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Transactional Record Emails

&
Build & SA



This module covers emails generated from the transactional

record and using the record’'s Communications Tab.

System generated workflow task emails are not covered In

this tutorial but rather are addressed in application-specific

training sessions.

Please see your BuildSA Change Agent or supervisor if you

have questions about system generated emails.




Emaills are part of the historical referencing of a

record and are not to be deleted.

A deleted email cannot be retrieved.
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Accessing Emaills
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< Record ID: ADDR-COD-17-000063

Custom Lists - Menu  ~ Mew v Delete Help
Inspections .
P Showing 1 of 1
Conditions
Receipt Confirmation for Certifica.. E-mail noreply@sananto... larryodis@sana. . 1272002017 15:49:37 Sent APPLICATION REC. ..
Conditions of Approval
Page of 1
Fee
dy ment RISy

Communications

1. Retrieve the Record.
2. From the Record’s navigation bar, click the

Communications Tab.




< Record ID: ADDR-COD-17-000063

Custom Lists - Menu  ~ Mew v Delete Help
Inspections .
P Showing 1 of 1
Conditions
Receipt Confirmation for Certifica.. E-mail noreply@sananto... larryodis@sana. . 1272002017 15:49:37 Sent APPLICATION REC. ..
Conditions of Approval
Page of 1
Fee
dy ment RISy

Communications

3. Click on the hyperlink title of the email you

wish to view.




¢ Record ID: ADDR-COD-17-000063

Forward Cancel Help
Communication Detail

elate e Importance
Related Entities Normal
From

nantonio.gov [noreph

anantonio.gov

firmation for Certific ate of Determination - ADDR-COD-17-000063

an Antonio has rec your application for Certificate of Determination - ADDR-COD-17-000063.

For your convenience, you may track the prog if your applicafion on-line at Customer Portal.
Thank you for your business.
Sincerely,

Development Services Depariment

FPartnering with our community to build and maintain a safer San Antonio.

Flease take a moment and tell us how we are doing by taking our survey.

Comments

CATION RECENED




Forwarding Emails
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< LAND-PLAT-1 Emails are never to be

- Menu ~  New ~ e Help deleted. A deleted email can
Record not be retrieved.

Showing 1-5 of 6

Summary
Workflow i R _ _
|:| Land Entitlements Admin Support Le.. E-mail noreply@sananto. . caryn.moore@san... 03/28/2018 08:37-50 Sent LOC NOTIFICATION

Workflow History [[] | Land Entitlements Admin Support Le. .. E-mail noreply@sananto... carynmoore@san... 03/28/2018 08:37:50 Sent LOC NOTIFICATION
Documents [] | Habitat Compliance Form for Major E-mail noreply@sananto Caryn.moore@san 03/09/2017 13:43:43 Sent AABITAT

Lo LA p dl -5 L Whdl ' up ¥idfos ¥ ol l. .. Sl PR I W C':Il\"lpl_l-‘ﬁ.N':E

e S . = _ . PN TR (A - HABITAT
Address [] | Habitat Compliance Form for Major ... E-mail noreply@sananto... caryn.moore@san... 03/09/2017 13:43:43 Sent COMPLIANCE
Farcel [] | Receipt Confirmation for Major Pla... E-mail noreply@sananto... Caryn.mooreg@san... 01/04/2017 08:15:31 Sent APPLICATION REC..
GIS Page 1 of 2 B
Contacts

Payment History

Communications

1. Click on the hyperlink title of the email you want to

forward.




¢ Record ID: ADDR-COD-17-000063

Communication Detail il - o 2l From the Communication

Detail page, click the

noreply@sanantonio.gov [noreply@sanantonio.gov]

Forward button.

3. The email template form

Receipt Confirmation for Certificate of Determination - ADDR-COD-17-000063
Attachmenti{z)

displays. Complete fields as

< Record ID: ADDR-COD-17-000063

|
Send Reset | Aftach  Cancel a I IC a b I e
Communication Detail pp |
om *

4. Click the hand icon to
display the Record ID #, the
Contact, Owner, Professional

QRITIIEY BES G0 SEN0OD B and Public User email

-onfirms that the City of San Antenio has received your application for Certificate of Determination -
17-000063.

ADDR-C
For your convenience, you may frack the prograss of your application on-line at Customer Portal. = f L = L h
hank you for your business. I n orma Ion aSSOCIa e WI
Si ¥,
I ant Qamdicnr Pianarkmant
the Record.




< Record ID: ADDR-COD-17-000063

Send Reset Attach Cancel Help
Communication Detail

From *
noreply@sanantonio.gov v

Importance
Mormal v
nated Send Date ; :
m Click on the hand icon
to open Transactional
Time Record email
by v addresses.
To
£ Click email address to
Ce ~ select.
ES —
Bee —
.,
B: _ =}~ Record x
Title -} ADDR-COD-17-000063
Receipt Confirmation for Certific ate of Determination - ADDR-COD-17-000063 - Contact
~_ Larry Odi
Attachment(s) o IS_ )
larry_ odisi@sanantonio. gov
Content * o ¥ Larry odis
Arial v i@gpy v B Z U EES Ci-EE Tl —e@dOo | @[] 5 Owner
Greetings, %+ Professional

+}- PublicUs
[This email confirms that the City of San Antonio has received your application for Ceriificate of Determination - HRlE e
IADDR-COD-17-000083.

For your convenience, you may frack the progress of your application on-line at Customer Portal

[Thank you for your business.

Sincerely,

Mncnlamomant Cancicns Dianarboaont

check apaliing

Comments

check apalling

5. Type emall address or select an email address by using the
hand icon.
6. Click Send.
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Add an Attachment

to an Email you Want to Forward

* Use Internet Explorer when attaching files to an email you want to forward.



< Record ID: ADDR-COD-17-000063

Fs

Custom Lists Menu  ~ Mew v Delete Help

Inspections .

P Showing 1 of 1
Conditions

Receipt Confirmation for Certifica.. E-mail noreply@sananto... larryodis@sana. . 1272002017 15:49:37 Sent APPLICATION REC. ..
Conditions of Approval
Page of 1
Fee
dy ment RISy

Communications

1. Click on the hyperlink title of the email you wish to

forward.




Record ID: ADDR-AVAA-17-000011

Forward Cancel Help
Communication Detail

Importance

Mormal
From

Related Entities

noreply@sanantonio.gov [noreply@sanantonio.gov]

Title

Address Change for Address Verification and AssignmentfAssignment of a Me
Attachment(s)

Content

Greetings,

An addressing issue has been brought to our attention; the
The address(es) of:

Eveni
MOTIFICATION OF ADDRESS CHANGE
Status

Sent

2. The Communication Detail page displays. Click Forward.




Record ID: ADDR-AVAA-17-000011

Send Reset Attach Cancel Help
Communication Detail

From *
noreply@sanantonio.gov ¥

mportance
Mormal ¥

Designated Send Date

03/01/2018 @

r oo r

i
Angela Simmons [angela.simmons@sanantonio.gov]; =
Cc

EX
Bec
angela simmonsi@sanantonio.gov [angela. simmons@sanantonio.gov]; B
Title

Address Change for Address Verification and Assignment/Assignment of a New Add

Attachment(s)

Content *

Al v 1gpy v BZU|EES(EEEE hAal—=pgdo @G
Greetings,

An addressing issue has been brought to our attention; therefore, the following address(es) have been
corrected or changed.

The address(es) of:

Primary Address null null null null null -

check spelling
Comments

Please see attachments.

check spelling

3. The body of the email message displays. Click Attach.



Note: BuildSA
s slow=d S 20ME T T8 tells user the

size file
allowed.

4. The File Upload page displays. Click Select File.




Organize v Ne
Favorites Pictures library
E DeSkIOD Samnple Picturec

3 Downloads
& OneDrive

) LT PUSK — - T B
<» Recent Places . ollalie ) 77 R » -
: 7 ?.'qlg ﬁ\’u‘ ¥ -
| Libraries - — < <

Documents AutumnColorJap  Chrysanthemum Desert Hydrangeas Jellyfish Koala Lighthouse

4. Music on

., Pictures - “ !

& Computer Penguins
& OSDisk (C))
& pr16000 (\f2\use

& misc29 (\fscomn

-

File name:

5. The Windows Explorer window displays. Select file(s) to attach.
6. Click Open. Note: More than one file may be selected and

uploaded.
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Select File

— 3 ¢ gl S — — J
slar T o . . - 3 4 o - R
| » ’ » ’ | o - r - 1 - ) /

. R

w

File(s): 1

Continue Cancel

7. Click Continue.

Clear List

BuildSA displays
Finished green
check mark
when file is
uploaded.

Also displays a
percentage
upload.

606.34 KB (HINEG_EE— 100% |




< Record ID: LAND-RD-16-000016

Communication Detail

Send Reset Afttach Cancel Help

From *

noreply@sanantonic.gov| v

Importance
Normalﬂ

Designated Send Date

[
Time
oo ﬂ ;|00 ﬂ
To
patricia.rozaz@=zanantonio.gov B

AL

Bc Attachments display

E here.
Title

Military Motification -Receipt Confirmation for Rightz Determination - LAND-RD-16-0( -

Attachment(s)
001_RecordApplicationRecordTemplate_1_201610138_0243208_ pdf{77 44 KB) |¥| DED_BuildSALogo jpg(11.48 KB) | ¥
Content *

Arial MiiEm v BruiEsSicsEEiawl e wo ol

| leaze An application has been received for Rights Determination - LAND-ED-16-000016. Please

Pmtact the assigned case manager, null null if vou have any questions. ~
Thank vou for vour busingss.

lS incerely,

lDerelupment Services Department -
Partnering with our community to build and maintain a safer San Antonio.

chack spalling

Comments
This is a test

chack spalling

8. Uploaded file(s) are attached to email.
9. Click Send.

- ¢

fd SA



< Record |D: LAND-RD-16-000016

A Menu New ~ Delete Help
Record
Message created successfully.
Summary .~
g Showing 1-3 of 3

Workflow []

|:| Additional Material Requirements E-mail noreply@=ananto pafricia.rosas@... 03012018 131303
Workflow History

|:| Receipt Confirmation for Rights De. .. E-mail noreply@=ananto Michael Fiemos... 10M82016 05:43:27
Documents

|:| Military Motification -Receipt Con... E-rmail noreply@=ananto rfoggo@accela.c.. 10M82016 08:43:27
Address

Fage 1 of 1
Parcel

Payment History

Communications

10.The forwarded email displays on the transactional Record’s

Communications tab.




< Record ID: LAND-RD-16-000016

Forward Cancel Help
Communication Detail

Importance

Related Entities

Mormal
From

noreply@sanantonio.gov [noreply@sanantonio.gov]
Sent

02/01/2018 13:21:47
To

patricia.rosas@sanantonio.gow
-
G

B

Title
Additional Material Requirements Attachment

Atftachment(s) hYpE rlink
BuildSA Poster_FIMAL jpg(7.87 MB)

ontent

This is a test email.
Comments

Additional information required. This is a test email.
Event

Status
Sent

11.Communication Detail of the forwarded email. Note the

hyperlink for the attachments sent.




New Email
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Record ID: ADDR-COD-18-000126

Custom Lists - Menu New ~ Delete Help
|
Inspections _
Showing1of1 | gqs
Conditions ! r i

- eply@s: - cia. Si@.... 02/28/2018 00:00:00
E-mail noreply@sananto patricia.rosasi@ 02282018 00000

Conditions of Approval

Page |1 of 1
Fee

| Communications

1. From the Record’s Communications page, click the New
drop-down menu arrow.

2. Select E-mail.




Record ID: ADDR-COD-18-000126

Send Reset Aftach Cancel
Start with the From
required field drop-
down menu arrow
(#1 shown) and
complete all other
fields.

Communication Detail

v 1(gpt) v B I s EE I TE —eeQOo @]

3. Complete fields, as applicable.
4. Click Send.




Congratulations!

‘ This concludes Module Ten

Transactional Record Emails




1.

&),

4,

D.
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TEST YOUR RECALL
Deleted transactional record emails are retrievable. ~ True __ False
A transactional record email may be forwarded. __ True ___ False
Several files may be uploaded and attached to an email being forwarded.
___True __ False
Accessing emails is done from the tab of the Record's Navigation bar.
Creating emails is done from the tab of the Record's Navigation bar.

Answers on the next slide...



If you answered:

1. False
2. True
3. True
4. Communications

5. Communications

You are correct!

Time to begin the next
module...




L
Build © SA

Organization Change Management Team
Contact Information

BuildSAOCMTeam@Sanantonio.gov
Patricia Cavazos, Sr. Special Projects Manager
Office: 210-207-0547

Caryn Moore, Sr. Special Projects Manager
Office: 210-207-0027

Patricia Rosas, Training Lead and Curriculum
Developer

Office: 210-207-0233
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