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 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. 



Conditions …

Do not necessarily impose holds but may prolong the workflow 

process until they are met.



Condition Icons 

Condition Icons display on Daily Work Task Assignments



Condition Icons Display on Task Card View 



Condition Icons Display on List View 



Condition Banner displays across the top of Record 

pages if a Condition is added to that Record 



Lock Hold Notice

A lock condition prevents user from 

performing certain operations on 

locked records. These operations 

include:

A hold condition prevents user from 

performing certain operations. These 

operations include:

The notice condition indicates 

special instructions to the person 

who completes the record. User can 

associate a message, or notice with 

a record. Notices do not inhibit the 

record process in any way.

• Cannot schedule or update 

inspections.

• Cannot process fees or do 

cashiering functions.

• Cannot process workflow tasks.

• Cannot edit the record status, 

additional information, record-

specific information, or renewal 

information.

• Cannot schedule or update 

inspections.

• Cannot process fees or do 

cashiering functions.

• Cannot process workflow tasks.

• The notice condition lets user 

associate a message with an 

address, owner or parcel.

Condition Severity Levels



Reference Addresses



Applying a Condition to a Reference Address



Addresses Search Page displays



Searching for Reference Data Address



BuildSA Returns All Matches



Address Detail Page Displays



Click the Conditions Tab to display Conditions Assigned 

to Reference Address

Click New





The Condition Selection Page Displays



Click Submit.

 IMPORTANT: Do not select Severity 
from this page. 



Selected Condition displays on Conditions Page.

Click on Condition Icon to select the Condition. 



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

Click Submit.



New Condition displays on Conditions Page.





Removing Reference Address  Conditions



The Addresses Search Page Displays



BuildSA Returns All Matches



From the Navigation bar, click on the Conditions Tab. All 

Conditions associated with the Reference Address 

display.



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.



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

Click the Refresh button.



The Condition is removed from all records associated with 

the Reference Address.



Editing a Condition made to a Reference Address



Retrieve Reference Address

Submit Addresses Form that Displays



BuildSA Returns All Matches

Click the Conditions Tab





Edit Condition Detail as necessary. Click Submit.



BuildSA generates a message indicating modifying of Condition 

was successful.



Working with Reference Data and Conditions

Addresses

Congratulations!

This concludes Module Seven 

It is time to test your recall……



TEST YOUR RECALL

Answers on the next slide…

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.



If you answered:

1. True

2. False

3. True

4. True

You are correct!

Time to begin the next 
module…
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