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Due to problems when uploading documents, 

the recommended browser is Internet Explorer.

Electronic Document Review (EDR)



2/2/2018

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).
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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).



Electronic Document Review

4. Click to select Attachments (shown).



Electronic Document Review

5. Click the EDR 

Information link 

(shown). 

Note: Citizen Access displays 

maximum file size allowed and 

the disallowed file types to 

upload.  

Allowable uploaded files must 

be in PDF format.  

The EDR Information link is for 

the sole purpose to respond to 

EDRs.



Electronic Document Review

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

8. Click heading (it is a link) 

to open Pending Actions 

(shown). Page displays 

the Task Name (#1 

shown) with a Review 

Status (#2 shown) 

requesting additional 

information. The 

customer downloads the 

markup information (#3 

shown).
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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. 



Electronic Document Review

2. Click the title of the 

task to view (#1 

shown) the history

only.  A second 

window opens (#2 

shown).



Electronic Document Review

3. Click Download  (#1 

shown) to access 

document for 

historical/comparison

viewing purposes only.

Note the information 

displayed (#2 shown): 

File Name, Version #, 

Document Type, 

Review Status, Created 

Date and Comments, if 

any.



Electronic Document Review

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

document (shown).

Download for History Review



Electronic Document Review

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



Electronic Document Review

6. Document displays. 
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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).



Electronic Document Review

2. Once the download

button is clicked, the 

open/save bar displays 

(#1 shown) to view 

the document.
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3. The document opens with the revision request (#1 shown).
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4. Once the revisions are completed (#1 shown), save the new 

document to your files or desktop.
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5. Click the upload button (shown).
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6. Click Select File (#1 shown).
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7. Select the updated file. 
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8. Once the file is loaded, click Save.



Electronic Document Review

9. The file uploads. A window displays. Confirm message reads: 

Save Successful (shown).  

10.Click Close.



Electronic Document Review

11.Once the upload is successfully completed, the EDR request 

line clears.
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This concludes  Citizen Access Online Tutor 

Lesson 11
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