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Types of Notices

The City of San Antonio Development Services offers a variety of notifications to keep you, our
customers, informed throughout the Permitting process. Now we are offering a new e-mail
notification that allows you to track the arrival time of inspectors. The following guide
provides an overview of this new notification type as well as a review of existing notifications
types and how to subscribe or unsubscribe. In summary, you can receive e-mail notification
on any of the following permit activities:

Plan Reviews

Permit Issuance

Utility Released

Re-Inspections Fees Owed

Temporary/Final Certificate of Occupancy

Children Permits

Inspections Progress

Pending Inspector Arrivals (Track arrival time of your Inspector)

How to Register to Receive Notices: 3 Simple Steps

1.

Add yourself as a contact on the permit.

e To register to receive any of these notices, you must be listed as a Contact or
Contractor associated to the Permit with a valid email address.

e If you are unsure whether you are listed as a Contact or want to be added to the
Permit to receive one or more of the notices above you may reach the
Development and Business Service Center at 210-207-1111, option 0 to be added
as a contact.

Register on Dynamic Portal

e Once you have been added to the Permit as a contact, you must ensure that you
are registered in Dynamic Portal. Refer to Dynamic Portal for more information
regarding this site

Select your notification options

e Once you have the Dynamic Portal account you will need to log into the Customer
Alert System (CAS) and select the notification types you wish to receive. You will
automatically be defaulted to receive all types. If you want to receive all notice
types, no action is necessary. Refer to Managing Notices in the Customer
Alert System for more information regarding this site.
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Dynamic Portal

To create or verify that you have a Dynamic Portal account go to the DSD Website at
https://permits.sanantonio.gov/dpl/metroplex/sanantonio/permit

Once you have created a Dynamic Portal account, you will receive an Account Confirmation
email with a temporary password.

We recommend that you change your Dynamic Portal password. To do this, return to
Dynamic Portal and enter your username and the temporary password provided in your email
confirmation. Then navigate to MODIFY ACCOUNT and enter your temporary password with
your NEW PASSWORD and SAVE.

Once you have confirmed that you have a Dynamic Portal account, go to the Customer Alert
System (CAS) through the DSD Website (https://webapps.sanantonio.gov/DSD) and select the
Online Services / Customer Alert.

Managing Notices in the Customer Alert System

The types of notices are managed through the Customer Alert System (CAS) system which
allows you to start or stop email notifications for specific alert types.

e If you want to receive all notification types, you do not need to do anything in the
CAS System. Notifications will automatically be sent at the time of registration in
Dynamic Portal.

e If you want to stop a notification for any specific notification type, you will need to
log into the Customer Alert System and disable or deselect the type of notification
you no longer want to receive.

To access CAS go to the DSD Website (https://webapps.sanantonio.gov/DSD) and select the
Online Services / Customer Alert and enter your Dynamic Portal username and password.

ITY OF
AN ANTONIO

Customer Alert System

Enter DynamicPortal User Mame and Password to log on to Customer Alert System.

User Name
JoeSample

Password

For assistance regarding application issues,
please contact our Service Desk at
210.207.1111 Option 0

Page 4 of 12



https://permits.sanantonio.gov/dp1/metroplex/sanantonio/permit
https://webapps.sanantonio.gov/DSD
https://webapps.sanantonio.gov/DSD

This is the welcome screen to the Customer Alert System profile.

AN CITY OF

\‘:} SAN ANTONIO
Customer Alert System

List of Applicants

Welcome John Smith

Applicant Name

*. JOHN SMITH
+  SMITH COMPANY

All contacts associated with the Permit (Contact to the Contractor) will see themselves and a
link to each Contractor they are associated with. They will not see other Contacts associated
with the Contractors - only themselves and the Contractors they are associated with.

To access the Profile page, click on your Name to navigate to your Customer’s profile.

NOTE: If both the Contractor and the Contact have the same email address within the Permit,

then the both Customer profiles will need to be managed.

This is the Customer Alert Profile page.

CITY OF
) SAN ANTONIO

Customer Alert System

Profile Settings for:
JOE SAMPLE

¢ Back

Subscribe all

B Save

Clear all

Activate Type of Alert

” Plan Review

v Permit [ssuance

v Inspections

v utility Released

@ Re-Inspection Fees Owed

v Temporary/Final Certificate of Occupancy

| Enable Children Permits

@ Pending Inspector Arrivals
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How To Use And Understand This Screen:

[w
e ACTIVATE - This will enable or disable the option to generate the type of notice
from being sent. Checked will generate the notice and no check will cause the notice

to NOT be generated.

| Subscribe E"| - This will place a check ¥ for Notice types

) Sl - This will remove all checks " from the Notice types

‘ Back

another profile.

B Save

° - This will save any changes you have made to your profile and return you

- This will navigate you back to the Welcome Page so you can manage

to the Welcome Page.

L]

° - This will return you to the Welcome Page.

. 1O

- This will log you out and return you to the Customer Alert System Log In page.
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Customer Alert System (CAS) Messages:

When you make a change and press BACK or HOME
ask you to confirm your changes.

Confirm Changes x

Do you want to leave the page without
saving changes?

Save and continue

don't save and continue cancel

° | Save and continue |

Screen

| don't save and continue |

Welcome Screen

without saving first, CAS will

- This will save any changes you made and return you to the Welcome

- This will cancel any changes you made and return you to the

cancel . . . . .
° - This will close this message window and leave you on your profile page.

I
When you make a change and press Logout O without saving first, CAS will ask you to

confirm your changes.

Confirm Logoff x

Do you want to leave the page without |
saving changes?

Save and Exit Exit without saving

Cancel

Save and Exit
. | |

you to the CAS Login page.

° | Exit without saving |

return you to the CAS Login page.

- This will save any changes you made, log you out of CAS and return

- This will cancel any changes you made, log you out of CAS and

- This will close this message window and leave you on your profile page.
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Pending Inspection Arrival Notice Type lJ

By selecting the Pending Inspection Arrival notice type you will receive an email that will
provide you a single link to the Track My Service Web pages where you can view and track
the progress of your assigned inspector for all your scheduled inspections.

Subject: Track Your Inspector Arrival Time
Good morning,

This Tracking Service Link shows your place in the inspector’s queue for your
inspection(s) scheduled for today. To estimate the inspector’s arrival time and see their
current location, we recommend you revisit/refresh the tracking link throughout the
day.

Our goal is to complete 95% of all our inspections as scheduled. In the event, we are
unable to complete your inspection as scheduled; it will be automatically carried over to
the next day and treated as a priority inspection.

For questions, contact Development Services at 210-207-1111, Ext O, during our
business hours of 7:45 to 4:30, Monday-Friday.

Have a great day!

Unsubscribe Link

Within the email there will be a link (Track Service Link ) where you will be will provide access
to the following information:

1 Listofall your inspections that are scheduled for the current day
2 The assigned Inspector’s contact information for each inspection
Your Position in the queue

4 Current Inspectors assignment progress

Your inspector’s distance away from your inspection
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https://dsdinspectorqa.sanantonio.gov/customerTrackingSummary?token=a8dc6baf-46e9-451e-bc3b-6146e2c3e5c1
https://webapps.sanantonio.gov/sacas

Track My Service Main Page

When you click the Track Service Link within the email it will navigate you to the Main form
of Track My Service web (see below). The Track My Service Main form provides you with a list
of all your scheduled inspections for the current day, the Inspectors assigned to your
inspection(s) and your place in queue for that inspection.

CATY OF
SAN ANTONIO

mapecthony Semrerary |I Joxutd Sarpbe Ngech BULDFOUN B FODGEBROO, Actve
! U240 0000
. : : g4 . i N e N . 294 A

|| Toeof2 Jow Sampie FRRETINAL UF40 RABA DR TI0%Y Avve
! 0000

Understanding the Track Service Main Page

Date: Current Day
Date: 9/30/2015

Customer Contact Info: This is the email address of the Applicant
R or Contractor associated to the Permit who has requested
Pending Inspection Arrival notification.

Customer Email:
sample.email@hotmail.com

Inspections Summary
Inspections Summary
The Inspection Summary provides the user with a Fermits: 3
count of permits and associated inspections that are o

] ] Inspections: 5

scheduled for the day and their associated status
based on the assigned inspectors progress. Inspection Status:

3 Active

0 Completed

0 In Progress

0 Deferred
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Inspector Contact Information .
Inspector Contact Information

Sample Inspector The inspector Contact Information is a listing of all
L. 210-207-1111 the Inspector(s) assigned to the inspection(s) and the
phone number where they can be reached.

Test Inspector
. 210-207-1111

Joe Sample
. 210-207-1111

Inspection Table Summary

To the right of the Contact/Summary information is the listing of all your inspections that are
scheduled for the day. The sort order is by Inspector then by location. Each Inspection will
display the assigned inspector, your position in his/her assignment queue and the current
progress status of the inspection (Active (not started), In Process, Completed, and Deferred).

Dear customer,
Our recards shows that you have 5 inspections scheduled for today, the following table summarizes your inspections for today
You can click on the inspection number to view the details of each inspections

Permit # Queue Position Inspector Name Inspection Type Location Status
1046 2 out of 4 Sample Inspector BUILDFOUN 9411 W MILITARY DR Active
78251-0000
1055 3 out of 4 Sample Inspector BUILDFOUN 6845 RIDGEBROOCK Active
78250-0000
1062 2 out of 4 Test Inspector BUILDFOUN 9740 RABA DR 78251- Active
0000
1062 1 out of 2 Joe Sample FIREFINAL 9740 RABA DR 78251- Active
0000
1046 2outof 2 Joe Sample FIREFINAL 9411 W MILITARY DR Active

78251-0000

Upon clicking on the Permit # of any of the inspections links will navigate the user to the Track
My Service detail page (see below) which will provide more detail to assist you in estimating
the Inspectors arrival time to that inspection.
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Track My Service Detail Page

e =
e 1 3 i e Sl Rabeschc o i e

Understanding the Track Service Detail
At the top of the Track Service Detail shows the two Icons that will represent the location of

the inspector ¢ and the inspection location L within the Inspection Table list (see below).
As the inspector completes the other assignments, the miles from your location will change to
help you determine how far the inspector is from the location of your inspection.

'e' Inspector Location

ﬁ four stop

Inspector is 10.7 miles from your location

Inspection Information
Inspection Information

The inspection information provides you with the
Pemit # 1046 date the inspection is scheduled and the type of
inspection (See Appendix A) along with the
associated Permit number.

Inzpection Ty pe: BUILDFOUN

Scheduled for: ¥30/2015
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Inspector Contact Information

The inspector Contact Information provides the
& Sample Inspector name of the Inspector assigned to the specific
inspection and their contact information.

Inspector Contact Information

e 210-207-1111

EA Sample.Inspecion@sananionio. gov

The Inspection Table list allows you to view the other inspections also assigned to your
inspector. This allows you to track his/her current progress of inspections scheduled before
yours.

Your scheduled inspection will be noted by the House symbol /ﬁ\ The queue number
showing the sequence in which your inspection has been assigned can be seen in the Stop
column. The current location the Inspector is located will be noted by Q Once the Inspector
has completed an inspection the inspection status will change to “Completed” and the end
time will populated

Stop Permit # Inspection Type Location End Time Status

1 BH126108 INVE STIGAT 718 ABSOLON FARM 78228-0000 - Active

W 2 1046 BUILDFOUN 411 W MILITARY DR 78251-0000 - Active
3 1055 BUILDFOUM 6845 RIDGEBROOK 78250-0000 - Active

4 TRCANPYDM BUILDFIN 23003 CARDIGAMN CHASE 78258-0000 - Active
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