On-line Tutorial Series

Module Seven

Working with Reference

Data and Conditions

Addresses




Reference Data is information that is stored in the BuildSA

Database, independent of any application or record.

+ Users may search for and associate reference data when

completing an application.

+ When users associate reference data to individual
records, the data populates automatically into the

application.




If a user associates a record to Reference Data (address,

parcel, owner or contact) and the Reference Data bears a
condition, then that condition also becomes part of the

record.
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Conditions ...

Do not necessarily impose holds but may prolong the workflow

process until they are met.
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Condition Icons

Condition Icons display on Daily Work Task Assignments

° Indicates a required task (workflow tasks only).

o 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 record
forward: payment, editing record components, adding activities. The Custom fields and Record
details may still be corrected or modified.

e Indicates a notice (special instruction) is available. Notices are purely informational.

When you see one of these icons, simply click on it to learn more about the reason it is in place.




Condition Icons Display on Task Card View
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Condition Icons Display on List View
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Condition Banner displays across the top of Record

pages if a Condition is added to that Record

< Record ID: ZONING-Z-2016-000047 c
SR Workflow Tasks @ VIEW HISTORY
Condition Notice displays
This record was placed on HOLD on 2018-02-13. H =
LI @ Conditien: Hold : Administrative Hold Severity: Hold on Record. Click to view.
Total conditions: 2 (Hold: 1, Notice: 1) >
Workflow —_—

Leam more about this hold and how to resolve it

Workflow History
MENU ~ HELP

Documents
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Address
|
Parcel ? Up Next |
GIS
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Condition Severity Levels

Hold Notice




Reference Addresses




Applying a Condition to a Reference Address
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Your Pages Recent
PLAT-TIMEEXT-16-...
LAND-PUD-16-000...

LAND-PUD-16-000...
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Addresses Search Page displays

Addresses
Submit Reset Cancel

Address Type
--Select--
--Select--

Accessory Address

Secondary Address

Eip o

Help Enable Soundex Search

Click Address Type drop-down
menu to select Address Type.

--Select--

Post Direction

--Select--




Searching for Reference Data Address

Addressa
Submit Reset Cancel Help Enable Soundex Search
Address Type o
Frimary Address v
olreet # Pre Direction Sireet Name sy Street Type FPost Direction
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BuildSA Returns All Matches

S

| Addresses

Menu Search GIS Help Click on i{tjl;leet #[:gtpglrlink to display
ress ail page.

Primary Address 1901 5 ALAMO ST 78204




Address Detail Page Displays

¢ Address: 1901 S ALAMO ST City of San Antonio, TX 78204

Address Detail

Conditions
District

ecord List

Navigation
Bar

HE'||::I

Street #
1801 =

Unit/Suite Building

City
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Description

Y Coordinate
1.3697T55ET
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77182 5
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Lat Long Status
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Pre Direction
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This is the Address
Detail page.

Post Direction




Click the Conditions Tab to display Conditions Assignhed
to Reference Address
¢

< Address: 1901 S ALAMO ST City of San Antonio, TX 78204 - - _
The Conditions Page displays. Click

Menu - Mew Delete Help New.

Conditions

Address Detall

Address Type Do Mot Record (DNR) Applied Default Do Mot Record Notice 02/09/2017
Expedited Case Condition Met Default Expedite 02/09/2017

Parcel

District

Record List

Click New




Conditions

¢ Address:

1901 S ALAMO ST City of San Antonio, TX 78204

Submit

Reset Cancel Help
Type * @ Standard Condition

—-Select-- ¥
Severity

—-Select- ¥

Effective Date

Applied by Dept * Current Department

Land Entitlements Admin Support v
Action by User

Current User
-Select- w
Resolution Action
e
check spalling
Priority
-Select- w

Click the Standard Condition hyperlink to create a condition and configure the
workflow correctly.

Status Date

Condition Name *

Expiration Date

Applied by User = Current User
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s
check spsiling

Public Display Mes

o
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s
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Additional Information [FStandard Comment
Arial v

1(8pt) ¥
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=
BuildSA uses pre-set conditions that must be selected using the Standard
Condition hyperlink. If a condition is chosen not using this link, the work flows of

the Records associated with this Reference Address Condition may not work as

intended.
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check spsiling

Status
Applied(Applied)

Applied Date

02/12/2018 B

Short Comments [FStandard Comment

s
check spsiling

Action by Dept

Current Department
-Select--
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Include in Condition Motice
Condition Mame

Short Comments

Display Notice
¥ Arcela Automation
| ACA

ACA Fee Estimate Page




The Condition Selection Page Displays

Submit
Conditions

Click to
select a
Condition.

Condition Name

Enforcement Motice
Expedite
Facilitation

Hold

Motice

Cvertime

FPlan Amendment

Verify that the project has been reviewel

check spalling




¢ Addresses

Conditions

Click Submit.

s IMPORTANT: Do not select Severity
from this page.
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¢ Addresses

Menu Search Cancel Help
Conditions

Click on Condition Icon to select
Condition.

Selected Condition displays on Conditions Page.

Click on Condition Icon to select the Condition.
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< Address: 1901 S ALAMO ST City of San Antonio, TX 78204

Submit Reset Cancel
Conditions .

Type *[{ Standard Condition
Motice

Applied by Depgt * Current Department
Land Entitlements Admin Support ¥

Action by UUser  Current User

-Select- w

Resolution Action

check apaliing

Priority
—-Select-- ¥

Help

Status Date

Condition Name *

Motification

Expiration Date

Applied by User * Current User
Patricia Rosas v

Long Comments [F-Standard Comment

check apaliing

Fublic Display Message

check apaliing

Additional Information > Standard Comment

Arial v | 1(8pt) +

—ea OO @AL]

The Conditions Page
displays once again.
Note that some of the
information is
populated.

Use calendar icons to
select dates. Type other
information as
applicable.

check apaliing

Status
Applied{Applied)

Short Comments [FStandard Comment
EmailfSMS Notification

check epalling

Action by Dept  Current Department
-Select--

Include in Condition Notice

| Condition Mame

¥| Short Commants

Display Notice
Accela Automation
ACA

ACA Fee Estimate Page

The Conditions Page displays once again. Complete fields as necessary.
Click Submit.




¢ Address: 1901 S ALAMO ST City of San Antonio, TX 78204

Menu b MNew Delete HE"ID
\ Conditions

Address Detail

Do Mot Record (DMR Appliec t ecord Le 02092017
Address Type IR Applied Defaul Do Mot Record Mot 0209201

Muotification Applied Default Motice Motice 021202018 021202018
Parcel

Expedited Case Condition Met Default Expedite 02092017
District
Record List

New Condition displays on Conditions Page.




Record ID: LAND-PLAT-16-000158

@ A notice was added to this record on 2018-02-12. T —
Condition: Notification : Email/SMS Motification Severity: Motice . :
Record Total conditions: :  (Notice 1) Not_e. This rgt_:ord uses the reference Addre:sz_: to
which Condition was added. Note the Condition
Summary View notice displays.
Workflow
Menu v Save Reset Summary Help

Workflow History

ALT ID Record Type
Documents LAND-PLAT-16-0001558
Address I - .
Status Opened Date
11/15/2016
Parcel
GI5 Short Motes
Contacts
Application Name
Custom Fields Larry's pad

Custom Lists

Inspections

Conditions

Conditions of Approval

Fee

Assess Fee History

Payment

Payment History
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Newly created records that use the reference
Address will also show the active Condition
notice.




Removing Reference Address Conditions

Your Pages Recent
PLAT-TIMEEXT-16-...
LAND-PUD-1&-000...
LAND-PUD-1&-000...
LAND-PUD-1&-000...
LAND-PUD-17-000...
LAND-PUD-1&-000...
LAND-PUD-1&-000...
LAND-PLAT-16-000...

ZONING-Z-2016-00...

All Pages 18 TMP-000714




The Addresses Search Page Displays

Addresses

Submit Reset Cancel Help Enable Soundex Search

Address Type

Primary Address

Pre Direction Street Name gy

Type Address information. Click Submit.




BuildSA Returns All Matches

S

J i
Addresses Click the Street # hyperlink to

Menu ~ | Search GIS Help display Address Detail page.

i —

Frimary Address 1901 5 ALAMOD 5T 73204




¢ Address: 1901 S ALAMO ST City of San Antonio, TX 78204

Menu New Delete Help
Conditions

Address Detail

Address Type

FParcel

District

Record List

From the Navigation bar, click on the Conditions Tab. All
Conditions associated with the Reference Address

display.
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< Address: 1901 S ALAMO ST City of San Antonio, TX 78204

Menu Mew Delete Help
Conditions

Address Detail

Address Type

Farcel

District

Record List

Click the box to the left of the Condition you want to delete.
Click the Delete button. Note: Conditions are not deleted, they

become inactive.
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¢ Address: 1901 S ALAMO ST City of San Antonio, TX 78204

Menu New Delete Help

Conditions

1 record(s) deleted successfully.
Address Detail

Address Type

Applied

Parcel %) INotification Applied

Condition Met

District

Record List

Defauli

Defauli

Default

Notice that the Condition remains listed on the
page for historical referencing. It is read-only.

BuildSA displays a 1 record(s) deleted successfully message.

Click the Refresh button.
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Record ID: LAND-PLAT-16-000158

Menu ave Reset Summary
Record

The Condition banner does
ALT ID not appear on associated
L AND-PLAT-16-000158 Records after the Condition
Workiow is deleted.

Summary

Workflow History

Documents

Address

Parcel

=Els

Contacts

Custom Fields

Custom Lists

Inspections

Conditions

Conditions of Approval

The Condition is removed from all records associated with

the Reference Address.



Editing a Condition made to a Reference Address
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Retrieve Reference Address

Your Pages Recent

PLAT-TIMEEXT-16-...

LAND-PUD-18-000...

LAND-PUD-18-000...

LAND-PUD-18-000...

LAND-PUD-17-000...

LAND-PUD-18-000...

LAND-PUD-18-000...

LAND-PLAT-16-000...

ZONING-Z-2016-00...

All Pages 18 TMP-000714

Help Enable Soundex Search

Street Name ¢y

alamo

Type known
information on Address
Search form. Click
Submit.




BuildSA Returns All Matches

Addresses

- Menu  ~ Search GIS Help

Primary Address

Click the Conditions Tab

< Address: 1901 S ALAMO ST City of San Antonio, TX 78204

Menu v MNew Delete Help

Conditions
Address Detail
Address Type Do Mot Record (DNR Applied

Motification Applied
Parcel

Expedited Case Condition Met
District

Record List

Click on Address hyperlink to
open address information.

1901 S ALAMO ST

Click on the Conditions Tab of the Reference
Address navigation bar.

Default Do Mot Record Motice 02/08/2017
Default Motice Motice 02M12/2018
Default Expedite 02/08/2017

0211242011




¢ Address: 1901 S ALAMO ST City of San Antonio, TX 78204

Menu Mew Delete Help
Conditions

Applied Default Do Mot Record = 02/09/2017

Applied Default Motice
Parcel
Condition Met Default Expedite 02092017
District
Click the Condition Name hyperlink that
tecord List you want to edit.




£ Address: 19

W

01 S ALAMO ST City of 5an Antonio, TX 76204

Submit Reset Cancel Help The Condition Detail
Condition Detail page displays.
Edit as necessary.
Condition History Type * Condition Mame * Click submit. Status
Expedite ¥ Expedited Case Condition Met{MNof Applied) ¥
Status Date Severnty Applied Date
02/09/2017 = ~Select- ¥ 02092017 =i
Effiective Date Expiration Date Short Comments FStandard Comment
m E Expedited Case
A
check apalling
Applied by Dept * Current Department Applied by User * Current User Action by Dept  Current Department
Land Entitlements Admin Support ¥ Pafricia Rosas v --aelect-- ¥
Action by User  Current User Long Commentz F5tandard Comment Include in Condition Notice
_Select— ¥ #| Candition Name
Short Comments
A
check apalling
Resolution Action Public Dizplay Message Dizplay Notice
¥ Accels Automation
#| aca
P s ACA Fee Estimate Page
check apsalling check apalling
Priority
—-Select- ¥

Additional Infarmation [F:5tandard Comment

Arial v i@y v B ZUIE

—spgOo @O

check apailing

Edit Condition Detail as necessary. Click Submit.




\ < Address: 1901 S ALAMO ST City of San Antonio, TX 78204

Menu + New Delete Help
Conditions

1 record(s) deleted successfully.
Address Detall

Address Type

Do Not Record (DNR) Applied Default
Parcel Notification Applied Default
- Expedited Case Condition Met Default 02/22/2018
District

BuildSA generates a message indicating modifying of Condition

was successful.




Congratulations!

This concludes Module Seven

Working with Reference Data and Conditions

Addresses

It is time to test your recall....
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TEST YOUR RECALL

1. A condition is a requirement that may be applied to a Reference Address.

True False

2. The user is given the option whether to display a Condition banner on a
Record in BuildSA. True False
3. Condition must be selected by clicking on the Standard Condition hyperlink

in the Conditions form. True False

4. A Condition not selected by clicking on the Standard Condition hyperlink

may not appropriately configure the workflow of the Record. True

False.

Answers on the next slide...
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If you answered:

1. True
2. False
3. True

w'ﬁwgu! 4. True

You are correct!

Time to begin the next
module...
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