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Objectives
1. Record types and Workflow
2. Application for a Minor Structure Permit (including ATM)

3. Uploading Documents – Construction Plans/ Other
4. Payment of Fees (two different sets & times)
5. Electrical permits - separate fees / inspections
6. Scheduling Inspections – Who can schedule what/when

7. Adding the General Contractor to Permits
8. Obtaining the Letter of Completion

Resources
• Upload documents: https://docsonline.sanantonio.gov/DSDUploads/DocUploadGuide.pdf
• Paying fees: https://docsonline.sanantonio.gov/DSDUploads/PayingFeesonaRecord.pdf
• Schedule inspections on-line : https://www.youtube.com/watch?v=WMlv621MUGE
• How to add General Contractor to permit (amendment record):  

https://docsonline.sanantonio.gov/DSDUploads/ACAAddingGCandLPtoRecord.pdf

https://docsonline.sanantonio.gov/DSDUploads/DocUploadGuide.pdf
https://docsonline.sanantonio.gov/DSDUploads/PayingFeesonaRecord.pdf
https://youtu.be/WMlv621MUGE
https://docsonline.sanantonio.gov/DSDUploads/ACAAddingGCandLPtoRecord.pdf


Records
Application

For any Commercial application
Record COM-PRJ-APP(year)-398(5 numbers)

Permits
One or more permits issued from an Application
Record COM-Varied-PMT(year)- 8 Numbers

for an ATM: COM-ITM-PMT(year)- 40800XXX



Workflow
1. Application record created 
2. Upload electronic files, construction plans and forms
3. Completeness Review to review application and documents
4. Invoice Plan Review Fees e-mailed
5. Payment of Plan Review fees
6. Technical Reviews start and Finished
7. Permit Records are created - Fees created and Invoices e-mailed
 All Inspections created and Pending Issuance
 Payment of Building Permit fees
 Approved plans become available to download

8. Inspections – possible re-inspection fees
9. Letter of Completion with all Inspections Complete



Definitions
Combination Permit (most commercial)

All inspections and fees are located on the building permit. There aren’t any standalone 
trade permits for fees/inspections. For most Commercial, the MEP contacts, inspections 
and fees are added onto the building permit.

Minor Structures (ATM) are not Combination Permits
Only Building/Fire/Traffic/Tree inspections and fees are added to the issued Building Permit.
All MEP Contractors (typically only electrical for ATMS) pull their own permits, pay their own 
fees and schedule inspections on their own permits.



Definitions
Contacts

All people on the Contacts screen can see and work with the application and later permits. 
Applicants, Owners, General Contractors, Delegates are common types of Contacts.
Applicant and Owner is required during the application
Authorized Agents – Credit Human staff if Contractor is the applicant
Contractors: added on the application, or issued permit using the Amendment Record

Fee Calculations
Plan Review and Building Permit fees are based on Valuation of each Permit to be issued. 
Plan Review fees are paid on the application prior to technical reviews
Building Permit fees are paid on the application or the permit after technical reviews.

Inspections
Inspections - Permit record and created in the “Pending Issuance” status until fees are paid
Once building permit fees are paid, inspections are “Pending” - to be scheduled



The Application Process



Log in to ACA account



Log in to ACA account



Starting the Application

A license is not required to apply for a commercial application. 
If you do not have a registered Licensed Professional connected 
to your account, this screen does not come up.



Starting the Commercial Application



Starting the Application - Address
You can search for an 
Address or a Parcel.

For address less is better. 
Address is found only if in 
the City GIS database.

Type only part of the street 
name. Try search by Street 
number only.

All City parcels are in GIS.  
You can find Parcel in the 
City One Stop Map and skip 
Address. 



Starting the Application - Address



Starting the Application - Contacts
The Owner is Required

(Company Name/Business 
Owner)

Set yourself as the Owner or 
continue to next screen to 
add another person or 
company.

Any contacts you add here will 
be copied over to the permit(s).

Use Escrow Owner if you will 
pay with your Escrow Account.



Starting the Application - Contacts



Starting the Application – Contacts Look Up

Unless you add yourself as the Owner, you will get an 
error message. First use the Look Up function for the Owner 
contact; either an individual or a company.



Starting the Application – Contacts Look Up



Starting the Application – Contacts Look Up

11/19/2021

Using Look-Up, once you have found the Owner (if in the 
system as a Contact) then you must also add the address that 
is in the system and indicate Company Name/Business Owner.



Starting the Application – Add New Contact

If you need to Add New, you need to fill out all the contact 
information including mailing address.  Ensure to indicate Company 
Name/Business Owner as the Type.



Starting the Application – Contacts



Starting the Application – Describe Permits
These next screens are the most critical to understand – What are 
you applying for?



Starting the Application – Describe Permits



Starting the Application – Describe Permits



Includes Type A1 through A4

Type A3 will create a separate review, and if sent for a Vested Rights review, will 
include a fee.  Indicating A3 causes more questions to answer concerning the 
Vested Rights Determination number on file.

Indicate if there are previous tree permits or variances to help tree reviewer.

Application – Tree Information



Informational
The Increase and Decrease in Impervious Cover is required by FEMA for 
all property in the City Limits.

Application – Drainage Information



Drive-up Ice Machine/Teller Machines etc.: is a catch all for miscellaneous 
types of small construction, including foundations for equipment.
This includes ATMs whether drive-up.
There is a request to reword this to be more general. The phrasing may be 
changed in the future, but this checkbox is always what should be checked.



The Final Three Application screens

1. City Fee Waiver screen (Probably No).
2. Two Acknowledgement Buttons to check
3. Review screen to edit any information if incorrect,  

check the certification at bottom and…
Submit using the Continue Application button.

Finishing the Application



Successful Submittal



The Plan Room – Documents
Construction plans consisting of one or more pdfs to 
cover:

 Site Plan
 ATM foundation and other Civil details
 Electrical plan
 Tree Aerial Photo

Possibly (Site dependent)
 Tree Preservation plan
 Tree Affidavit



The Plan Room – Uploading Plans



The Plan Room – Uploading Plans

1. Upload pdfs – choose the type of pdf
2. A few types such as tree aerial photos do not have to be PDF
3. Do not combine pdfs of construction drawings with other items like 

specifications, forms or reports.



The Plan Room – Uploading Plans

1. Upload and Validate checks for corrupt or password protected files.



The Plan Room – Uploading Plans



The Plan Room – Uploading Plans



The Plan Room – Uploading Plans



The Plan Room – Uploading Plans



The Plan Room – Uploading Plans

Next Steps
1. City reviews for Completeness of Application and uploaded files
2. An E-mail arrives with invoices for Plan Review fees to pay
3. Once paid, the City starts review – all Minor Structures are 3-day first review
4. Approval of all technical reviews creates the Permit record with building 

permit fees to pay to issue the permit (separate record)



Workflow
1. Application record created 
2. Upload electronic files, construction plans and forms
3. Completeness Review to review application & documents
4. Invoice Plan Review Fees e-mailed
5. Payment of Plan Review fees
6. Technical Reviews start and finish
7. Permit Records are created - Fees created and Invoices e-mailed
 All Inspections created and Pending Issuance
 Payment of Building Permit fees
 Approved plans become available to download

8. Inspections – possible re-inspection fees
9. Letter of Completion with all Inspections Complete



Commercial Shopping Cart – Payment

• Pay the Plan Review and later Building permit Base Fee 
to issue the permit using the Shopping Cart.

• Located under the blue link in ACA on the main page 
(shown below), or under the Payment tab of the record 
once opened.

Screenshots on follow ing sl ides



Commercial Shopping Cart – Payment

Click on the Blue hyperlink (Record Number) or
Click on the Blee Pay Fees Due hyperlink



Open the record to pay fees:
• Paying on the Application pays all 

the fees on all permits.
• Paying on each Permit allows some 

to be issued and others not to be 
issued – (Apartments often issue over 
time).

Select the View 
Fees Details once 
the list of 
invoices 
populates.

This will bring up 
the Shopping 
Cart.



Payment of Fees

2. Click Continue 
Applicat ion to pay

1. Choose the application 
record and click Pay Fees 
Due







Technical Reviews



Plan Review Issues

• You may receive an e-mail stating there is an issue
from a Plan Reviewer:
 Needing a revised sheet/detail, or a new document
 May just be a question to be answered

• Issues can be found in the Plan Room under Issues



Plan Review Issues



Plan Review Issues



Plan Review Issues

Use the Resume action link to upload new files or documents



Workflow
1. Application record created 
2. Upload electronic files, construction plans and forms
3. Completeness Review to review application and documents
4. Invoice Plan Review Fees e-mailed
5. Payment of Plan Review fees
6. Technical Reviews are finished
7. Permit Records are created - Fees created and Invoices e-mailed

All Inspections created and Pending Issuance
Payment of Building Permit fees
Approved plans become available to download

8. Inspections – possible re-inspection fees
9. Letter of Completion with all Inspections Complete



The Permit Record

Once Reviews are approved

1. Pay Building Permit fees on the application or permit
2. Download the approved City stamped plans under the 

application record (not in the permit record)
(the general contractor has access also)



The Approved Plans

Approved P lans are required to be printed and have 
available in the field for inspections.



Adding the General Contractors
The Amendment Record

• Add and Remove can be used to add or remove additional 
contacts on the records beyond the Applicant and Owner

• If the General Contractor is not the applicant, they will be added 
as a Contact to the application and/or permits.

• If the general contractor is known early on, they can be added to the 
application up front.  They will be automatically added to the permit 
record once it is created; otherwise, they will need to be added to 
the permit record.





• Select the type Add/Remove Contact 
(#1).

• Describe what you are intending 
(#2).

• The next screen will be the address 
(pre-populated) and you may skip it.



If the Applicant is not the General Contractor, the GC is added as 
a Contact on this Screen.



Amendments – Add/Remove Final Screens

• After adding (or removing and replacing), the rest of the screens 
can be skipped.

 Screen where you can add documents (not needed but available).

 A Final Review screen where you can review all information and edit if 
necessary.

• The Final Review screen has a certification statement to 
Check at the bottom.

• Finally, you are finished and provided with an Amendment record 
number (next slide and the Amendment record is a record in your 
list.



Completion of the Amendment will 
result in a record number (#1).

The actual Record is found under the 
Home tab, My Records then under 
Amendments (#2).

For Add and Remove of LP, the result Status is
Completed.  There is no City Review



Inspections



Inspections
Building and Fire (possibly Traffic / Tree)

Can be scheduled by any Contact.  Generally, the General Contractor logs into 
their own portal account (once added on the permit) and schedules their 
inspections

Electrical Permits
An electrical contractor applies for their separate electrical permits; pays and 
obtains inspections by logging into their own ACA portal accounts.

Any new electrical meter and release to CPS happen under the electrical 
permits. (not covered under the ATM building permit we are discussing in this 
session)



Inspections



Inspections



Inspections



Inspections



Letter of Completion

• Letters of Completion are provided by e-mail (as an 
attachment)

• All Inspections must be passed or waived

• All fees must be paid



Recap Today’s Session

Purpose
Review general process of commercial application

Questions about specific projects, please email
dsdbuildsasupport@sanantonio.gov
buildsaocmteam@sanantonio.gov
Please provide record id# and details. 

mailto:dsdbuildsasupport@sanantonio.gov
mailto:buildsaocmteam@sanantonio.gov
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