The recommended browser is Google Chrome.
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Create a Collection is a feature of the Citizen Access
Portal available to registered users. This feature
enables the account owner, or one of his/her
Delegates, to organize multiple records into a group
(for example, records related to a specific project or

work site) for the benefit of easy management of

salid records.

Click here to register for a Citizen Access Account.

Registering for an account is free and easy.
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https://aca.sanantonio.gov/CitizenAccess/Default.aspx

Creating a Collection
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After login, click the
Home tab (#1),
click My Records
(#2). Click the
arrow to the left of
record-type
category (#3). Click
the box to the left of
the records you
want to include In
your collection (#4).
Click Add to
collection hyperlink
(#5).
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m Land Development  Building Fire

Dashboard My Records My Account Advanced Search

Click Add to Existing Collection to
add a record to a collection (#1). -
To create a new collection, click
Create a New Collection (#2).
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The Add to Existing Collection/Create a New Collection box displays
(shown). Click radio button to the left of Add to Existing Condition
to add a record to an existing collection (#1). Click radio button to
the left of Create a New Collection to create a collection (#2). Type
Name and description of New Collection (#3, 4). Click Add (#b5).
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m Land Development  Building  Fire

Dashboard My Records My Account Advanced Search

Collections of records display on the

Hello, Julius Caesar account owner's dashboard upon login
(shown).
o
3 Mordecai Project

Records Last Updated 09/27/2020

7 Sidewalk and Curb
Records  Last Updated 07/06/2020

Collections display on the account owner’s dashboard upon
login (shown). Notice the collection information: number of
records, name of collection and last update. To view

collections, click the View Collections hyperlink (#1).
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m Land Development  Bullding  Fire Click the Name link of the collection to manage your records

Dashboard  MyRecords  MyAccount  Advanced Search (#1). To delete the collection entirely, click the Delete Ilnk. (%
2). Doing so does not delete the records, only the collection
Collections (#2)'
This is a list of your collections. To manage a collection, click the link next to the collection name, -
Showing 1-2 of 2
Date Modified Name Description Number of Records

Mordecai Project Records
September 2020.

09/27/2020 3

07/06/2020 This is a test 2

Click the Name of the collection hyperlink to manage the
collection (#1). Click the Delete hyperlink to delete the
collection (#2). Deleting a collection does not delete any of the

records in it, only the collection.
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m Land Development Building  Fire

Dashboard My Records My Account Advanced Search :
Options to Rename B
Mordecai Project Brief history of the records in Collection or Delete
Mordecai Project Records September 20200 thE CU"EEtiUn di5p|ay’5. Gﬂ"ECtiﬂn.

Total Records: 3 (3 Building)

Inspections Summary: 0 (0 Scheduled, 0 Rescheduled, 0 Approved, 0 Denied, 0 Pending, 0 Cancelled)
Fees Summary: 50.00 Paid, 50.00 Due
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After Collection Name link is clicked, the collection management page
displays (shown).
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After login to your account, you may
also view all collections by clicking
the Collections drop-down menu
arrow. All collection links display.

m Land Development  Building  Fire Click the name of the collection to
open the Collection management
Dashboard My Records My Account Advanced | page

Welcome Julius Cassar

You are now kogged in.

A hyperlink to Collections is available on the top navigation
bar (#1).

Click the drop-down menu arrow to display all collection
hyperlinks. Click the nhame of a collection to open its

Collection Management page.
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A collection helps you to manage your records for a particular
project or work-site easily and quickly.

If you have any questions about creating a collection or
managing your collections, please call the Development
Services Customer Call Center, (210) 207-1111, M-F, 7:45am

to 4:30pm or email DSD Call Center.
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mailto:Call%20Center%20%3cCallCenter@sanantonio.gov%3e

This concludes the Collections tutorial.

Creating & Managing

Collections
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