
 
 

       
   

 
    

 
        

  

 

      
 

 

* CITY OF 

SAN ANTONIO 
-TEXAS-

* 

• PUBLICWORKS 

PUBLIC WORKS 

Logged in as: Michelle Goldey Col lections (0) Account Management Logout 

I search ... 

Dashboard My Records My Account Advanced Search ,.. 

Hello, Michelle Goldey 

Home i@riVMI Licenses 

Create an Application Search Applications Schedule an I 

Online Application 

Welcome to Agency's Online Perm itting System . Using th is system you can 

subm it and update information , pay fees, sched ule inspect ions, t rack t he 

status of your appli ca t ion, and print you r f inal record all from the convenience 

of your home or office, 24 hours a day. 

Please "Allow Pop-ups from T his Site" before proceeding. You must 

accept t he General Disclaim er below before beginning your ap plicat ion . 

General Discla imer 
While t he Agency attem pt s to keep its Web inform ation accurate and ti mely, 

t he Agency neither warrants nor makes represen t ations as t o the 

functi onality or condit ion of th is Web site, its su itabi li t y fo r use, freed om 

fro m inter rupt ions or from com puter v irus, or non - infringement of 

pro pr ietary r ights. Web mater ials have been com piled fro m a variety of 

sources and are subj ect t o change w ithout not ice from t he Agency as a 

resu lt of updates and corrections. 

~ I have read and accepted the above terms. 

Continue Application» 

I 

• I 

PWD – Civic Platform Permit Application Process 
Lane/Sidewalk Closure Permit 

1. Go to https://aca-prod.accela.com/COSA/default.aspx and login using the login 
information you set up. 

2. You will be taken to the Home Page.   To apply for a permit, click on the Public Works 
tab across the top. 

3. After the Public Works tab populates click on Create an Application, click the box and 
Continue Application. 

https://aca-prod.accela.com/COSA/default.aspx


 
 

     
      

 
 

 
 

    
      

    
 

 

  

* CITY OF 

SAN ANTONIO 
-TEXAS-

* 

Create t h is a p1plkation as 
@ Myself 

O Another person * I Misty Viii i erra"' I 

Select a Ucense 

PUBLIC WORKS 

Select a license for this applic-ation from the list below. 

* Lice nses : 

I N cme Appl icable 

Continue Application » 

Select a Record Type 

Choose one of the following available record types. For assistance or t o apply fo r a record type not listed below please 

contact us. 

'---------- T 11;;;;1 
Right of Way Perm its 

0 Block Party 

0 Complex Excavation Permit 
0 Emergency Excavation Permit 
0 Expedited Simple Excavation Permit 
0 Lane and Sidewalk Closure Permit 

0 Parking Restriction 
0 Simple Excavation Permit 

Continue Application » 

4. On the next screen you will choose the appropriate Myself or Another person, and then 
select None Applicable from the drop down under Licenses.  Then click Continue 
Application. 

5. Click the triangle to expand the drop down list and choose Lane and Sidewalk Closure 
Permit and click Continue Application. Note:  This permit type is not for utility work. 
You must request one of the excavation permits for utility work. 



 
 

     
     

      
 

     
      

       
   

 
  

 
      

  

 

* CITY OF 

SAN ANTONIO PUBLIC WORKS 
-TEXAS-

* 

Step 1 : Project Information> Project Details 
* indicates a required field. 

Detail Information 

* A licat ion Name : 

Company Name - 123 AB Street 

Genera l Descri t ion: 

I nternal WO/ Job number 

* Deta iled Description: 

j 
spell check 

Save and resume later Continue Application » 

Step 2: Location Information> Location Details 
To locate underground utility lines before you dig, ca ll 811 or (800) 344-8377. 811 is used locating electric and 
natura l gas lines, as well as cab le and phone lines. More info can be found here. 

SAWS will only locate sewer/water mains in the st reet/al ley (City ROW) or up to the resident's property line . Al l 
commun ications must be made by emailing: locates@saws.org. 
SAWS wi ll not take any locate requests by phone. 

SAWS cannot locate sewer lines on private property. To locate lines on private property, please con tact a plumber. 

* indicates a required field. 

Address 

* St reet No.: Direction: * Street Name: 

1 190 1 I I --Select-- ...- 1 ~I A_la_m_o ______ ~ 
Street Type: 

I --Se lect--

Street Suffix: 

I --Select--

IMilill 
Save and resume later Continue Application » 

6. Enter the following information: 
Application Name:  Company name – Address of Closure 
General Description: Not required, but can be used to keep track of your internal work 
order numbers. 
Detailed Description: Enter the following text – insert the information in bold: 
Point of Contact: Name and Phone number. Permit to temporarily close down the lanes 
and sidewalk at address of closure for reason for closure (i.e. development project; 
pouring of sidewalk or driveway etc). 

Click Continue Application. 

7. Location Information:  Enter address and click Search to populate the required parcel 
number.  Click Continue Application. 



 
 

    
    

       
 

 
 

      
  

 

 
    

 

 
 

   
 

* CITY OF 

SAN ANTONIO 
-TEXAS-

* 

PUBLIC WORKS 

Step 3: Contact Information> Contact Details 

Applicant 

To add new contacts, dick the Select from Account or Add New button. To edit a contact, d ick the Edit linK 

Select from Account EMU/hi 

Select Contact from Account 
Select a contact to attach to t his applicat ion. 
I f the contact has mult ip!le addresses, you ca n select which to use in t he next step. 

Showing 1-2 of 2 

Category Type Name 

@ 
Associated 
Contact 

Organization Michelle Goldey 

* indicates a required field. 

0 
Associated 
Li cense 

RoW Cont ractor GOLDFISH CONSTRUCTION Michelle Goldey RoW Contractor LIC-ROW-23-00003 

Fdii :HM Discard Changes 

Select Contact from Account 
Michelle Goldey 
Applicant 

Select contact add resses for t his contact to attach to the record. 

Showing 1-2 of 2 

D Address Type Recipient Address 

~ Business 111 Soledad 

D Business 1901 S Alamo 

FM@ :HM Discard Changes 

8. Contact Information:  You will need to specify and Applicant and a Site Contact for the 
permit.  You can choose Select from Account to choose someone (yourself included) 
from the company account or Add New if you need to add someone else who does not 
have an account on the system.  

Click Select from Account.  A pop-up window will appear. Make sure you choose 
Associated Contact and not the license.  Click Continue. 

A pop-up window will appear.  Click the business address and click Continue. 

Repeat these steps for the Site Contact and click Continue Application. 



 
 

    
 

 

   

       
    

  

  

* CITY OF 

SAN ANTONIO 
-TEXAS-

* 

PUBLIC WORKS 

Step 4 :Applicati,on Information > Application Detail s 
* indicates a required field . 

Cust om Fields 

APPLICATION INFORMATIOIN 

* Work Start Date : * Work End Da l:e : 

l~M_Mf_□D_/YYYY __ ~lliiil ~I .,_w□_o/YYYY __ ~l liiil 
Total Estimat ed Days: * Length: 

I I Linear Ft 

* Wiidth : 

Linea,r Ft 

Save and resume lat er Continue Application » 

Step 5: Supporting Documentation> Documentation 
* indicates a required field. 

Attachment 

The maximum f ile size all lowed is 100 MB. 
ade;adp;bat;chm;cmd;com;cpl;exe;hta;htm;html;ins;isp;jar;js;jse;lib;lnk;mde;mht;mhtml;msc;msp;mst;php;pif;scr;sct;shb;s 
are disallowed file types to upload. 
This applicat ion type requires you to submit t he following, types of documents. subject to the collected information, you may be required 
to submit additional documents prior to approval. 
Plans 

Name Type Size Latest Update Action 

No records found. 

I Save and resume later Continue Application » 

9. Application Information:  Enter the required information. 

Click Continue Application. 

10. Supporting Documentation You will need to add the completed lane and sidewalk 
calculation sheet. Click Add. 



 
 

    
    

 
  

   
   

     
 

 
     

 

* CITY OF 

SAN ANTONIO PUBLIC WORKS 
-TEXAS-

* 

File Upload X 

The maximum file size allowed is 100 MB. 

ade;adp;bat;chm;cmd;com;cpl;exe;hta;htm;html;ins;isp;jar;js;jsc 
are disallowed file types to upload . 

i§fiii:\iii 

* Type: 

I Plans 

File: 

Attachment. docx 
100% 

* Description: 

spell check 

Remove All Can 

iifli III Fd::HIRiii 

Name 

Lane-Sidewalk 
Closure 2023 
Excel.xis 

Ill 

Type 

Issued Permit 

I Save and resume lat er 

Size latest Update Action 

60.00 KB 02/20/2024 Actions ,.. 

Continue Application » 

A pop-up window will appear where you can add the necessary documents (plan, PIF, 
bond, insurance, etc).  Click Continue after you have added the document. 

You will then need to specify what type of document it is.  You will choose the Type 
(Issued permit) from the drop down and then enter a description of what the document 
is. This is important as if you don’t add the required documents for the specific permit 
type you will not be able to submit the permit.  Click Save. 

Your document will show in the list. Click Continue Application. 



 
 
      

  
    

    
    

 
 

 

 

* CITY OF 

SAN ANTONIO PUBLIC WORKS 
-TEXAS-

* 

lane and Sidewalk Closure Permit 

3 4 6 Review 7 Record Issuance 

0 Your applicat ion has been successfu lly submit ted . 

Thank you for using our online se rvices .. 
Your Record Number is ROWLS-24-000 75. 

You will need this reco rd number t o ch eck the status of your app lication or to schedule/ check results of inspecitions .. 

11. You will move forward to the Review page.  Look over the information you are 
submitting and then click Continue Application. 

12. Confirmation Page/Record Issuance:  You will receive the following message once your 
permit has been successfully submitted.  At the bottom of the page is your Record 
Number which serves as your permit number in this system. 

You have successfully submitted your permit. 




