personal My Reports category, enabling you to create
a short cut to mostly used reports.

1. Navigate to the Report page.

2. Click the arrow to the left of the Report category containing the report you want added to your My
Reports folder (shown). Clicking the arrow to the left of the Report category expands the category
and displays all pre-existing reports.

3. Right-click your mouse on the report you want moved to the My Reports category (shown).
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Report1
Right-clicking
» :"" Rr""”s your mouse on
» Accela
> Addressing the Report you
want saved,

» Engineering .
» Finance displays an Add
» Mgt - Performance Tﬂ_MY Reports
» Mgt - Statistics option (shown).
¥ Platting - =

020 Plats Ready for Recordaty— |

Add To My R
034 Validity of MDP and PUDS dlizes "\—FJ
047 Projects Nearing Expiration

4. Right-click on Add to My Reports. BuildSA copies the report link in to your My Reports category.

*¢* IMPORTANT: Adding a Report to My Report Category does not remove the report from the general
category list. The report remains available to all end-users.

Removing a Report From My Reports Category
1. Navigate to the Report page.
2. Expand the My Reports category. BuildSA displays the reports available in the My Reports Category.

3. Right-click on the hyperlink of the report you want to remove from your short cut list. A Remove from
My Report message displays (shown).

Report1

w My Reports
002 Inspection Report Card
011 Unclaimed Prop{
039 LD Transactions

Remove From MyReport:

4. Right-click on Remove from My Report. BuildSA removes the selected report from the My
Reports Category.

Unassigned Reviews Report

The Unassigned Reviews Report is a very useful tool to help you in the assignment of tasks and in
reviewing the area’s daily work load.

To generate the Unassigned Reviews report

1. From the Launchpad, click All Pages.
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2. Filter for Reports.

3. Click the Reports hyperlink. The Report categories list displays (shown).
4. Click the arrow to the left of Mgt-Performance category to expand the category (shown).

Report1

» My Reports
¥ Accela
184 Meighborhood Associstion Listing
» Addressing
» Engineering
» Finance
¥ Mgt - Performance
002 Inspection Report Card
040 Monday Performance
142 DPTF

162 Performance Details
173 LD Report Card
184 Unassigned Inspections
» Mgt - Statistics
¥ Platting

b I |

» Zoning

5. Click 143 Unassigned Reviews hyperlink (shown).
6. The CrystalViewer displays. Click the arrow (shown).

A Not secure | https://accelatest.cosa.root.ci.sat.tx.us/portlets/commons/report/reportFace. jsp? URL=https%3A%2F%2Fac... &

‘ CrystalViewer (6).xls - Show all x

7. Click Open (shown).

Open
Always open files of this type
Show in folder
Cancel
CrystalViewer (6).xls x

The Report displays in Excel format. Manipulate data as needed (shown). Note: the information is in
real-time and changes continually.
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CrystalViewervnd (5) [Compatibility Mode] - Excel

Insert Page Layout Formulas Data Review View ACROBAT Q Tellme

= - | =
db Cut ARIAL -0 - A K== #- EWapTet General - =: = 24 EEED
Past @ Copy - Iy = C d'IF it Cell Insert
aste : B I U- i~ = - EEE=E EEE Merge & Center - $ - % * 5§ %5 i LEeTr) [REMes e =d
- ~ Format Painter A 2 e Formatting~ Table~ Styles~ <
Clipboard [F] Font [F] Alignment [F] MNumber 7] Styles
Al = Fe
A B c | D | E | F G H | 1
1 | City of San Antonio
) Development Services Department I AS
3 Land Development Unassigned Reviews
September 04, 2020 |
4 ACCREDITED
— Building Department
B Record Type Record Number Workflow Assigl Dept ig Workflow  Workflow Due Date  Application Status Status Date|
T
8 |Amend Plat LAMND-AMENDPLAT-19-10200025  BEX Technical Review - Bexar 12/23/2019 Under Review 05/18/2020
9 |Amend Plat LAND-AMENDPLAT-19-10200025  BEX Technical Review - Bexar 12/23/2019 Under Review 0518/2020
10 |Amend Plat LAND-AMENDPLAT-19-10200025 BEX Technical Review - Bexar 12/23/2019 Under Review 05182020
11 |Amend Plat LAND-AMENDPLAT-19-10200026 BEX Technical Review - Bexar' 12/23/2019 Expired 02012020
12 |Amend Plat LAMND-AMENDPLAT-19-10200026  BEX Technical Review - Bexar 12/23/2019 Expired 021012020
13 |Amend Plat LAMND-AMENDPLAT-19-10200026  BEX Technical Review - Bexar 12/23/2019 Expired 02/01/2020
14 |Major Plat LAND-PLAT-20-11800002 BEX Completeness Review - Bexar County Under Review 05/22/2020
15 |Major Plat LAND-PLAT-20-11800004 BEX Completeness Review - Bexar County Expired 02H4/2020
16 |Major Plat LAMND-PLAT-20-11800004 BEX Final Review - Bexar County - Flood Plain Expired 02M4/2020
17 |Major Plat LAND-PLAT-20-11200004 BEX Final Review - Bexar County - General Platting Expired 02M14/2020
18 |Major Plat LAMND-PLAT-20-11200004 BEX Final Review - Bexar County - OSSF Expired 0214/2020
19 |Major Plat LAMND-PLAT-20-11200004 BEX Final Review - Bexar County - 8D Expired 02142020
20 |Major Plat LAND-PLAT-20-11800004 BEX Final Review - Bexar County - Traffic Expired 02H4/2020
21 |Major Plat LAMND-PLAT-20-11800004 BEX Technical Review - Bexar County - Flood Plain Expired 02M4/2020
22 |Major Plat LAND-PLAT-20-11200004 BEX Technical Review - Bexar County - General Plattin Expired 02M14/2020

Note: If you experience problems generating a report, please contact dsdbuildsasupport@sanantonio.gov

Clearing Your Cache

Your browser tends to hold information, and over time this may cause problems with logging in or searching
for data. It's always a good idea to clear your cache, or browser history, and clear cookies on a regular basis.
Remember to clear your internet browser as well, contact DSD Support Team for help clearing your internet
browsers (DSDBuildSASupport@sanantonio.gov)

To clear your cache
1. From the Launchpad (#1), click All Pages (#2). Filter for Clear Cache (#3).
2. Click the Clear Cache link (#4).
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< Accela cuvicratom > cosa

Reports

*
My Reports

*
Accela

CREATE NEW RECORD YOUR PAGES  ALL PAGES eq cig

Recent Clear CUSTOM PAGE
COM-PRJ-APP20-32301. . Clear Cache (Extermal Farine. ..
COM-PRJ-APP20-393802. . o Clear Cache
LAND-CONTACT-12019 Clear Cache

RES-IMP-APP20-32001029

Claar SCacho (Evtarmal Pardna

3. The Cache page displays (shown). Click the box to the left of Cache Name (#1). This highlights the
entire column (shown).
4. Next, click the Clear tab (#2).

Accela civicpiatorm > cosa
Cache

Mene Clear Help
Cache Mame vieDh Laye Business Laye
GUI Text Yes Mo
Generic View Yes Mo
Biz Domain & Sh... fes fes
m T mmpmr Cnnetan - _
Language List fes Mo
Policy Yes Mo
Agencies fes es

5. After clicking Clear, BuildSA displays confirmation message (shown). Click OK.
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Message from webpage

23|

e —
b -3

Areyou sure you want to clear selected cache(s)?
R -

| ok |[ Cancel ]

6. BuildSA displays the message Cache(s) cleared successfully (shown).
3 == Accela ciicPiatorm > cos

Cache

Menu b Clear Help

Q Cache(s) cleared successfully

[] Cache Mame n Web Layer

Viewing Escrow Account(s) Balances
Three options: Reports/Records/Escrow Account

An Escrow Account application may be submitted online through ACA or as a paper application to the intake

counters at DSD.

Customers must have a Citizen Access Portal account to create an Escrow Account in BuildSA.

*¢* IMPORTANT: Escrow Account Owners are responsible for managing their accounts using their account

login in the Citizen Access Portal.
Using the Reports functionality

1. From the Launchpad (#1), click All Pages (#2).

2. Filter for Report (# 3). Click the Reports link (#4).
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= Accela cuicratom > cosa

Welcome, Patricia

You have 256 Tasks

CREATE NEW RECORD YOURPAGES  ALL PAGES eq -

Recent Clear CUSTOM FAGE LOCATION
COM-PRJ-APP20-39301... Refund Addresses
COM-PRJ-APP20-39802. Refund -
LAND-CONTACT-12019

RECORD LISTS FReports
RES-IMP-APP20-32001029 e R

3. Click the arrow to the left of Finance to display all Finance report categories (# 1).

= Accela

Reports vl
*
My Reports 006 Escrow Balance \‘\—
008 ICRIP Fe= Payments
= F—
Accela 011 Unclaimed Property
015 Fee WaiversMoids & Payment Refundsioids
> ] 018 Fees Pending-All Records
Addressing 018 Unpaid Fee Remowe Stop Work
» o 185 Besar County Fee Report
Code Investigation 186 Zoning ERZD Quartery Billing
» 174 Cash/ Cashier Check Performance Deposit_v2
Engineering 180 Accela Payments by Fes
e Amount Mot Applied
Finznce City Department Fee Payment
de Yiork Order Accounts Payable
:-.-.i Barformanas Dunning Letter
Escrow Balances - Al
-
Reconciliation of F'a'yn'e::;'huceiua: Refunds Issue
SAP Ermor Sets

e To view Individual Escrow Account balances (must have Escrow Account number to
generate report) select Report # 006-Escrow Balance (shown).

e To view Escrow Account Balances for all Escrow Accounts-Click Escrow Balances-All
(shown).

Using the Records Page functionality
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1. From the Launchpad, click All Pages.

2. Filter for Record. Click the Record link.
3. From the Record Search page, click the Subtype drop-down menu arrow (#1).

4. Click to select Escrow (#2).

< Accela cwiratom > cosa

Record

Submit Reset Cancel MNew Help O Enable Soundex Search

_ Search by Record Attributes

Opened Date
Record Type Frem |ogr17/1870
Growe Tre= Subtype Category m Application Name
—Sealect— w || —Select- | —Selsct- w | —Select— w To P
O ST 08/04/2020
CO0 Temporary Use - m

Covered Patio or Porch Permit
DART Investigation

DAT Investigation

Dieck Permit

Demaolition Pedestrian App
Demolition Permit -
—Select— hd Diemolition WorkOrder hd
DP Investigation

Elecirical Completion Permit
Electrical Contractor

Record ID

Current Worldlow Task

— Search by Contact Electrical General Permit
First Mame dy Electrical Investigation
Electrical Reconnect Permit
Electrical TOP S Permit
Contact Crganization Name: gy e Escrow
Event Sign
Explosive Blastar
Explosive Handler =
_ Search by Address/Parcel c :

5. Click Submit. BuildSA displays all Escrow Accounts in the system (shown).
6. Click Refine Search to find a specific Escrow Account (shown).

= Accela ciipiatiorm > cosa @

Record c

Menu  ~ Refine Search New Create By Form My Filters --Select-—- Module LandDevelop!

Showing 1-200 of 473

O o Record Type Project Name ne Opened Date  Description Created|

El ESC-APP-19-00442 Escrow Account 08/23/2019 PUBLI]

El ESC-APP-19-00443 Escrow Account 08/23/2019 PUBLI]

El ESC-APP-19-00444 Escrow Account n 08/23/2019 PUBLI]

D ESC-APP-19-00445 Escrow Account ar 08/23/2019 PUBLIQ

D ESC-APP-19-00448 Escrow Account amy rajan  08/23/2019 PUBLIQ
&3

D ESC-APP-19-00447 Escrow Account 08/23/2019 PUBLIQ
Record

D ESC-APP-19-00448 Escrow Account AA Escrow Accountis n 08/23/2019 142867

7. The Record Search page displays once again. Type additional known information (shown).
Click Submit.
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EAccela ciicPatiorn > cosa

Record

Submit Ressl Cancel Clear Search New Help [ Enable Soundex Search

Opened Date

Subtype Category From: osior1ess | [
[w| Escrow (3] ~Setect-[v] To: oaizeizote  fE
Record ID Sus
~Select- |
Curment Workfiow Task Current Workfiow Status
Select. v Select. [v]
Searcn by Comsact
First Name g Name g

8. The system searches and returns the Escrow Account. Click the blue text link to open Record.

E<Accela cuicpatom > cosa

Record

Menu  ~ Refine Search New Create By Form Help My Filters —Select—
Showing 1 of 1
I:| ID Record Type Project Name Last Name Opened Date Description
[] ESC-APP-19-00451 Escrow Account AL Kawsar 08/23/2019

P —

Page |1 of 1

Using the Escrow Account Page Functionality

«¢* IMPORTANT: Escrow Accounts are not created using this page. The New button is an out-of-the-box
functionality and not for use.

1. From the Launchpad (#1), click All Pages (#2).

2. Filter for Trust Account (#3). Click the Trust Account link (#4).
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uwJ

Record

Submit Reset Cancel Mew Help |~ O Enable Soundex Search

_ Search by Record Attributes

CREATE NEW RECORD YOUR PAGES  ALL PAGES eq try|

Recent Clear FEE-PAYMENT FROCESSING
COM-PRJ-APP20-39301. .. e Trust Account

PO I e e B o T BT T

3. The Trust Account page displays (shown). Click Search (#1 ).

IMPORTANT: Escrow Accounts are not created using this page. The New button is an out-of-the-box
functionality and not for use.

Accela Civic Platform > COSA

Trust Account o
Menu ~ / Search‘ Reset Help

Showing 1-20 of 200+

Ledger

D Account 1D Balance Description Stafus Account

|:| 1001 $5,000.00 Active 101010

|:| 19-00002 $17,729.00 Escrow? Active 0040000380

4. Type account ID (if known) (#1) or other information known. Click Submit (#2).
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B4 Accela civicPiatorm > cosa
Trust Account
Submit | Reset Cancel Help
Account |D Type First Mame
|123458 ~Select- ~
Middle Mame Last Mame Balance
Description Orerdraft Owerdraft Linnit
—Salect— W
Status Ledger Account Parcel #
—Select— w
Lot Range Section
Secondary Road Secondary Road Numbe nspection District Prefix
Meighborhood Prefix Meighborhood ¥ Coordinate
" Coordingte Level Prefic Lewel # (start)

5. The system returns all matches found in Escrow Account where the Contact is either an Authorized
User, an Escrow Owner or associated with a record. The number of matches found displays at the top
of the page (shown).
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E Accela Civic Platform > COSA

Trust Account
Menu ~ | New | Search BuildSA
displays the
- number of
Showing 1-20 of 33 © 5 matches found.
EE—— LESQH

|:| Account 1D Balance Descriplicn Status Account

O 19-00117 $0.00 Chavez (2) Active 0040000383
[0 1900122 $0.00 BuildSA123 Close 0040000417
|:| 15-00126 $0.00 Caryn's Cupcake... Active

D 19-00128 $0.00 Test4.2 Active

[] 19-00139 $0.00 Test ACA Close 0040000426

Tip: Click any column heading to sort information in the column.

6. Locate the Escrow Account for which you are search and click its hyperlink. The Trust Account Detail
page displays (shown).

Note the Trust Account’s Navigation bar. The Associated Record tab displays all records on which the
Contact is associated (shown).

EAccela Civic Platform > COSA

The Associated Record tab lists
records associated with the
Menu Help contact. Use Global Search to find
- the record (copy and paste record
actonibekl ID number from here)

€ Trust Account

Associated Address Showing 3160 of 323
Resord ID Record Type Association System ID
Associated Parcel
ZONING-ZV-2019- LandDevelopment/Zoning/Zoning Contact 19CAQ-00000-
) 13300135 Verfication/NA 03186
Associated People
ESC-APP-18-00218 Profile/Finance/Escrow/Account Contact e
@ Associated Record
= ZONING-ZV-2019- LandDevelopment/Zoning/Zoning 19CAQ-00000-
PL=N 3300186 Verification/NA Contact 0392
e Public User Permission
AMD-WR-18-13200105 Amendments/WithdrawalRefund/NAINA  Contact T L
Transactions
AMD-WR-18-13200105 AmendmentsiithdrawalRefund/NAINA  Parent Record o a-00000-
ESC-APP-19-00227 ProfileiFinance/Escrow/Account Contact N anton

7. The Associated People tab displays the contacts (Individual or Organization) associated with the
Escrow, or Trust, account (shown).

Note: find the Escrow Owner for the account in the Record---listed under the Contact Tab.
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Glossary

This section contains a listing of terms related to BuildSA.

ACA (Accela Citizen
Access)

(Citizen Portal)

A configurable Web-based application that integrates with the Accela Civic Platform
to provide citizens with online access to government services and information.

GIS

(AGIS-Geographic
Information System)

A software application that integrates with Accela Automation to provide automated
maps from a central database. The maps can provide a geographic representation of
all land-use, zoning, and infrastructure information associated with a parcel, permit,
inspection, or plan, as well as many other functions.

Accela Mobile App

A mobile government application that integrates with Accela Automation to extend
processing capabilities to the field. This system is useful for activities such as
inspections, investigations, disaster response, code enforcement, work orders and
service requests.

Actions Button

On the Tasks Dashboard List View: provides the user access to commands that can
be applied to one or more task items.

APO

Addresses are physical locations related to parcels. Parcels are pieces of land with
specific locations and legally defined boundaries. Parcels can have multiple
addresses. An owner is associated with specific parcels and is typically the main
person responsible for a parcel, as well as the point of contact.

Civic Platform

Accela’s enterprise software application that provides government agencies with a
complete solution to automate their workflows, manage forms, track activities,
perform cashiering, and many other critical tasks. This software can automate the
activities of a single department or manage the services of an entire jurisdiction.
Accela’s Civic Platform also connects separate systems and users across departments
by integrating an agency’s enterprise information and providing a personalized and
easy-to-use interface to access the information.

Cloning

The act of creating a duplicate permit application, asset, or service request using an
existing permit application, asset, or service request as a template. When you clone
a record, you are creating a duplicate with a new record ID number. The source
record is known as the parent, and the new cloned record is the child. When more
than one record is cloned from a source parent, each cloned record is a sibling to the
others.

Condition

A condition is a requirement applied to a record (or component of a record) that the
applicant must fulfill to qualify for approval. Although conditions do not necessarily

impose holds, they can prolong the permitting process until they are met. There are
four severities that can be assigned to conditions:

Lock: Essentially, the record is locked until the condition is met.

Hold: Prevents you from scheduling or updating inspections, processing workflow
tasks, and processing fees or cashiering.

Notice: Indicates special instructions to the person completing the record. Notices
do not inhibit the record process in any way.
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Required: Unique to workflow tasks, the required severity indicates a certain activity
or field must be completed before the user can proceed to the next activity.

Contacts Any significant party (excluding licensed professionals) who participates in the
record’s process, such as the applicant, billing contacts, or legal contacts.
csv This file format is a portable representation of a database that you can view and

(Comma Separated
Value)

modify with Excel. You can create a report from a list page by exporting all of the
records in the list to a CSV file.

Custom Fields

COSA-defined fields that are unique to a record type, checklist item, inspection,
workflow task, or reference object such as an address, parcel, owner, contact or
license professional.

Dashboard Task-centric and Map-centric view of records, inspections, and reference objects
within the system.

Dashboard Toggle Panel at the top of the Main menu Bar that allows you to switch between the Task
Dashboard and the Map Dashboard.

Field An area in the database and interface that contains a particular type of data.

Filter My Searches available on the Task Dashboard that show commonly searched items

by type, assignment, due dates or any other combination of search criteria available
for inspections, meetings, or tasks.

Global Search

Search tool that allows the user to search by keywords to find records, documents,
and reference objects within the system. The global search can be accessed by
clicking on the second panel from the top in the Main Menu Bar.

Home Page

The default landing page and starting point for anything a user wants to do within
the user interface. This page appears first upon login. Clicking on the COSA name in
the upper left-hand corner will return the user to the Home Page. The homepage
consists of the Task Dashboard, the Application Bar, the Main Menu, and panels to
launch the Launchpad and Global Search features.

Inspection

A general observation of an asset or record. An inspection can include many specific
observations.

Launchpad

The Launchpad allows the user to access specific pages (portlets) within the system
such as Records, Alerts, Inspections, Sets, etc. Selecting a page from the Launchpad
opens the item up into a space that can be pinned to the Main Menu Bar for easy
access. The Launchpad is also where the user opens a new application.

Main Menu

Provides a user with the tools to access and organize work spaces as well as find
what is needed. The Main menu provides the user with a control pad for adding,
finding and addressing content. This menu is docked on the left-hand side of the
user interface. This menu contains panels that allow the user to toggle between the
Task and Map Dashboards, perform Global Searches, access the Launchpad, and also
displays spaces currently open or pinned to the menu.

Parcel

A piece of land, such as a tract or a lot, with a specific location and legally defined
boundaries.

Parcel Number

An agency’s Real Estate Assessor’s parcel number or tax lot number.

194




Pinned Space

A Space that has been designated by the user to be immediately available within the
Main Menu bar.

Primary Address The principal address for an application or license. Sometimes referred to as the
project address, street address, or site address.

Record A term that represents the identification number of broad range of items or forms
that users manage, such as application, case, license, permit, service request and
work order.

Record ID The unique identification number of a record.

Reference Data

Reference data comprises addresses, parcels, owners, contacts, and licensed
professionals. Users can search the reference database from within BuildSA and
associate this data with records.

Report

The formatted result of a database query that is distributed as a printed form, a
letter, or a collection of data.

Space(s)

Any Page, Record, or Reference item selected opens into a new space. These spaces
stay anchored to the Main menu until closed. Spaces can be pinned to the Main
menu so that they will be available to the user even after the user has logged out
and logged back in.

Status

The state of a record, task, or inspection. A status might indicate a phase of a
process, such as Pending, Accepted or Failed.

Task Card and Task
Card View

An individual pane within the Task Dashboard that represents an Inspection, Task,
Activity, Document review or Meeting. The task card provides information about the
item at a glance. Each card contains a link that enables the user to open the item up
into a space to get more information. A blue link indicates a hyperlink and if the
Task title appears in black, the user does not have permission to act on the task. The
Task Card Options menu allows the user to identify the task type as well as act upon
the task accordingly. This panel also lists relevant records or reference information.
Each card lists Due Dates, Scheduled Times, Comments and other information as
appropriate for the task type. Icons are also shown on each card to indicate the
presence of conditions.

Task Dashboard

A user’s to-do list that is displayed in either a Card View or List View. These views
can be toggled by the individual user as desired. Within the task view up to six cards
are displayed containing information about Inspections, Workflow Tasks, Document
Review Tasks, Activities, or Meetings assigned to the user. A filter button displays My
Searches to assist the user with filtering by Due Dates, Status, task Type andother
search criteria available.

Task List View

A tabular view of the user’s Task Dashboard. This table displays a list of the user’s
Inspections, Tasks, and Meetings, their Due Dates, any conditions, Status, and
concise details about each item. Upon load six items are visible. A ‘Load more..." link
at the bottom of the space allows the user to expand the list. An Actions button is
available within this view to take action on one or more of the items within the list.

Tooltips

A small message that displays when you hover your mouse over a button.
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Workflow A set of tasks COSA defines and follows to process an application. These tasks are
the essential steps in the application process. Workflows function as a checklist
once an application is submitted.
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