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The recommended browser is Google Chrome.




It is easy for an Account Owner to track the activity of a record using the
Activity Report option available on the Citizen Access Portal. The Activity

Report displays workflow status information, lists all activities performed

(example: Inspections, Reviews, etc.) significant dates and task

assignments.

However, access to a Record’s Activity Report is available to all viewers.
You do not have to be an Accela Citizen Access portal registered account

owner to view Activity Reports.

If you have problems running an Activity Report, please contact the
Development Services Department Call Center at 210-207-1111, M-F,

7:45am to 4:30pm or email Call Center.
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Registering for a Citizen Access Account is free and easy.

Click to register for an account.
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https://aca.sanantonio.gov/CitizenAccess/Default.aspx

Running the Activity Report

Log in to your account.
Find the record for which you want to generate the activity
report.
o Type the Record ID# in the Global Search field text
box located (#1), or use the My Records tab (#2) to

view/find all your records.
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After locating the record, click its Record ID hyperlink to access

the Record Detalil page. Click the Reports hyperlink located on the
top navigation bar (# 1).

You must be in the Record Detail page for the Report link(s) to

displ/ay. If not in the Record Details page, the Report link(s) to do
not display.

un ments | 1 ed ili esan |

Reports (3):
020 Plats Ready for Recordation

We are in the Record Details Activity Report
page of this record. Qur —
example shows a Land
Development record, but the H

o _ Reports feature is available for
o pullding e other record category types.

Search Applications Create an Application - >

Record LAND-AMENDPLAT-19-10200026:
Amend Plat

Record Status:
Expiration Dat

Add to collection
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Click the Reports drop-down menu arrow (shown). The activity
Report link(s) displays. Click to select PDF or Excel format

(shown).

Different categories of record s Caesarf] Reports (5) ¥ | jpccount Management | Logot
display their options. To generate o
the Activity report, select whether actvity Report (°D

you want the record activities

printed in pdf format or excel

format. 0

Home RELIRSSS0 008 Building Fire

Search Applications Create an Application

Record LAND-AMENDPLAT-19-10200026: Add to collection

The Input Report Parameter prompt displays (shown). Type

Record ID (#1). Click Submit (#2) |
Please input report parameter(s):
_— You must know and type
q[ e the Record ID number to
? run the activity report.
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If Excel is selected, the CrystalViewer prompt displays at the
bottom of your screen (shown). Click the word Crystalviewer to

open the report (#1).

B CrystalViewer...ms-exc...

| —
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Example of a
Record’s
Activity
Report in
Excel format.
Notice all the
information
about the
record
available on

the report.

Contact Information
Contact Type

Applicant

Engineer

Surveyor

Applicant

First Name

Kandasamy Rajan

Kandasamy Rajan

Kandasamy Rajan

Workflowr Task Status Summary

Task Name

Application
Completensss

Applicant

Task Assigned To
KimberhyHopkins

Workflow Task 5tatus Summary

Task Name

Application
Completeness

Application Intake

Habitst
Completensss

Technical Review -

Acdressmg

Technical Review -
Bencar County - Flood

Pilain

Technical Review -
Bencar County -
G=neral Flatting

Technical Review -
Bencar County -

Technical Review -
Bezxcar County - 5D
Technical Review -

Bescar County -

Technical Review -
Tabdlivias e

nspections

Inspection Type

Task Assigned To

KamberhyHopkins

KemberhyHopiins

RedCassidy

KamberhyHopkins

Inspector

City of San Antonio
Development Services Department

ACTIVITIES REPORT
Record 1D: LAND-AMENDPLAT-19-10200026
Application Hame: Auto_ACA_QA0G59U4
Application Status: Expired
Report Date: 92712020
CAP ID: 19CAQ-00000-19514

Middle Name Last Name Address Phone Humber
Dinesh Shankar 1801 5 ALAMOD (210 207-0000
SAMN ANTOMID, TX 78205
Dinesh Shankar 123 LINE 1 (2100000000
123 LINE 2
SAMNANMTONIO, TX TE240
Dinesh Shankar 123 LINE 1 [210y000-0000
123 LINE 2
SAMNANMTONID, TX TE240
1901 5 ALAMOD {210 207-0000
SAN ANTOMID, TX 78205
Status Status Date Due Date Time in Possession Task Specific
Complated 12182019 12232019 0.00
1201 S ALAMOD (210)207-0000
SAN ANTOMNIO, TX 78205
Stafus Status Date Due Date Time in Possassion Task Specific
Completed 121182019 127232019 0.00
Received Online 12182019 12182019 0.00
Under Review 12182019 0.00
Under Review 12182019 0.00
Under Review 121182019 0.00
Under Review 121182019 0.00
Under Review 121182019 0.00
Under Review 12182019 0.00
Under Review 12182019 0.00
Under Review 121182019 0.00

Scheduled Dats Inspection Date Status
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ACCRED

Standard

Updated vis Script

Standard

Updated wia Script

Closed wia script

Cefzult St=tus
Default Status

Defzult Status
Defzult Status

Defzult Status
Cefzult Status
Default Status

De=fault Status

Comments



Citizen Access is a web-based application and the status of a record
updates continuously as reviewing agencies and Development Services

Department staff update status and information.

Access to a Record’s Activity Report is accessible to all viewers.

For help running the Activity Report, please contact the Development
Services Department Call Center at 210-207-1111, M-F, 7:45am to

4:30pm or email Call Center.
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Viewing a Record’s Activity Report

for non-registered users.
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1 *
Home Land Development Fire This is the Search for

Search Applications Records Page. MNotice the
Search for Records DPFIGHE E_‘Iu"EI|Eb|E for
Search records by any of the fallowing: searching using the General

= Caaneral Search (application. Address and Parcel opons)
s Search drop-down menu
= L ONEact

arrow.

Eniber Information Deton to Search for records. Use the anop-dowwn Ust Delong (tD the gl t0 select the Search sype.

Application Number;| Application Type Start Date: §Start Date:

—Sjert— b 1S § 1o/10s1570
e fen -
ECTOSE Ehe Sormest Sanner
Street Mo Frinissi] MainEenance Fermit ype:  UnitfSuites
Frimian| Mairosnanos Fermit AnodcaTion
M2 Frv=rae: Sign
SUlding InwvesSgaton
CHrport Parmils
Level
Cartificeds of Oounency - D88 Mame Chenge
Certincade of Dooapenoy - Mo Constnactions
Cartifioads of Oorunensy - Regioemti
F'r-:-ject Hame: ariificais of Oorunenoy - Temponary Liss
=riifleate of Dooumenoy Aopl icebion
5 et
B itlsn Permit
mimunication BEgulpm [
___ _ -

Select a record-type category (#1). This example shows Building.
The Search for Records page displays. Click Application Type
drop-down menu to select a record type (#2). Click Search (#3).
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Home  Land Development ETILCC M Fire

Search Applications

Search for Records

Search records by any of the following:
« Ganeral Search (Application, Address, and Parcel options)
= Address
« COneact

Enmter information Dedow v search for records. Use the drop-down sy below (b0 the night) w selec e search wpe.

eneral Search Ganeral Sssrch
Application Mumbser: Application Type: Start Date: End Date:
Cart®icate of Oocupancy - Commerds 1041071570 D9/27/2020
Streat Mo Strest Mame: Strest Type:  UnitfSuite
From - To --Sajert--
Lewel: Building: Zip Coede:
Project Mame: City Parcel Number:

100+ Record resulss marching your search resules

Chck any of the resulss below o view more deails

Srovwng 1-10 of 100+ |
[] Date Hecord Mumber Becard Type Descrptsan Progect Mame Hcddiresa Expiration Dete  Crested By Statun Heticn Shart Motes
O PITET Cemboate of
uj} eyl o Decupancy m? E BLYVD Cmy ol San packzon Active
Commeroal Amorso, TX 78224
Ceruficate of D
- Buldng Mo 1. ' .

The system returns all matches. Locate the record for
which you want to run the activity report. Click the
Record Number ID (# 1).
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1

Announcements | Register for an Account | Reports (1) | Login

e o Ao LA £ Ao This is the Record Details page
of the record. This page
displays the Reports link (#1).

Home  Land Development QDO Fire

Search Applications

Record COO-COMM20-38100167:
Certificate of Occupancy - Commercial
Record Status: Active

Record Indo = Fayments = I LESH O {COHTsDeET

To wiew any current activity on this Record, please refrash the page.

i TRRROW BLVD, 7E224

Record Details

Applicant: Project Description:
Incividies] Buiding Mo 1; Unitt Mo: 0

The Record Details page displays. Locate the top

navigation bar to run reports available (#1). Select a

report by clicking on its name. 0/28/2020
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This concludes the Activity Report module.




