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The recommended browser is Google Chrome.
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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 Detail 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 

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

not display. 

9/28/2020



Click the Reports drop-down menu arrow (shown). The activity 

Report link(s) displays. Click to select PDF or Excel format 

(shown).

The Input Report Parameter prompt displays (shown). Type 

Record ID (#1). Click Submit (#2).
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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).
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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.
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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.



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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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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The Record Details page displays. Locate the top 

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

report by clicking on its name.
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This concludes the Activity Report module.
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