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In this document, you may…

• Review 15 frontend training modules that will be available to City of San 
Diego customers

Environmental 
Services Department

What should I expect out of this resource?

Training Key 
Indicates an area to 

pay attention to
Indicates a button or 

link to click on
Indicates a view/screen 

change or next step
Indicates contextual 

information for the reader



Environmental 
Services Department

Module 1: Open Enrollment (1 of 2)
Between July-August of 2025, San Diego residents will receive a sealed mailer regarding the new City of San Diego ESD 

Residential Waste Collection Services Portal. 

The front of the mailer will show an 
Important Notice banner, explaining that 
each mailer contains unique information. 
Upon confirming that the name and APN 

belongs to you and your property, you 
may open the sealed mailer.

The inside portion of your unique 
mailer will also have a written notice 
explaining the new waste collection 
service guidelines and provides links 

to customer resources and FAQs.



Environmental 
Services Department

Module 1: Open Enrollment (2 of 2)

In the inside portion of your unique mailer is a chart 
with fee guidelines related to your waste service level 

options. Read through these options to understand 
your needs. Information regarding financial assistance 
will also be on this page. The City will be collecting and 

recycling old containers and will no longer service 
them. If you do not make selections by the deadline, 
the City will provide the Bundle 3 option as a default.

The inside portion of your unique mailer will 
also have four steps for you to follow to create a 

Portal account and sign up for waste service 
levels. Additional information about Portal uses 

will also be on this page, if needed.



Environmental 
Services Department

Module 2: APN Eligibility Look Up and Appeal (1 of 3)

If you would like to check or 
request a change for your 
waste collection services 

eligibility, open the 
Residential Waste Collection 
Services Portal link in your 
browser. Once there, click 

APN Eligibility Look Up and 
Appeal.

Enter the APN that 
was provided to 

you via your sealed 
mailer. Then, click 

Continue.

If you misplaced the APN that you are trying to look up the eligibility for, use the Look Up My APN link on the Portal Home Page to find it.

If you misplaced or cannot 
remember your APN, click 

here to find it.



Environmental 
Services Department

Module 2: APN Eligibility Look Up and Appeal (2 of 3)

Your eligibility status 
will appear at the top. If 
your status appears as 

eligible and you believe 
this status is correct, 

you should proceed by 
creating an account and 
logging into the Portal 
to create your waste 

service level selections.

If your status appears as 
eligible and you believe 
this status is incorrect, 

read the below 
information and click here 
to create an appeals case.

Scenario 1: Eligible Customer Scenario 2: Eligible Customer with the Ability to 
Request an Appeal

Scenario 3: 
Ineligible 

Customer with the 
Ability to Request 

an Appeal

Continue onto the next page for 
this process.

Refer to Module 3: Create an 
Account and Sign into the Portal 

for this process.

Continue onto the next page for 
this process.If your eligibility status 

appears as ineligible at the 
top and you believe this 

status is incorrect, read the 
below information and 

select click here to create 
an appeals case.



Hello John Smith,

Assessor’s Parcel Number (APN): 5513301900
Service Address: 4103 BETA ST, San Diego, CA 92113

Environmental 
Services Department

Johnsmith@gmail.com

John Smith

555-555-5555

Select one or more 
reasons for your appeal 

case and type an 
applicable reason/ 

comment within 255 
characters explaining 
why you would like to 

appeal your status.

Enter your First 
Name, Last 

Name, Email, and 
Phone number.

Click 
Submit.

Click 
Continue.

Your report tracking number and 
confirmation will appear on the 

screen and will be sent to you via 
email. You may track your case status 
on GID using this number at any time. 

Module 2: APN Eligibility Look Up and Appeal (3 of 3)



Environmental 
Services Department

Module 3: Create an Account and Sign into the Portal (1 of 4)

If you are not sure that 
the above information is 

true, click Not Sure.

Click Create 
Portal Account to 

get started.

If the above 
information is not 

true, click No.

If the above 
information is 
true, click Yes.

Scan the QR Code using your 
mobile device or visit the 

provided URL to begin 
creating your Portal account.

Continue onto the next 
page for this process.

Continue onto the next page 
for this process.

Continue with creating 
an account and signing 

into the Portal.



Environmental 
Services Department

Module 3: Create an Account and Sign into the Portal (2 of 4)

If the above 
information 
is not true, 

click No.

If you are not sure that 
the above information 
is true, click Not Sure.

Read the 
information about 

your ineligibility 
and click the 

button to go to Get 
it Done, if needed.

Read the information 
about how to determine 
your eligibility and visit 
the eligibility look up 

page, if needed.

For more on determining your eligibility, refer 
Module 2: APN Eligibility Look Up and Appeal.



Welcome to the Waste Collection Portal

Back to Waste Collection Portal

Environmental 
Services Department

Module 3: Create an Account and Sign into the Portal (3 of 4)

Fill out the 
required 

information.

Click Sign up.

Fill out your 
Email Address 
and Password. 

Then click 
Sign in.

When taken to 
your new internet 
browser tab, click 

Back to Waste 
Collection Portal.

Navigate to your 
email and click 

Confirm my 
account. This will 

take you to the Sign 
in page on another 

browser tab.

Choose a 
password that 
has at least 8 
characters, an 

uppercase letter, 
a number, and a 
special character 

(!@#$%^&*).



Environmental 
Services Department

Module 3: Create an Account and Sign into the Portal (4 of 4)
Select if you are creating an account 

as an Individual or Business.

Note: Creating an account as a 
Business likely indicates that you are 

a property management company 
who will manage the Portal account 

for your residents.

Review the welcome 
message and information. If 
you do not want to see this 
information again next time 
you sign in, check the box.

Click 
Proceed.

Click 
Proceed.

Fill in your Email Address 
and Mobile Phone 

Number. Note that you 
may enter an email other 
than the one your used to 

log into the Portal. 
Changing or updating this 
contact information will 

not affect your log in 
information. Lastly, if you 

would like to receive 
updates via email and/or 
text message, check the 

appropriate boxes.

Click 
Continue.

Check your texts 
and/or email to 

view your 
communication 
confirmation.

If desired, click 
the link to 
learn more 

about Measure 
B and the 

Portal.



Environmental 
Services Department

Module 4: Reset my City of San Diego Single Sign-On Password 
(1 of 2)

On the Log in 
screen, click 
Forgot your 
password?

Then, check off the box 
that says I’m not a 

robot and follow the 
reCAPTCHA 

instructions to confirm.

On the next screen, 
enter the email 
address that is 

associated with your 
Single Sign-On 

account. 

Click Look 
Up.

A confirmation 
screen will appear 
that an email has 
been sent to the 

email address you 
entered.



To johnsmith@gmail.com

Waste Collection Portal

johnsmith@gmail.com

Environmental 
Services Department

Module 4: Reset my City of San Diego Single Sign-On Password 
(2 of 2)

Navigate to your email 
account and locate the 

Password Change 
Request email that was 

sent to you.

Select the 
click here link 
in the email.

You will be 
directed to an 

internet browser 
to reset your 

password. Enter 
and re-enter 

your new 
password in the 
provided fields.

Confirm your 
password meets the 
listed requirements A confirmation screen 

will appear notifying you 
that your password has 
successfully been reset.

Click the 
arrow to 
proceed.

Click the 
arrow to 
proceed.



Environmental 
Services Department

Module 5: Understand the Portal Dashboard

View 1: Account with One Property View 2: Account with Multiple Properties

Click here to Update 
Contact Information.

Click here to Designate 
a Secondary User. (For 
Account Owners only).

Click here to view 
Detailed Cost History.

When logging into the Portal, the actions you can take on your dashboard may vary based on the number of properties linked to your account. Each view 
has a different layout for actions you can perform. If you have one property, you will see View 1, and if you have multiple properties, you will see View 2. 

Click here to view 
Service Address History.

Select an option next 
to a property to view 
and Perform Actions 

required.

Click here to 
Update Contact 

Information.

Click here to Add 
a New Property.

Click here to 
Remove This 

Property.

Click here to Add 
a New Property.

Click here to view any 
Secondary Users attached 

to your properties.

Click here to  
Modify Selections 
of your containers.

The existing note will 
determine when and if you 

are able to modify your 
selections at this time.

Click here to make a 
Financial Assistance 

Donation. (For Account 
Owners only).

Click here to view the 
properties associated with 

the Account Owner.

Click here to Remove a 
Secondary User. (For 

Account Owners only).



Environmental 
Services Department

Module 6: Add a Property (1 of 3)

Add your property’s 
APN and Unique 
Code that can be 

found in the sealed 
mailer that was 

sent to you.

Click 
Continue.

Click 
Proceed.

As the last step of your log in 
process, check your texts 
and/or email to view your 

communication confirmation.

If you misplaced the APN for the property you are trying to add to your Portal account, use the Look Up My APN link on the Portal Home Page to 
find it. If you misplaced the Unique Code for your property’s APN, refer to the FAQs on our Portal Resources page on how to obtain a new one.

https://www.sandiego.gov/environmental-services/portal-resources


Environmental 
Services Department

Module 6: Add a Property (2 of 3)

View 1: Account with One Property View 2: Account with Multiple Properties

After logging into the Portal for the first time and adding your first property, you will have the option to add additional properties. Please note 
that the Add a New Property button may be in a different location on your screen as the screen changes depending on if you have one 

property (view 1), or multiple properties (view 2), already added to your account.

Click Add a 
New Property.

Click Add a New 
Property.



Environmental 
Services Department

Module 6: Add a Property (3 of 3)

Add your 
property’s APN 

and Unique Code 
that can be found 

in the sealed 
mailer that was 

sent to you.

Click 
Continue.



Environmental 
Services Department

Module 7: Choose Your Waste Collection Service Levels (1 of 4)

Read the 
instructions for 
choosing your 

containers.

Click on the image 
of the Size Guide 
to explore a full-
size guide to help 

you determine the 
container sizes 

that fit your needs.

Click on the image of 
the Pricing Guide to 

explore a full-fee guide 
to help you estimate 
the total cost of your 

service level selections.

https://www.sandiego.gov/environmental-services/collection/general/containers
https://www.sandiego.gov/staging/environmental-services/trash-service-updates/pricing-guide


Environmental 
Services Department

Module 7: Choose Your Waste Collection Service Levels (2 of 4)
The Portal will have automatically selected one (1) 95-gal for each container type before you make your selections. This automatic selection serves as the 
Bundle 3 option which all customers will be charged for in the first year (2025-2026) of these services. If you require more than three (3) trash, three (3) 

recycling, and/or more than four (4) organics containers, refer to the FAQs on our Portal Resources page to determine how to receive approval. When 
making your selections, review the bundle and additional container options in your mailer, on our Trash Service Updates page, or on the pricing guide.

Choose the number 
of  Trash containers 

you need.

Choose the number 
of  Recycling 

containers you need.

Answer the question regarding your 
current / existing organics containers 

by selecting Yes or No.

Note: Selecting Yes will indicate to 
ESD that you will continue using the 
Green Organics container(s) on your 
property. Selecting No indicates that 
ESD will need to exchange, remove, 

or deliver Green Organics 
container(s) for your property, based 

on the selections you made. 

Choose the number 
of Organics 

containers you need.

https://www.sandiego.gov/environmental-services/portal-resources
https://www.sandiego.gov/environmental-services/trash-service-updates/mailers-guides-resources
https://www.sandiego.gov/staging/environmental-services/trash-service-updates/pricing-guide


Environmental 
Services Department

Module 7: Choose Your Waste Collection Service Levels (3 of 4)

A summary of 
the containers 

you selected, and 
the fees incurred 

will appear for 
your review.

Click 
Continue.

For more information on your 
service level selections 

and related fees, expand each 
of the provided FAQs.

A message confirming that your order has been received, and the 
anticipated delivery information will appear.

Note: Your trash containers will be delivered first. After the City 
delivers all the new trash containers, your new recycling containers 
will be delivered. After the City delivers all new recycling containers, 
Organics containers will be delivered to those who requested them.



Environmental 
Services Department

Module 7: Choose Your Waste Collection Service Levels (4 of 4)

A confirmation will 
appear to confirm that 
you have or have not 

made a donation.

On the following screen, 
select if you would like to 

make a one-time or 
annual donation.

Click 
Confirm.

To review more information about making donations via the Portal, what the donations are for, and who they will go to, visit the FAQs 
on our Portal Resources page.

Read the message 
in gray for more 

information about 
your donations.

https://www.sandiego.gov/environmental-services/portal-resources


Environmental 
Services Department

Module 8: Remove a Property (1 of 2)

Click Remove 
this Property.

View 1: Account with One Property View 2: Account with Multiple Properties

Select the action drop 
down list next to the 

property you would like to 
remove and click Remove 

this Property.

When you remove a property from your Portal account, it does not serve as a confirmation that it is removed from your responsibility or 
tax billing. If you are still the current owner of a property, it is your responsibility to pay the Solid Waste Management Fee for that property. 

If you are no longer the owner of the property, you will not be responsible for the Solid Waste Management Fee.



Environmental 
Services Department

Module 8: Remove a Property (2 of 2)

Select Remove next 
to the property you 

want to remove.

Confirm you would like to 
remove the selected 

property by clicking Yes.

A confirmation will appear 
in green to let you know 

that you have successfully 
removed the property.



Please note that the Detailed Cost History button may be in a different location on your screen depending on how may properties are linked 
to your account. If you have one property, you will see View 1, and if you have multiple properties, you will see View 2. 

Environmental 
Services Department

Module 9: Access your Property’s Detailed Cost History (1 of 2)

View 1: Account with One Property

Select the button titled 
Detailed Cost History to view 
the Detailed Cost History for 

your only property.

View 2: Account with Multiple Properties

Select the action drop down 
list next to the property you 
would like to access the cost 
history for and click Detailed 

Cost History.



Environmental 
Services Department

Module 9: Access your Property’s Detailed Cost History (2 of 2)

On the Detailed Cost 
History screen, you can 
review Debits, Credits, 

Donations, and Financial 
Assistance billed/ 
received for your 

selected property in the 
existing fiscal year(s).

A link to the FAQs is 
included if you require 

more information 
about your Detailed 

Cost History.



Environmental 
Services Department

Module 10: Access your Property’s Address Service History (1 of 2)

View 1: Account with One Property View 2: Account with Multiple Properties

Please note that the Service Address History button may be in a different location on your screen as the screen changes depending on if 
you have one property (view 1), or multiple properties (view 2), already added to your account.

Select the action 
drop down list next 
to the property you 
would like to access 
the service address 
history for and click 

Service Address 
History.

Select the button titled 
Service Address History 

to view the Service 
Address History for 
your only property.



Environmental 
Services Department

Module 10: Access your Property’s Address Service History (2 of 2)

On the Service Address History 
screen, you can review the 

date(s) you or your secondary 
user(s) last made changes to 

your property’s service levels, 
what action you took, and who 

completed the action.



Environmental 
Services Department

Module 11: Designate a Secondary User (1 of 2)

Select the action drop 
down list next to the 
property you would 
like to designate a 
secondary user for 
and click Designate 
Secondary User(s).

As an Account Owner, you can optionally designate secondary users whom you trust, as they will have the ability to manage the waste collection services 
for the properties they are designated to. This may be a relative, spouse, friend, property manager, etc. To learn more about who to consider designating 
as a secondary user for your property, the benefits of doing so, and what role they may play in managing the waste collection services for the property on 
your account, refer to the FAQs on our Portal Resources page. Please note that the Designate Secondary User(s) button may be in a different location on 

your screen as the screen changes depending on if you have one property (view 1), or multiple properties (view 2), already added to your account.

View 2: Account with Multiple PropertiesView 1: Account with One Property

Select the button 
titled Designate 

Secondary User(s) 
to designate 

secondary users for 
your only property.

https://www.sandiego.gov/environmental-services/portal-resources


Environmental 
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Module 11: Designate a Secondary User (2 of 2)

Click Next.

Click 
Confirm.

Enter the Secondary User’s information 
and select if you want to apply the user 

to other APNs/Service Addresses.

Note: If you have not added more than 
one property to your account, you will 

not have the option to apply the 
Secondary User to other properties.

A confirmation screen will appear showing that 
your Secondary User was added to the properties 

you selected. Both you and the Secondary User 
will receive a confirmation email.



Environmental 
Services Department

Module 12: Remove a Secondary User (1 of 2)

Select the action drop down list next 
to the property you would like to 
remove a secondary user for and 

select Remove Secondary User(s).

Please note that the Remove a Secondary User button may be in a different location on your screen as the screen changes depending 
on if you have one property (view 1), or multiple properties (view 2), already added to your account.

View 2: Account with Multiple PropertiesView 1: Account with One Property

Select the button 
titled Remove 

Secondary User to 
remove secondary 
users for your only 

property.



Environmental 
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Module 12: Remove a Secondary User (2 of 2)

Find the Secondary 
User you would like 
to remove and click 

Remove.

Click Remove 
User to confirm.

A confirmation screen 
will appear to confirm 

your removal of the 
Secondary User.



Environmental 
Services Department

Module 13: Update Your Contact Information (1 of 2)

View 1: Account with One Property View 2: Account with Multiple Properties

On your account 
dashboard, click 
Update Contact 

Information.

Any changes or edits to your contact information in the Portal will not change or effect your log in information for your Portal 
account. Please note that the Update Contact Information button may be in a different location on your screen as the screen 

changes depending on if you have one property (view 1), or multiple properties (view 2), already added to your account.

On your account 
dashboard, click 
Update Contact 

Information.



Johnsmith@gmail.com

Environmental 
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Module 13: Update Your Contact Information (2 of 2)

Edit your First Name, Last Name, 
Username, Contact Email, and/or 

Mobile Phone number. 

If you would like to opt in or out of email 
and/or text message updates, check or 

uncheck the appropriate boxes.

Click Continue 
to confirm 

your changes.

Review the 
confirmation 
screen that 

appears.



Environmental 
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Module 14: Add a Provisional Property (1 of 2)
To add a provisional property to your account, begin by ensuring you have created an account following the steps in Module 3: Create an 

Account and Sign Into the Portal. To receive more information on how and why you might need to add a provisional property to your 
account, visit the FAQs on our Portal Resources page.

Find the note that states: 
Did not receive a code? 
Proceed with adding a 
provisional property by 

selecting Click here.

https://www.sandiego.gov/environmental-services/portal-resources


Environmental 
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Module 14: Add a Provisional Property (2 of 2)

Enter the name of all 
Grantees that are 

listed on the deed of 
the provisional 

property and the 
property’s APN.

You will be redirected to your Portal 
Dashboard and a confirmation that 

you have added your provisional 
property will be highlighted.

If you do not know the APN for your provisional property, you may return to the Home Page of the Portal and select Look Up My APN, to find it.

Click 
Continue.

Read the information addressed to 
Account Owner and select Click here to 

continue the process of adding a 
provisional property to your account.



Environmental 
Services Department

Module 15: Language Accessibility

Click Translate and 
select your 

preferred language.

The Portal screens will 
translate to the 

language you selected.
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