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Cloning Single Records

To create a new record that has the same owner, contact or licensed

professional information as an existing record, use the cloning feature.
When you clone a record, a duplicate of the original record is being created
but with a new record ID number. The source record is the parent record,

and the new cloned record is the child.

Please see your BuildSA Change Agent or Supervisor with any questions

about the Cloning Single Records process.
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1. Retrieve the record.
2. Click the Record ID hyperlink to access the

record.

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

Y

Custom Lists Menu v List View Clone 5ql Clone Mult Update Related Records Search Look Up Create a Set Delete Help

Inspections
| = i ADDR-COD-12-000126; [LandDevelopment, Addressing, Certificate of Defermination,MA] ;Under Review;MCFL Project 55; 902 HAY 5 5T City of San Antonio, TX 73202
\ Conditions

I Related Records I

3. From the Record’s navigation bar, click on the Related Records
tab.
4. Click on Clone Sgl.

NOTE: DSD is not using the Clone Multiple (Cline Mult) feature at

this time.

Menu List View Clone Sql ult Update Related Records Search Look Up Create a Set Delete Help ‘




'@' Create one Record for all Parcels ':;:' Create one Record for each Parcel Click the radio button to the
left of Create one Record for

" Select a record type all Parcels.

! Search Record Type Select Module

Q All Modules v

~~ AMENDMENTS ONLY
Land Development - Add/Remove Contact

Land Development - Withdrawal or Refund Request 9
. LAND DEVELOPMENT

~—
Address Verification and Assignment

Certificate of Determination Select a record type from
the AMENDMENTS ONLY
categories or the LAND

Soard of Adjustment DEVELOPMENT categories.
Bond Application

Street Name Change

Consent Agreement

Master Development Plan (MDF)

Planned Unit Development (PUD)

Amend Plat

Building Setback Line Replat

Major Plat

Minor Plat

Out of Sequence Recordation

Plat Deferral

Plat Recordation Time Extension

Rescind a Plat

Site Improvement Time Extension

Vacate a Plat

Preliminary Plan Review - Land Development
Rights Determination

Traffic Impact Analysis

Change of Zoning

Nonconforming Use/Development Preservation Rights Application
Plan Amendment

Zaoning Verification

Cancel Help

5. The Record Picker form displays. Click to select the record

type for the child record.




Continue Reset Cancel Help

Record Type - Specific Information

Fee ltems (Select)

Workflow Status

Inspection [Select)

Custom Fields (Select)

Additional Info

Waluation Calc

Workflow Task Specific Information

Status or New Status: | —select-

Status History

General Record Information

Record Details (Set Application Description)

¥ Parcel

¥ Owner

¥| Address

Assets

Licensed Professionals (Select)

Contact (Select)

Document

Preserve Dates

Record Conditions (Select)

Inspection Conditions (Select)

Conditions of Approval (Select)

Education

Continuing Education

Examination

Record Comments

Activities

6. The Data Element selection form displays. Check the box to the

left of fields you want copied over to the child record. Select

Parcel, Owner and Address fields.

7. Click Continue.



Continue Reset Cancel Help

Record Type - Specific Information General Record Information

Fee ltems (Select) Record Details (Set Application Description) Record Conditions (Select)

Workflow Status

Inspection [Select)

Custom Fields (Select)

Additional Info

YValuation Calc

Workflow Task Specific Information

Status or Mew Status: --Sslect--

Status History

Parce|

Owner

Address

Aszets

Licensed Professionals (Select)

Contact (Select)

Document

Preserve Dates

Inspection Conditions (Select)

Conditions of Approval (Select)

Education

Continuing Education

Examination

Record Comments

Activities

Note: Blue text hyperlinks display additional field options
to copy.
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Note the systematically relates it

fields
g selected to the parent record.
Search Delete Set Primary GIS EGPIEI‘J to the
new record.

Cwmer  (This sechion is nof eguied )




GIS

A Menu  ~ List View Clone Sgl Clone Mult Update Related Records Search Look Up Craate a Set Delete Help
Contacts
LAND-BSL-18-000027 record(s) added successfully. ~ BuildSA QEHEFEtEE a message displaying
Custom Fields = the new Record ID # and stating it was
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Congratulations!

This concludes Module Eleven

Cloning Single Records
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TEST YOUR RECALL

1. When you clone a single record, you are creating a of the

original record.

2. The source record of the cloned record is the parent record.
True False

3. The cloned record is systematically given a new record ID number.
True False.

Answers on the next slide...



If you answered:

1. Duplicate
2. True

3. Sibling
4. True

You are correct!

Time to begin the next

module...
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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



mailto:BuildSAOCMTeam@Sanantonio.gov

