Due to problems when uploading documents,

 Citiz
Oonl
Le

cess
tor the recommended browser is Internet Explorer.
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Electronic Document Review (EDR)




Citizen Access integrates with Adobe Acrobat X Pro, enabling users to

digitally manage PDF documents and plans efficiently and effectively for
the entire life cycle of a project.

With the Electronic Document Review feature, you can attach single or
multiple PDF documents to a record. Electronic Document Review (EDR),

can be used to submit supporting documents as part of the application
process.

Documents must be in PDF file format when they are uploaded.

If you have any questions, please contact the BuildSA Customer Call
Center at 210-207-1111 (select option BuildSA).

Build @SA




Electronic Document Review (EDR)

Accessing a Document for Mark-up




Electronic Document Review

1. Login to your account.

2. Retrieve the Record.

3. From the Record Detail
page, click the Record
Info drop-down menu

(shown).

&\ CITIZEN ACCESS

il for SAN ANTONIO
—

Home RELGEESTE T T

Create an Application Search Applications

Collections (4)%  Reports(1) ™  Account Management Logout

Welcome to the City of San Antonio

Record LAND-MDP-18-000045:

Master Development Plan
Record Status: Approved

(MDP)

Expiration Date: 09/04/2018

Record Info

Location

Payments «

Add to collection

1402 DEER RUN 5T, 78232

Record Details

Applicant:
Individual
Larry Odis
Primary Phone:210-222-2222
larry.odis@sanantonioc.gov
Mailing
1901 alamo
san antonio, TX, 7B204
United States

Physical
1901 s alamo

san antonio, TX, 78204
United States

¥ More Details

Create Amendment

Ohwner:
BUSTOS SANDRA
1402 DEER RUN ST SAN ANTOMNID, TX, US 78232 -4410




Welcome to the City of San Antonio

&\ CITIZEN ACCESS
i’ %r SAN ANTONIO

Logged in as:Patricia Rosas  Collections (4)%"  Reports (1l ™ Account Management

Home RELTERSESRTT Y

Create an Application Search Applications

Lot

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

Record Status: Approved

Expiration Date: 09/04/2018

Record Info W Payments +

Record Details

Processing Status

Related Records 253

Attachments

Inspections Attachments

Valuation Calculator Cwner:

o L o Tl Y Y

4. Click to select Attachments (shown).




Electronic Document Review

5. Click the EDR

Information link @%ﬁzﬁﬁ“{sgﬁé

(Shown) Logged in as-Patricia Rosas  Collections (4)¥  Reports (1) Account Management Logout
[

v

Welcome to the City of San Antonio

mg = - Home [RIELGEESTS T
Note: Citizen Access displays E

Create an Application Search Applications

maXImum flle Slze allowed and Record LAND-MDP-18-000045: Add te collection
. i Master Development Plan (MDP)

the disallowed file types to Record Status: Approved

Expiration Date: 09/04/2018
uploadl Record Info W Payments +
Allowable uploaded files must Attachmente
be i n P D F fo rm at . Tip: Use "EDR Information™ button to see status of review by all reviewing agencies for your submitted documen ts.

~ Click the EDR Information

The EDR Information link is for it e S o aricion ™

the sole purpose to respond to m 4
EDRSs.




s | 6. The Add button (#1
shown) is used to submit
required documents at
initial submittal, missing

documents and non EDR

documents.

7. The Electronic Document
Review (EDR) button (#2
shown) is used to submit
an EDR document in
response to a reviewer’s

markup email request.

Electronic Document Review

Welcome to the City of San Antonic

,.;*"".."3. CITIZEN ACCESS

il Land Development

Create an Application Search &pplications

Record LAND-MDP-18-000045:
Master Development Plan (MDP)
Record Status: Under Review
Expiration Date: 09/04/2018
Record Info = Payments ¥

To view any current activity on this Record, please refresh the page.

Attachments

Tig; Uss "EDRE Information” btk 5 ol rvvirwr by alll revigwing sgendcies lor your submitisd documents

Chick on the EDE link t o isad
* o o updoad a

EDR document in nesponse Do a
reviewer s markup email notification
To upload a new dﬂcu ment click Add.
The maxenum file sire sllos 5 B0 MB

Fimil romst -|1I-.1|-|I e |"'4'.-..':! e Byl IS upEGEl

) e

Click on the Add Ik to upload

reqpuired, missing andfor non EDR
documants




Build «»

Electronic Document Review

8. Click heading (it is a link)

to open Pending Actions

Welcome to the City of San Antonio

Recond: LAND-MDP-18-00Z 1

(ShOWI‘I). Page displays Master Development Plan (HOP) Click on the Heading

Reoonnd Status: Under Review

Expiration Date: OF 1 10) 2030 tﬂ ﬂI}E'“
the Task Name (#1 [
Click to Hide list of Pending Actions.. B
‘Huhkw Status Comments Downdoad  Upload

shown) with a Review 0““""" i e 1 0 —
T | Downioad | upiosd

Created Date: OF0EE 120018

Status (#2 shown) i g 3 )

Fike Plgawer; MO Plan g

e e ===
reqUESting additional coty T el D T R T e =
Veersion 3

IE"-II-IE Murrer Demssinpmant PLan

i i Tadhweral Bisstw
] ] r.;..rn-.-.- Hresty Msrher Dureaplopmank
formation. The e _
mrormation. el :Z.i.,:f,;;’;?-’w; e | Douncad | upeas
Dz el Topers ity el Comrdogdez
customer downloads the cot o
Wermhs I
Filbe: Masse: MOF Pl oo Soe reaflnes o EDR dourment
= = Tenchntinl Rt wlm: e Edsral InleaTraln m
markup information (#3 e L S ——

Wrrnkoen: J

shown).




Electronic Document Review (EDR)
Instructions for Comparing a Document (viewing

previous version(s) of the document)




*

Electronic Document Review

1. To view the history
of reviews, pending
actions or required
actions, click the
Click to Hide List of
Review Document
link (#1 shown).

Categories display.

Expand a Category
(#2 shown) to view
status or history of

tasks.

Welcome to the City of San Antonio

Record: LAND-MDP-18-000021
Master Development Plan (MDP)
Record Status: Under Review
§ ' ; ‘ The Document Review link allows
Expiration Date: 07/10/2020 to view hestorcal and pending
tasks
My Record
Click to Show List of Pending Actions..
Click to Hide list of Review Document.. o
? = ¥ MDP Plan.pdl Master Development Plan (MDP)
0 fechnical Review - SAWS Aquifer - Under Review (EDR)
. ) Technical Review - Bexar County - General MDP - Under Review (EDR) | Pending Task
M MO schnk ) [‘ YW “.A,.'.“‘i “".'}‘1:{"( .[4'! OO l‘ [Y".‘-;:I. l",-‘ ! ":"' "'I'.'I“: (i “
+ to
expand 10 Technical Review - Bexar G } : n Re [
and - to’
mmuo Technical Review - Bexar Coumty - SD - Addibionat Information Required (EDR
to view
tasks 0 Technical Review - Bexar C -4 L DR
) Technical Review - | 1S - Re DF
A - r o .




\
B 2. Click the title of the

task to view (#1
shown) the history

only. A second
window opens (#2

shown).

Welcome to the City of 5an Antonio

Record: LAND-MDP-18-000021
Master Development Plan (MDP)
Record Status: Under Beviee

Expiration Date: 0710/ 2020
My Record
Click to Show List of Pending Actions..
Click to Hide list of Review Document..
= & MOF Plan.pdf Master Development Plan (MDP)
n Techindcal Beview - SAWS .l"nql.llfl?' - Lhmder Beviews [EGR)

Eﬁ Techncal Review - Bexar County - General MDE - Under Review (EDE )

) Technical Review - SAWS Aquifer - Additional Information Received (EDR)

) Technical Review - Bexar County - General MDP - Additional Information Recelved (EDR)

oy e - - - LT - [ - B ol o B o | B e e e P -l s

Document Review History 2

ok Namse
File Mame Version Dacument Type Create Date  Comments

L namirmank

Review Status

ML Master Develppment Addiional Infermation Q710018
Flan.pdf Plan (MDF) Recered (EDR] 12-04:04

Dawnload  Uplaad




Electronic Document Review
3. Click Download (#1

shown) to access

document for
historical/comparison

viewing purposes only.

Note the information .

H / 2 | Flk Namo. Version Document Type Review Status Create Date Comments Download Upload
= MDP Aerial Maste Under Review 08/09/2018 ' -
displayed (#2 shown): skl e =

File Name, Version #,
Document Type,
Review Status, Created
Date and Comments, if

any.




Electronic Document Review
Download for History Review

*

Document Review History

File Mame: MDP Aerial Sample.pdf

Document Type: Master Development Plan (MDP)
ask Mame: Technical Review - Bexar County - Flood Plain
ask Status: Under Review

File Name Version Document Type Review Status Create Date Comments Download Upload

MDP &erial Master Development Under Review 08/09/2018
1 Download
Sample.pdf Plan (MDF) {(EDR) 10:16:58

Do you want to open or save MDP Aerial Sample_V1.pdf (0.99 MB) from acastaging.sanantonio.gov? Open Save & Cancel

4. A prompt displays asking whether to Open or Save the

document (shown).




Electronic Document Review

N

Do you want to open or save MDP Aerial Sample_V1.pdf (0.99 ME) from acastaging.sanantonio.gov? Open ] Save > Cancel

5. Click the Open option to view document (shown).




Electronic Document Review

6. Document displays.

>
908 No. — - - iy
CATE ||
CESIY
CHEC
£14% - J
SHE @ @ @ st @ I:H

SCALE:

17= 5,000

o 2,50

5,000

b
Build©SA



Electronic Document Review (EDR)

Uploading a Document after Mark-up




Electronic Document Review

1. From the Pending Actions link (#1 shown), view the EDR request
(#2 shown) to download and upload your (updated) document
(#3 shown).

= Welcome to the City of San Antonio
@\ CITIZEN ACCESS

Nii¥ %r SAN ANTONIO

Record: LAND-MDP-18-000021

Master Development Plan (MDP)
Record Status: Under Review

Expiration Date: 07/10/2020

My Record
Click to Hide list of Pending Actions.. o o

Task Name File Infomation Review Status Comments Download Upload
File Name: MDP Plan.pdf e ——

Document Type: Master Development
Technical Review - Bexar skl ' e Additional Information Download I.Ipbad
County - SO Pian (MDF) Required (EDR)

Created Date: 07/10/2018 12:00:18 Doswnloads: 0

Version: 2 e




Electronic Document Review

Welcome to the City of 5an Antonio

Reoond: LAND-MDP-18-000032 1
Master ewelopment Plan [MDP)

2 [ | o nce the d own Ioa d Recornd Staties: Pndier Rieylisw

Expiration Date: 07 f 10/ 3030

Click to Hide list of Pending Actions..

Task Name File Infomation Review Status  Comments Download Upload
il Mame: =05 Plar p———

open/save bar displays T ==

Coninty = S0 Riapuinsd) {EDR
Crtabed Date: 01 V2016 12:00:18
Wereesn:
File: Flame; HI0 Plyr pof

(#1 shown) to view -t S i | e

button is clicked, the

Conanty - Trafc Plan [MDF) Rasguirad {EDR)
Crvated Dale: SN LS02008 1108400

W

the document. I e Mt gt o

Ergaratriy) Doty e Deesliprent

Pla (R A Tt a
Techrmcal Revetn e e A oAt Downiload
Erupramiryy] Tyt Eirigraring Sl oo Revpred [EDR

Docmeend Type: Masfsr Drevioprrant Cowrdcads: D
Flan (MOF)

Creabed Date: 077 V2016 10: 1549

Weraken: 1

File: Waime: FDF Plaepl G renflines o EDR oo e

Doneren] Type: Haser (eeslopmment —
Teitim R Eig—— Schialnal b Tyl m Uplaad
Ergmrssirasy TIA Pl (MLF) Banpairad (FOE)
Cowrriomain: 0

Cresbed Daybe: 077 L3038 100071
Werreon:

Click to Hide list of Review Document..

# 8 MOP Manpd Master Development Plan | MIDF)

& J Master Development Plan (MDP)_v2_Technical Review - Engineering Streets_Master Development Plan (MODP)_v1_Techn
# 4 Habitat Compliance Form.pdl Habital Compliance Farma
& 0 Plan atoCed. WG Plan im AutoCad o
x - . .o - - e - PR i .
D you ward 16 cpen o1 tave MDP Plan, V2.pdl (5 30 ME] from acmtaging sanssl onis.go’ Dpen Seve v | Cascel

Bu




Electronic Document Review

3. The document opens with the revision request (#1 shown).

NOP Pan VIpd! - Adobe Acrobet P 2017
fle Edn View Waodew Help

Home Tools

B ® & 8 Q

MD?P Pan V2.0 "
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Electronic Document Review

4. Once the revisions are completed (#1 shown), save the new

document to your files or desktop.

MO P V2 pdt - Adcbe Acobet o L7
Fle 1d2 YVea Wedow Mep

Home Tools MO® Pas Vipd!
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Electronic Document Review

5. Click the upload button (shown).

. Welcome to the City of 5an Antonio
i CITIZEN ACCESS

3||_i wr SAN ANTONIO

sOfnd s LAND-MDP-18-00002 1

baster DestElopment Plan [MDP)
Record Status: Under Review

wpiration Date: OF f 10 303D

My Racord
i _J

Click to Hide list of Pending Actions..

Task Haifme File Infomatioamn Feview Stabis Comments Divwnload UWpload

File Kame: B0 Plarpof -

[T T e Dhsepd e -
Cinsty » SO b 8 ey et | ELH
Cowricach: 0

Creabed iDabe: 0T 05008 12:00:18
wWeruesn: o

File Fame: B0 Pl pof

= - TR TREnL
T L Tpe PREE.  adiuonsl information m Upbaad
Conanby - Tradic Pl (MF] Raspuired {ECR)
Dewrdeaein: D

Crrabted Date: OF/ 003028 118500
Weraen: J

Filr Bame: Bater Deeslop—ent Flan
MR w7 Tartrersd Pessess -

Creabed IDwie: 0T LS00 10356
Wersen:
l'-lrl'llnml"}?r{r,ﬂ' ..ﬂ.".'".'!:l'._i:r !:_-\. eaoi AT

Domameent Types Facss [evslonmant -
Tertewsl Revsa ——— Adral kol m Uplaad
r.iﬂ'_"'m_ o l:'::tl.‘-:l
Coeyrsogtn: 0

—raprsadarTe] LA
Cresbeid iDabe: O L2040 1027113
Werraon:




Electronic Document Review

\ 6. Click Select File (#1 shown).
&’ Y Welcome to the City of San Antonio

&\ CITIZEN ECCESS
NiP % SAN ANTONIO

Upload New File

Drop files here

Uploaded File:

Document Type: Master Development Plan (MDP)




Electronic Document Review

7. Select the updated file.

o — o - | Em 0w m A GF e 0w woamow am

- - , - - 5 = 7 f TIPS e [
et i) | . ¥ Computer » misc29 DNfscommon) (K2) ¢ A Build5A Folder » UAT Senpts » 1 Supporting Documents - Search 1 Supporting Documents 0O

Organize = Mew folder == « [ .ﬁ.

i Favorites
B Desktop
4 Downloads
& OneDrive

| Recent Places

b

s Libraries
3 Docurnents

J‘f Music

b=| Pictures

H Videos

1M Computer
&L, 0sDisk (C)

e g09204 Dcosatusersihome) (H:)
L misc29 (\Wfscommon) (K:)

KR Apple iPhone

'Ehﬂ Metwork

File name: MDP Plan

Mame

"L Engineer_Surveyor Certification
"L Engineers Letter

"L Exhibit of Area Being Vacated
*L Final MDP Plan

"L Final Plat

*L Final PUD Plan

=L GIS Map

*L Habitat Compliance Form

*L Legal Ad Posting

"L Letter of Authorization

" Letter of Intent - Copy

"L Letter of Intent

g Mailing List of Mames and Addresses

*L Mailing Motice Listing generated by GIS 5...

= MDP Plan
™ Metes and Bounds

"L Motice created and Mailed to property o...

™ Office of Historic Preservation LOC Plat
™ Ordinance Draft

L L WO | SR o |

Date modified
/272018 9:12 AM
5/30/2018 8:39 AM
4/2/2018 12:05 PM
6,/14,/2018 4:00 PP
6/5/2018 11:17 AM
6,/14,/2018 4:00 PP
5/30/2018 8:36 AM
11/15/2016 8:27 AM
5/30/2018 11:37 AM
6/1/2018 11:24 AM
7/5/2018 1:52 PM
7/5/2018 1:52 PM
1/8/2018 9:19 AM
5/25/2018 2:40 PM
6/14,/2018 4:00 PM
37772018 1:08 PM
5/25/2018 3:41 PM
6/5/2018 11:17 AM
372772018 10:12 AM

TWMATIREASD ARAT AKA

Type

Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Microsoft Word 9...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...

Adobe Acrobat D...

A Al M

518 KB
1072 KB
405 KB
5432 KB
787 KB
5432 KB
794 KB
671 KB
82 KB
374 KB
453 KB
453 KB
44 KB
256 KB
5432 KB
134 KB
662 KB
787 KB
28 KB

= ]

- |AllFiles (.9

Cancel

m




Electronic Document Review

8. Once the file is loaded, click Save.

CITIZEN ACCESS

Welcome to the City of San Antonio
@ for SAN ANTONIO

Upload New File

Drop files here

N * 5 ) v 5
. ; b

Uploaded File:

File is
MDP Plan.pdf uploaded.

Document Type: Master Development Plan (MDP)




Electronic Document Review

9. The file uploads. A window displays. Confirm message reads:
Save Successful (shown).
10.Click Close.

CITIZEN ACCESS
for SAN ANTONIO

Welcome to the City of San Antonio




Electronic Document Review

11.0nce the upload is successfully completed, the EDR request

S

line clears.

Welcome to the City of San Antonio

@ CITIZEN ACCESS
WP %r SAN ANTONIO

Record: LAND-MDP-18-000021

Master Development Plan (MDP)
Record Status: Under Review

Expiration Date: 07/10/2020

My Record

Click to Show List of Pending Actions..

Click to Show List of Review Document..

City of San Antonio (c) Copyright 2018




This concludes Citizen Access Online Tutor

Lesson 11

EDR=Electronic Document Review




