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Citizen Access Portal Uploading Documentation -- FAQs

Before you begin

1. Ensure all documentationis available in electronic format to upload to Citizen Access.

2. Login to your Citizen Access account.
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3. Locate and open therecord.
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4. Fromthe Record Info drop-down menu, select Attachments.
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FAQs-Application Supporting Documents
. How do | upload additional documents?

A. Refer to Uploading Documentation training module. The training module is a step-by-step guide. You
may also call the Customer Call Center, 210-207-1111 (option: BuildSA), or contact the BuildSA OCM
Team at buildsaocmteam@sanantonio.gov.

. Where do l upload documents (additional) documents?

A. Login to your Citizen Access account. Locate and open the record. Go to the Record Info drop-down
menu. Click Attachments. Add documents.

Login to account->»Locate and open record->Click Record Info drop-down menu->Click
Attachments-»Add documents

. What if | don’t see the Attachments option on the Record Info drop-down menu?

A. If the attachment tab is not visible under the Record Info tab, please contact the Customer Call Center,
210-207-1111 (select option 5-BuildSA) for information on claiming the Pin process. Only the primary
applicant is able to upload attachments. You may also contact the BuildSA OCM Team via email
at buildsaocmteam@sanantonio.gov.

. Where can | view my previously uploaded documents?

A. Login to your account. Locate and openthe record. Click Record Info drop-down menu. Click
Attachments. All uploaded documents will display. Please note uploading documentation may take a
minute or two before all documents display. Click on the blue link of the document to view.

Login to account->Locate and open record->Click Record Info drop-down menu->Click
Attachments->»View documents

. How do | know Development Services Department staff received my attachment?

A. Staff hasthe ability to view documents on the record as needed. However, if staff requested a
document to be uploaded, after you have uploaded the requested document, the status of the task
changes from Additional Information Required to Additional Information Received.
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Q. luploaded the document requested; however, the status did not change. It stayed the same-what do 1 do?

A. Contact the Case Manager via email or phone to find out if the correct document is uploaded. You may
also call the Customer Call Center (210-207-1111 (option 5-BuildSA) or by
email buildsaocmteam@sanantonio.gov.

Q. Am| able to delete attachments (documents) after they are uploaded?
A. Theapplicant is not able to delete successfully uploaded document(s).

FAQs-Application Electronic Document Review (EDR)
Q. What are EDR documents?

A. EDR refersto Electronic Document Review for documents uploaded through the Citizen Access Portal,
Attachments. Development Services Department Land Development staff and the applicant are able to
download and upload the attachments for review and revision requests. Please refer to the Electronic
Document Submittal_Lesson 11 located on ourtraining website (url follows)
(https://www.sanantonio.gov/DSD/BuildSA/Training)
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Create an Application  Search Applications

Record LAND-MDP-18-000045: Add to collection
Master Development Plan (MDP)

Record Status: Approved

Expiration Date: 09/04/2018

Record Info Payments

Attachments

Tip: Use "EDR Information” button to see status of review by all reviewing agencies for your submitted documents.

~ Click the EDR Information

The maximum file size allowsd iz 80 ME. link to attach a document
htmL:htm:mbt:mitml are cissllowed file types to upload to a workflow.

Q. Whatisthe difference between EDR and other attachments?

A. Attachmentsare the initial upload of the document. EDR is the version with the revision request.

Q. When will | use EDR Information upload?

A. EDR isused once Development Services Department Land Development staff reviews the initial
attached document(s) and revisions are requested.

Q. Howdo |l use EDR?

A. Onceintherecord, under the Record Info tab, click Attachments. Next, click the EDR button. You will
see the requesting agencies and the requested files. Read the comments for information about
revisions needed. Then, click the Download button to download the document. Revise (mark-up) the
document and upload the new version. Please refer to Electronic Document Submittal Training Module
Lesson 11 for step-by-step instructions.
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Q. Areallthe documentslupload going in to the EDR process?
A. Not all documents go through the EDR process, only those needing revisions as requested by staff.

Q. Howdo |l know the EDR upload was successful?

A. After the applicant uploads the revised version, the process is complete and the requesting agency’s
gridline box (shown) is removed from the list.

File name, document

type, workflow task and
Agency.
—
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Q. Can Isee what l uploaded for the EDR after submittingit?
A. Oncethe EDRdocument is uploaded and the gridline box removes from the list, view previously
uploaded documents by clicking the History tab. All EDR versions that have been uploaded display.

| Displayed Record: LAND-PLAT-18-900010

Record Type: Land ! fLand (! fPlat/Major

Worldlow Task: Technical Review - Subdivision : Addrtional Information Required

Cust
Document Type  Flle Name Download  Apply Status o History

Q. Can ldelete what | uploaded?
A. After documents are uploaded, the files cannot be deleted.

Q. What if the status does not change?
A. Contact the Case Manager via email or phone; or call the Customer Call Center (210-207-1111 option

5, BuildSA, for information on the types of documents requested. You may also email the BuildSA
OCM Team via buildsaocmteam@sanantonio.gov.

Q. I don’t see the upload button option. Whatdo Ido?
A. Contact the Case Manager via email or phone; or call the Customer Call Center (210-207-1111 option
5, BuildSA, for information on the requested information.

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