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Overview

The Development Services Department’s (DSD) online permitting system is a full cloud-based application that
allows ccustomers to apply for permits online and upload plans and documents for review 24/7.

Before you begin, please review the information about the permit submittal requirements at
sandiego.gov/dsd.

When new permit applications are received, DSD will review the documents for completeness, assess
required permit fees and assign thet project to a reviewer. Reviewers will send out their cycle issues report
as they complete each cycle, but resubmittal can only happen after all reviews have been complete.
Applicants must address all cycle issues prior to resubmitting any new plans. You cannot resubmit to each
specific discipline - resubmittals are for all disciplines at the same time.

e For help with user accounts or uploading documents, please call us at 619-446-5000.

e For project status or questions about your project, complete the Project Status Request form.
e For plan requirements and document issues, please click here.

o For help planning you project, consider booking a virtual counter appointment with DSD.

e How to submit an application

e Apply for a Construction Permit:

e Building Construction - General Permit

e Building Construction - CIP and Public Projects

e Master Plan Accessory Structure
e Master Plan MDU and Master Plan SDU

e |received an “Updates Required” email. How do | upload the requested documents?

e |received a “"Review Pending Invoice Payment” email. How do | pay?

e | received a “Recheck Required” email from a review discipline; how do | look for the
Issues Report?

e | received a “Ready for Resubmittal” email; how do | submit the requested documents?

e | received an “Issuance Checklist Requested” email; how do | submit the requested
documents?

e |received a "Review Complete/Permit Ready for Payment” email; how do | pay my
invoice?

e Permit status is “Issued;” how do | download my approved plans?

e How do | schedule inspections?

e How to submit a construction change application

| received a “"Pending Invoice Payment” for my construction change; how do | pay?



http://sandiego.gov/dsd
https://www.sandiego.gov/development-services/contact/project-status-request
https://www.sandiego.gov/sites/default/files/dsd-document-requirements.pdf
https://www.sandiego.gov/development-services/virtual-appointments
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e How do | download approved plans for my construction change?
e How do | apply for a Deferred Fire Submittal?
e How do | apply for a Deferred Submittal?

e How do | print an Approval Report and an Invoice Report?

Appendix A - Status definitions

Appendix B - Workflow and record status mapping

Appendix C - Requirements to Upload Plans and Documents
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H TO SUBMIT AN APPLICATION

e Logintoyour online
.. DSD Permits  DSD Code Enforcement
permitting account. e —
e Enter your username and

password.* User Name or E-mail: l: Password: : m

[] Remember me on this computer  ['ve forgotten my password  Hews Users: Register for an Account

*
1 If you are a new user, see the Please Login
Many online services offered by the Agency require login for security reasons. If you are an existing user, please enter your user name and password

tutorial on how to register for i the s s gt
an account. New Users

If you are a new user you may register for a free Citizen Access account. It only takes a few simple steps and you'll have the added benefits of seeing
-acomplete history of applications, access to invoices and receipts, checking on the status of pending activities, and more.

e Select “DSD Permits”

5 Home | [@esls:-l o8 DSD Code Enforcement

Create an Application Search Applications

e Select “Create an Application”

3 Home Qe=elylicl DSD Code Enforcement

I Create an Application I Search Applications

e Read and acknowledge the General Disclaimer -

Disclaimer This website is intended for convenience and informational purposes only.

e Click Continue Application

While we strive to ensure the accuracy, timeliness, and function of this website, the
City of San Diego makes no representations or warranties regarding its content,
condition, sustained performance, resistance and immunity to computer viruses or
4 malware, or proprietary infringement.

‘ I ’aue read and accepted the above terms.

Continue Application »



https://aca-prod.accela.com/SANDIEGO/Dashboard.aspx?TabName=Home
https://aca-prod.accela.com/SANDIEGO/Dashboard.aspx?TabName=Home
https://www.sandiego.gov/sites/default/files/final_opendsd_2.0_tutorial_01.12.18.pdf
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e Select the permit type you would like to apply for and click Continue Application

Select a Record Type

» PTS
O PTS Electronic Submittal

» Simple No Plan Permits
(O No-Plan - Nonresidential/Multifamily - Electrical
(O No-Plan - Nonresidential/Multifamily - Mechanical

Note: For PTS Permits, please refer to instructions in the OpenDSD User Guide to PTS Projects.

» Miscellaneous Applications B
(O Others @

» Building Applications
(O Building Construction
(O Building Construction - CIP or Public Project
O Building Construction - Master Plan Accessory Structure

5 (O No-Plan - Nonresidential/Multifamily - Plumbing
() No-Plan - Residential - Combination Mech/Elec/Plum () Building Construction - Master Plan MDU
. () Building Construction - Master Plan SDU
» Traffic Transportation () Building Construction - Special Programs
O Traffic Cnnt_rol Perml_t (O Building Construction Change
O Transportation Permit () Deferred Fire Submittal
» Grading, Right of Way, Mapping Applications O Deferrgq Submittal
() Deferred As Graded O Demolition
(O Engineering Construction Change O Fire _
() Grading, ROW, Mapping - Associated Submittal @ 8 E::elconsntr“‘:t(':"” Cthant'ge o
(O Grading, ROW, Mapping - Standalone Olo-voliaic Lonsiruction Lhange
() Right of Way - Dry Utilities (O Photo-voltaic Residential Project
(O Right of Way - Minor - Rapid Review 8 Plan - Mechanical/Electrical/Plumbing Standalone
Sign
Conti Applicati
Jump to a permit type for the next step:
e Building Construction - General Permit
e Building Construction - CIP and Public Project Permit
e Master Plan Accessory Structure Permit
e Master Plan MDU and Master Plan SDU Permit
Building Construction - General Permit
1. Select “Building Construction”
2. Indicate if there is an address for » Building Applications
. . (@ Building Construction
the Project Site
. J . L C Building Construction - CIP or Public Project
3. Click Continue Application E N VS S Y S
5a ADDRESS VALIDATION
*Do you have an address for the project site?: () Yes () No

Continue Application »


https://www.sandiego.gov/sites/default/files/opendsd-user-guide-pts-projects.pdf
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Address or Parcel Entry

e Enter Street No. and Street
name only (the system will
populate the parcel info)

e Click Search

OR

e Enter parcel number in ###-
###-##4#4# format (the
system will populate the
address info if it exists)

e C(lick Search

5b

e Enter any additional parcels
or addresses, if it applies to
your project and include the
Unit # or Suite #

e Click Continue Application

Apply for a Permit Online - Building Construction

Tip: For numeric Street Names in single digits, add a zero (0). For example, for 1st Av use (

*Street No.: Direction:  *Street Name:

1222 --Selectw 01st

* Parcel Number:

Legal Description:

Street Type:

Av v
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Code Validation

Answer the Code enforcement Case
question:

e If“no,” continue application:

5¢ e If“yes,” answer the additional

questions:

Project Scope and Timeline
Provide the following:

4. Scope

5. Processing timeline

6. Applicant type

7. Associated building permit
approval numbers (this is
necessary for Deferred
Submittals)

5d

e When complete, click Continue
Application

Apply for a Permit Online - Building Construction
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Code Validation

CE CASE VALIDATION

*1s there a code enforcement violation case on this site?:

() Yes (@ Mo

Code Enforcement Case Validation

Code Enforcement

*Is there a code enforcement violation case on this site?: (® Yes () No
Code Enforcement case number(s): * NC 123456
Is this application related to the code violation?: * (@) Yes () No
Will this application resolve the code violation?: * (® Yes () No

Continue Application »

N—

Select Scope and Timeline

Froject Information
*Define the scope of the work: ‘Seape of the pevject 1 *Whatis the processing imeline requested for this 2 1
application?; -
“
=

* Applicant Type:
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Permit Specific Requirements

e Answer the No-Plan Permit

question Parmit Specific Reguirements

If not a No-Plan Permit, select:
PERMIT SPECIFIC REQUIREMENTS

o BUIldIng Perm|t fOf' CommerCIa| *Is this application for a No-Plan Permit per Information Bulletin (7)) Yes @ No
203:

5e use of >3 unit residential use e

OR

--Select—
Building Permit

Combination Building Permit

e Combination Building Permit for
single family dwelling or duplex

e Click Continue Application -

If you respond “Yes” to a No-Plan permit, you will be directed to the required documents page (see below)

The maximum file size allowed is 200 MB.

e Go to step 6 for full
* Required Documents
d OC U m e nt U p I Oa d 1. Required Attachment - No-Plan Building Permit Supplemental Applications (DS- No file chosen
. . 6005)
instructions

Related Permits

e Select the permits you want associated with the Building Permit application, or select “No
additional permits.”
e Click Continue Application

Select the related Permits associated to the Building Permit

PERMITS

No additional permits: O Mechanical Permit:
Electrical Permit: Plumbing Permit:
Fire Permit - Alarm: O Fire Permit - Suppression: O
Fire Permit - Underground: O Fire Permit - Kitchen Hood: O

m) ey
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Indicate the submittal type requested and answer additional related questions:

Active Project Management

Application Specific Requirements

APPLICATION REQUIREMENTS

*Are you requesting Active Project Management:

@@ Yes () No

Are you submitting a Permit Now Project per IB-195: = @ Yes O No

Did you receive approval previously from a DSD staff for Active
Project M for this icati *

Provide the DSD Staff Name: *

@ Yes ) No

DSD Staff Member]

5g P

General submittal (Select Building or Combination

permit)

Submittal Specific Requirements

SUBMITTAL REQUIREMENTS

*|s there a Discretionary Permit currently in the process () Yes ) No

associated with this project:

*Will the project include new plumbing fixture(s) or, in the case of () Yes () No
i i is the project i i

fixtures:

*Does the project include Structural Calculations: ) Yes () No

* Does the project include separate Truss Calculations that are not () Yes (J) No
included in the plans:

*Does the project include a Geotechnical Investigation Report: () Yes ) No

*ls the project proposing residential development of 10 ormore () Yes () No
dwellina units or a ini i of two

Submittal Specific Requirements

e Answer questions to determine
required documents
e Click Continue Application

5h

Rapid Review submittal

Application Specific Requirements

APPLICATION REQUIREMENT S

Are you requesting Active Project Management: () Yes @ No

* Select Submittal Type: Wireless Communication™

Are you submitting a Wireless Communication Facilities project (O Yes @ No
per IB-536:

Do you request il
Report and Order 14-153:

under the Spe Act per FCC @) Yas () No

Wireless Communication Facility (WCF) submittals

Application Specific Reguirements

APPLICATION REQUIREMENTS

Are you Active Project () Yes (@ No
Accessory structures for single-dwelling units (carports, patio ) Yes () No

covers, fences, and retaining wallg) using City of San Diego

standard designs contained in Information Bulletins: Retaining

walls (one wall type, maximum 6 feet in height), Awnings (up to two
pes), D repairs, Equi Roof.

equipment: *

Accessory Dwelling Unit, Junior Accessory Dwelling Unit, or Tiny () Yes () No
Home: *

Pool or Spa per approved Master Plan, up to 6 feet in depth: * () Yes () No

Submitlsl Spedific Fod uiremama
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Historical Designation

o Specify whether the project has a
historic designation and answer the
additional related questions

e Click Continue Application

Apply for a Permit Online - Building Construction

Historic Designatio
Historic Desgnation

HISTOMIS DESGNATION

Chiman Mo puisgae | v ienlaia a desapraled lisme s o i W i R
ied plee] withby i desigiaied kHoddk Saywll

ik fhem yar ol for ol fhe siruchies on e peojeci e
IHPOETAYT: ¥ a1y (IPTrst on W 08 4Lpm o ol ) Pocisd shovs @0 1he DITpesd ek B SEENE. 1
Dozt yides i T e i P

0 Go to step 6 to upload documents and complete application

5a

5b

Building Construction - CIP or Public Project Permit

Select a Record Type

e Select “Business Construction - CIP or Public

Project”
e Click Continue Application

Use this application when submitting for Capital
Improvement Program Projects or projects at City-

owned facilities.

Note: For PTS Permits, please refer to instruction in

the OpenDSD User Guide to PTS Projects.

CIP Classification
Answer the CIP classification question.

If the answer to the classification
guestion is “No,” you will need to submit
to a different permit type.

» Building Applications

(O Building Construction

(® Building Construction - CIP or Public Project

(O Building Construction - Master Plan Accessory Structure
(O Building Construction - Master Plan MDU

(O Building Construction - Master Plan SDU

Building Construction - Special Programs

Building Construction Change

Deferred Fire Submittal

Deferred Submitta

Demolition

Fire

Fire Construction Change

Mo-Plan - Monresidential/Multifamily - Electrica
Mo-Plan - Nonresidential/Multifamily - Mechanical
Mo-Plan - Nonresidential/Multifamily - Plumbing
No-Plan - Residential - Combination Mech/Elec/Plum
Photo-voltaic Construction Change

) Photo-voltaic Residential Project

CIP Classification

CIP CLASSIFICATION

* Are you submitting a Public Project on behalf of a City () Yes () Mo
Department:


https://www.sandiego.gov/sites/default/files/opendsd-user-guide-pts-projects.pdf
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Address Validation

5c

Indicate if there is an address
for the Project Site
Click Continue Application

Address or Parcel Entry

5d

Enter Street No. and Street
name only

Click Search (the system will
populate the parcel info)

OR

Enter parcel number in ###-
##-#### format

Click Search (the system will
populate the address info if it
exists)

Enter any additional parcels or
addresses, if it applies to your
project and include the Unit # or
Suite #

Click Continue Application

Apply for a Permit Online - Building Construction

ADDRESS VALIDATION

* Do you have an address for the project site?:

Tip: For numeric Street Names in single digits, add a zero (0). For example, for 1st Av use ¢

*Street No.: Direction:  *Street Name:

1222 --Select¥ 01st

* Parcel Number:

Legal Description:

Additional Information-if applicable

Additional Information
asting

Street Type

Av -
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Project Scope and Timeline

ope and Timeline:

Scope
Processing timeline

1.
2.
5e 3. Applicant type
4. Associated building permit approval
numbers (this is necessary for
Deferred Submittals)

Provide the following:

e When complete, click Continue
Application

Permit Specific Requirements

e Answer the No-Plan Permit

qguestion Permit Spacific Reguirements
lf nota NO'Plan Permlt’ SeleCt PERMIT SPECIFIC REQUIREMENTS
[ ] BU||d|ng Permit for Commercial *Is this application for a No-Plan Permit per Information Bulletin (O Yes @ No
203:
Sf use Of >3 unit reSIdentlal use * Select the applicable Permit Type:
OR Building Permit

Combination Building Permit

e Combination Building Permit for
single family dwelling or duplex

e Click Continue Application

If you respond “Yes” to a No-Plan permit, you will be directed to the required documents page (see below)

The maximum file size allowed is 200 MB.
O e Go to step 6 for full document
* Required Documents

up load instructions 1. Required Attachment - No-Plan Building Permit Supplemental Applications (DS- Choose File | e Hle o
6005)
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Related Permits

e Select the permits you want associated with the Building Permit application, or select “No additional
permits.”
e Click Continue Application

Select the related Permits associated to the Building Permit

PERMITS

No additional permits: O Mechanical Permit:
Electrical Permit: Plumbing Permit:
Fire Permit - Alarm: O Fire Permit - Suppression: O
Fire Permit - Underground: O Fire Permit - Kitchen Hood: O

Historic Designation

e Specify whether the project has a
historic designation and answer
5h the additional related questions
e Click Continue Application

HISTORS DESINATION

ot W s soneiractesd For ol e niruciuies on e peoject sisc *

IHPOETAMT: 7 arg (Iraarst on i 28 A5y o piier o Pocsd shovs @0 1 DITpoesd Bk B RN 1

0 Go to step 6 to upload documents and complete application
Master Plan Accessory Structure Permit

Select a Record Type » Building Applications

() Building Construction

(_) Building Construction - CIF or Public Project

@ Building Construction - Master Plan Accessary Structure
(O Building Construction - Master Plan MDU

Building Construction - Master Plan SDU

Building Construction - Special Programs

Building Construction Change

Deferred Fire Submitta

Deferred Submitta

Demolition

Fire

Fire Construction Change

Mo-Plan - Monresidential/Multifamily - Electrical
No-Flan - Monresidential/Multifamily - Mechanical
No-Plan - Nonresidential/Multifamily - Plumbing
No-Plan - Residential - Combination Mech/Elec/Plum
Phote-voltaic Construction Change

() Photo-voltaic Residential Project

e Select “Building Construction - Master Plan
Accessory Structure”

Use this application to establish a design for an

accessory structure to be used for future

construction projects; for example, a swimming
5a pool.

However, do not use this record to submit to
construct a swimming pool; for that, use Building
Construction and select either a Building Permit or
Combination permit.
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Project Scope and Timeline

ct Scope and Timeline

Provide the following:

Project Information

“Define the scope of the work

“Wihat is the processing limeline requested for this e =
application? Standar

1. Scope
5b 2. Processing timeline
3. Applicant type

* Applicant Type:

e When complete, click
Continue Application

Submittal Requirements
. . . . submittal'Reguirements:
e Indicate if the design includes

5¢ structural calculations SUBMITTAL REQUIREMENTS
° CI ICk Continue Application *Does the project include Structural Calculations: () Yes () No

0 Go to step 6 to upload documents and complete application

Master Plan MDU and SDU Permit

Select a Record Type
» Building Applications
() Building Construction
) Building Construction - CIP or Public Project
! Building Construction - Master Plan Accessory Structure
) Building Construction - Master Plan MDU

Use this record to establish a design ) Building Construction - Master Plan SDU
2 Building Construction - Special Programs

and to submit phases for a Master O Building Construction Change
Plan Multi Dwelling Unit or a Master - Defered Fire Submital

() Deferred Submittal
53 Plan Single Dwelling ) Demalition
) Fire
) Fire Construcfion Change
! Ho-Plamn - Nonresidential/Muliifamily - Electrical
) Mo-Plamn - Nenresidential/Muliifamily - Mechanical
) Mo-Plamn - Nenresidenfial/Muliifamily - Plumbing
! No-Plan - Residential - Combination Mech/Elec/Plum
) Photo-voltaic Construction Change
() Photo-voltaic Residential Project

e Select “Building Construction -
Master Plan MDU"
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Occupancy Classification
ANSWer the rotlowing

Answer the questions regarding

occupancy and process
5b * Salect Occupancy ClassiMcation for thi= application: T ——
e Click Continue Application

OCCUPANCY CLASSIFICATION

* Salgct the process requested for thiz applicetion aa defined In I .
the 1B 114: Q

Address Validation Address Validation

Answer the address validation question.
You must have an address or assessor’s

Sc * Do you have an address for the project site?: Yes (W) No

parcel number to continue the application.

ADDRESS VALIDATION

Do you have an Assessor's Parcel Number(s)?: ¥es () Mo

e Click Continue Application

Address or Parcel Entry

Tip: For numeric Street Names in single digits, add a zero (0). For example, for 1st Av use ¢

o Enter Street No. and Street name *Street No. Direction:  *Street Name: Street Type:
Only 1222 —-Selectr O1st Ao A
e Click Search (the system will

populate the parcel info)

OR * Parcel Number:

5d o
e Enter parcel number in ###-###- Legal Description:

#### format

e Click Search (the system will
populate the address info, if it
exists)



~ Development Apply for a Permit Online - Building Construction
SD.) Services

Rev. 07/19/2021

*  Enter any additional parcels or

addresses, if it applies to your (it et
project and include the Unit # o
or Suite #

) 1
" conmerppcaton [

e Click Continue Application

Project Scope and Timeline

Provide the following:

) 4

1. Scope
Se 2. Processing timeline S—
3. Applicant type

4. Associated discretionary permit,

if any
¢ When complete, click t
Continue Application

Submittal Requirements

. . Submittal R irements
¢ Indicate whether an associated

5f discretionary permit is currently SUBMITTAL REQUIREMENTS
|n.processt ) ) Iz there a Discretionary Permit currentty In the process azeoctated () Yes @ Mo
e Click Continue Application wih fnis project:

' Go to step 6 to upload documents and complete application

15
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Required Documents

Upload Required Project
Documents

Required documents will be listed

e Select‘Choose File' and
drag/drop or search your files
to attach them.

e You will not be able to
continue if files have not
been uploaded.

If you encounter Failed Scout
Validation, use the Scout link and
check your files.

Scout Validation Help

Additional Documents

Upload any Additional Documents
you wish to include with your
submittal

Apply for a Permit Online - Building Construction

Rev. 07/19/2021

Project Documents

The maximum file size allowed is 400 MB.

* Required Documents
1. Required Attachment - Fire Alarm Plans

2. Required Attachment - Fire Permit Worksheet

Choose File | No file chosen
Choose File | No file chosen

e —

Additional'Documents

The maximum file size allowed is 200 MB.

ip zre disallowed file types to upload.

File Name

Fee Worksheet 190KB.pdf

Fire Plans 1.2MB.pdf

=) o

File Size: Type
189.58 kB Fire Permit Worksheet
12MB Fire Protection Plans


https://scout-epr.eplansoftreview.com/#!/scout
https://www.sandiego.gov/sites/default/files/dsd-document-requirements.pdf

Development Apply for a Permit Online - Building Construction
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e Select‘Choose File' and New Attachment
drag/drop or search your files
to attach them New Attachment
e Click Type' drop-down and Building Con...ns Vol 2.pdf
select file type Type
e Provide a brief description of — :
l Building Construction Plans Vol. 2 v
the document
e Click the Submit button Description
o Click Continue Application Volume 2

-
-
Workers' Compensation

e Select the insurance DECLARATION
declaration statement that

lies to thi iect (Not I have and will maintain a certificate of consent to self-insure for workers’ compensa
applies to this projec (No performance of the work for which this permit is issued OR will maintain workers’ co

applicable for Master Plan permit is issued.:

Ac.cessory. StrUCtur_e) . | certify that, in the performance of the work for which this permit is issued, | shall nc
e Click Continue Application that, if | should become subject to the workers’ compensation provisions of Section |

U
To be determined at the time of permit issuance:
U

) —

17
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Review Application e [

Review the Application and return to =

previous steps by clicking on green # .’__ ——————————— == I

and yellow steps tabs === |
Fire

1
!l

|
:
!
!
i
i
|
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e Acknowledge the final
certification
e Click Continue Application

Your record number will created and
displayed, and an email with further
instructions will be sent.

Apply for a Permit Online - Building Construction

Rev. 07/19/2021

certify that | have read this applcation and state the abowe inform:
entitlement to the use of the propery that is the subject of this appli
policies and regulations applicable fo the proposed development or
laws or regulations, including before or during final inspections. City

regulation, nor does it constitute a waiver by the City to pursue any

the city to enter the above-identified property for inspection purpose

checking this box, | agree to the above certification.

Continue Application »

Step 8:Submitted

Your application has been successfully submitted.
Please print your record and retain a copy for your records.

Thank you for using our online services.

Your Record Number is PRJ-8001732.

You will need this number to check the status of your application or to schedule/check results of insg
fees have been assessed or permit issuance has been processed.

Choose "View Record Details™ to Schedule Inspections, check status, or make other updates.

==

You will receive a system generated email with your project number and what to expect next.

Hello DONNA D'ORSI,

Development Services has created your application.
Record ID: PRJ-8003236

Record Address: 1222 01st Av, San Diego, CA
Record Type: General

Please do not reply to this email, this mailbox is not monitored.

We received the documents you submitted and the current status of your project is In Queue.

Please allow 2-3 business days for your submittal to be p

d. During Pre-S thed will be revi d by staff for I in accordance with the Project Submittal Manual.

An email notification will be sent with the next steps to complete the submittal process.

The progress of your application can be tracked through your Online Permitting Account

For questions about your user account or help uploading, contact DSDProjectinfo@sandiego.gov

Thank you,
City of San Diego
Development Services Department

19



[ Development Apply for a Permit Online - Building Construction

SD.) Services Rev. 07/19/2021

| RECEIVED AN “UPDATES REQUIRED” EMAIL. HOW DO | UPLOAD THE REQUESTED DOCUMENTS?

° Log |nt0 your Onllne m DSD Permits ~ DSD Code Enforcement

Advanced Search

Permitting Account

»  Enteryour username and e I B

password.

[[] Remember me on this computer Ive forgotten my password ~ Mew Users: Reaister for an Account
1 Please Login
Many online services offered by the Agency require login for security reasons. If you are an existing user, please enter your user name and password

in the box on the right.

New Users
If you are a new user you may register for a free Citizen Access account. It only takes a few simple steps and you'll have the added benefits of seeing
acomplete history of applications, access to invoices and receipts, checking on the status of pending activities, and more.

Open the ‘Updates Required’ email. Clicking on the link in the email will take you to your project record that
needs updates

noreply@sandiego.gov
To @ D'Orsi, Donna

Retention Poliy Inbox (Never) Expires Never

Hello DONNA D'ORSI,

Please da not reply to this email, this mailbox in not monitored
Your project has been Pre-Screened and it has been determined that additional information or documents are required. The following documents are requested for PRI-8001664.
Document Name: Building Construction Plans, Comments:

Comments:

Please visit our website and log into your Online Permitting Account to upload the requested documents.

If additional information is required, you will be notified that the project status has changed to Updates Required and will be sent instructions for the additional

information needed to complete the submittal process.

If no additional information is required, an invoice will be sent to by email. When the invoice is paid, your submission will be deemed complete and

It will be placed In Review status and you can track the progress in OpenDSD.

For questions about your user account or help uploading, contact DSD-OpenDSDHelp i gov

Your project information will load
Record PRJ-8003236:

e C(lick the “Attachments” Tab o .
Building Construction

Record Status: Updates Required

Record Info Payments
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Previously attached documents wil Emm

be displayed.

To upload attachments:

H " 1"
[ ) CI|Ck Add Attach ment 1. Click Add to start the process

2. Click Add for each file to upload

The maximum file size allowed is 200 MB.

types to upload.

Attachments (2)
File Name File Size Status Type

Storm Water Req. Applicability Checklist (DS-560) PRI-8003236.pdf 1.2 MB Uploaded Storm Wa
Building Construction Plans PR1-8003236.pdf 414 MB Uploaded Building C
Add Attachment

e Select‘Choose File' and
drag/drop or search your files  New Attachment X
to attach them

e Click Type’ drop-down and
select file type

e Provide a brief description of Mo file chosen
the document

e Click the Submit button Type

--Select-- hd

Mew Attachment

Description

Enter a brief
description of the

document
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The documents will be validated by

Scout and be uploaded to the project

record (PR)) T s

2. Click Add for each file to upload

The maximum fle sze alowed ' 400 MB.
fle

types to upload.

Tips:

Finishing upload of Fire Specs 372KB.pdf. Please wait for the page to refresh

6 e If you have any items to o
submit that were not — _— - - —
requested, upload them first. Sy —— 28 -
e When your resubmittal Pt ek 115718 el cond ki
contains all the required A T e e
documents, the Add button e

will disappear.

| RECEIVED A “REVIEW PENDING INVOICE PAYMENT"” EMAIL. HOW DO | PAY?

L] LOg into your Online m DSD Permits  DSD Code Enforcement

Advanced Search

Permitting Account

e Enter your username and

password.

[] Remember me on this computer  I've forgotten my password  Hew Users: Register for an Account

Please Login
Many online services offerad by the Agency require login for security reasons. |f you are an existing user. please enter your user name and password
in the box on the right.

New Users
If you are a new user you may register for a free Citizen Access account. It only takes a few simple steps and you'll have the added benefits of seeing
‘acomplete history of applications. access to invoices and receipts. checking on the status of pending activities. and more.

Register Now »

Open the ‘Review Pending Invoice

Invoice for Record PT- I
Attachment(s)

Pa y me nt’ ema i I DSD_007_Invoice_20200318_144403.pdf(51.16 KB)
2 Content
. . . Dear .
) Cllck on the I|nk prov|ded Please do not reply to this email, this mailbox is not monitored.

Plan check for PMT-JE has been completed and an invoice has been generated and is ready for pavmenl Please click this link to pay the invoice and procesd to permit issuance. I

Thank you
City of San Diego
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Click on the DSD Permits tab. l

e Select the record listed in the
email

Home  Building =Rl DSD Code Enforcement

Create an Application Search Applications

In the dropdown list of filters above, choosing "Exclude Packages™ will filter only Project and Pen
To sort the table below, click the column name to perform an alphabetical sort on that column. |
again to sort in descending order (Z-A).

OR

Showing 1-10 of 100+ | Download results | Add to collection

] Date Record Number Record Type
Photo-voltaic Residential
[:] 02/16/2021 PRJ-1004641 Project
Approval - Construction -
] 021672021 PMT-3004537 Floctrical Pt BV Combo

Scroll down to the search field for
General Search
Records | Genentsearcn |

e Input the PR into the General

Search in this format: "‘Z‘I”:Tm Record St
PRJ-1234567 _ Add the Project
Record Number: (4 number (PRJ-XXXXXX)

Verify that the record has the status:
“Application Pending Payment”

e Click on “Payments” Bu|ld|ng Construction

e Select “Fees”

Record PRJ-8003236:

Record Status: Application Pending Payment

Record Info Payments Attachments
Fees
H g n
e Click on “Pay Fees

Outstanding:

Date Invoice Number Amount

01/12/2018 617932 $20.00 Pay Fees
617932 $242.00

01/12/2018 617932 $179.00

Total outstanding fees: $441.00
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The following screen will load. Follow
instructions to pay.

Apply for a Permit Online - Building Construction

Rev. 07/19/2021

Home REEBREEIEE DSD Code Enforcement

Create an Appl Search Appl

Listed below are the fees based upon the information you've entered. The following screen will display your total fees.

Fees
Fees Qty. Amount
Records-No Plan Permits/Other 1 $20.00
PVS-Template SDU/DUP/TH (1) 1 §242.00
PVS-Template SDU/DUP/TH (P) 1 $179.00

TOTAL FEES: $441.00
Note: This does not include additional inspection fees which may be assessed later.

| RECEIVED A “RECHECK REQUIRED” EMAIL FROM A REVIEW DISCIPLINE. HOW DO | LOOK FOR

THE ISSUES REPORT?

e Loginto your online
permitting account

e Enter your username and
password*

*|f you are a new user, see the
tutorial on how to register for
an account

e Select "DSD Permits”

Your records will be displayed

3 e Select the PR] you wish to see

the Project Issues Report for

0O 00od

DSD Permits  DSD Code Enforcement

Advanced Search

T

[ Remember me on this computer

oo || 20

I've forgotien my password  Hew Users: Register for an Account

Please Login

Many online services offered by the Agency require login for security reasons. If you are an existing user, please enter your user name and password
in the box on the right.

New Users

If you are a new user you may register for a free Citizen Access account. It only takes a few simple steps and you'll have the added benefits of seeing
‘acomplete history of applications, access to invoices and receipts, checking on the status of pending activities, and more.

DSD Permits

Home DSD Code Enforcement

Create an Application Search Applications

owzs/2021 PRI-8001673 Fire Standard-Fire:101/Ash Issued
g Approval - Construction - Fire Pmt  Approval - Construction - Fire Pmt
ov/2s/2021 PMT-8001628 Approv: Approval - Cons Issued
» Approval - Construction - Fire Pt Approval - Construction - Fire Pt
owzs/2021 PMT-8001629 ez b ssued
01/25/2021 €C-8001682 Building Construction Change ;:g;:lﬁr;;hcn Change - PR3- In Review
o1/25/2021 CC-8001693 Building i oy Ce -0 In Review
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e Click the “Attachments” tab e

To upload attachments:

Previously attached documents will i Gt s e s
be displayed.

4 . . Attachments (2

You will see your Project Issues N

File Name File Size. Status Type Refresh
Report by discipline displayed. Fy—— s s
e Click the “Actions” drop-down ‘ ‘

Click “Download” and the selected

Project Issues Report will download
5 -

Detail

, I Download I

| RECEIVED A “READY FOR RESUBMITTAL” EMAIL. HOW DO | SUBMIT THE REQUESTED
DOCUMENTS?

You will receive an email for Recheck Required if there are corrections to be made to the plans or if
additional information is needed.

e Loginto your Online

DSD Permits  DSD Code Enforcement

Permitting Account Advanced Search
e Enter your username and
Y T N N B R o0
password
[ Remember me on this computer Ive forgotten my password  News Users: Register for an Account

Please Login

Many online services offered by the Agency require login for security reasons. If you are an existing user, please enter your user name and password
in the box on the right.

New Users

If you are a new user you may register for a free Citizen Access account. It only takes a few simple steps and you'll have the added benefits of seeing
acomplete history of applications, access to invoices and receipts, checking on the status of pending activities, and more.

Register Now »
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Apply for a Permit Online - Building Construction

e Open the “Ready for Resubmittal” email
e Click the link to upload the documents

Dear DONNA D'ORSI,

All review disciplines have completed their reviews for PR1-8001748. At this time, additional documents and information are required to continue the review process.

IMPORTANT: All required documents requested by all review discipli

s must be

Please click here vhen you are ready to upload all of the required documents for resubmittal.

Thank you,
Development Services Department

City of San Diego

e Select the DSD Permits tab

Your records will display with the
current statuses.

e Click on the blue PRJ link of
the project

Your project information will load.

e Click the “"Attachments” Tab

Previously attached documents will
be displayed.

e Click on “"Add Attachment”

Home DSD Permits JSD Code Enforcement

Create an Search

loaded at the same time. Incomplete submittals will result in review delays.

n the dropdown list of filters above, choosing “Exclude Packages” willfilter only Project and Permit type records.

Jo sort the table below, click the column name to perform an alphabetical sort on that column. For example, click “Application Name" to sort records by Application Name in ascending order (A-2), and cl

0 sort in descending order (Z-A)

Showing 61-70 of 100+ | Download results | Add to collection

[1 Dae Recard Number Record Type Application Name. Description Status
- Approval - Construction - Fire Pmt  Approval - Construction - Fire Pmt
0 owtzrz021 PMT-8001493 R B S Opened
[ owszzozs PRI-8001528 Fire Standard-Fire:4250/05th Issued
g Approval - Construction - Fire Pmt  Approval - Construction - Fire Pmt
W omEm PHTR0014%6 - Underground - Underground:1222/01st =t
- Approval - Construction - Fire Pmt  Approval - Construction - Fire Pmt
[ owtzrzo2t PMT-8001457 i A o 2 aalont Opened
. Approval - Construction - Fire Pmt  Approval - Construction - Fire Pmt
O outzrozs PMT-8001458 e e Opened
O outzrzozt PRa-8001525 Fire Standard-Fire:1222/015t Recheck Required
F .
Record Info Payments Attachments
To upload attachments:
1. Click Add to start the process
2. Click Add for each file to upload
The maximu fle size dlovied is 400 B,
types to upload,
ip are types to upload.
Attachments (2)
‘ Actions ™ ‘ Fire Alarm Plans PRI-8001577.pdf 1.2MB Uploaded Fire Alarm Pl
Fire Permit Warksheet PRI-8001577.pdf 189.58 kB Uploaded Fire Permit W

[
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e Select‘Choose File’ and
drag/drop or search your files
to attach them

e C(lick Type' drop-down and
select file type

e Provide a brief description of
the document

e Click the Submit button

***|f submitting Applicant Response
to Issues, upload requested
documents. If the responses are for
more than one discipline, combine
responses into one PDF file for
upload***

Tips:

e Ifyou have any items to
submit that were not
requested, upload them first.

e When your resubmittal
contains all the required
documents, the Add button
will disappear.

The documents will be validated by
Scout and be uploaded to the project
record (PR))

Apply for a Permit Online - Building Construction

New Attachment X

Mew Attachment

Choose File | No file chosen

Type

--Select-- v

Description

Enter a brief
description of the

document

Attachments

Finishing upload of Fire Specs 372KB.pdf. Please wait for the page to refresh

Attachments (3)

Fire Alarm Plans PRI-8001577.pdf 12M8 Uploaded Fire Alarm Plans

Fire Permit Worksheet PRI-8001577.pdf 189.58 k8 Uploaded Fire Permit Worksheet

108

Fire Alarm Specs PRI-8001577.pdf I47k8 Uploaded Fire Alarm Specs
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| RECEIVED A “ISSUANCE CHECKLIST REQUESTED"” EMAIL. HOW DO | SUBMIT THE REQUESTED

DOCUMENTS?

[ ]

You will receive a Recheck Required email if there are corrections to be made to the plans or if additional

information is needed.

e Loginto your Online
Permitting Account

e Enter your username and
password

e Open the “Issuance Checklist
Required” email.

e C(lick on the link to submit
documents

e Select the DSD Permits tab

Your records will display with the
current statuses.

e Click on the blue PRJ link of
the project

DSD Permits  DSD Code Enforcement

Advanced Search

[ Remember me on this computer

A o |

Ive forgotten my password  Hew Users: Register for an Account

Please Login
Many online services offered by the Agency require login for security reasons. If you are an existing user, please enter your user name and password
in the box on the right.

New Users

If you are a new user you may register for a free Citizen Access account. lt only takes a few simple steps and you'll have the added benefits of seeing
.a complete history of applications, access to invoices and receipts, checking on the status of pending activities, and more.

Register Now »

Dear Customer,

ES

PRJ-1004554 requires a recheck. Please visit our website to see the Project Issues Report and the marked-up planz Use this link to login t

Required Documents:
Building Construction Plans: DBCS-Photovoltaic Management

Comments:

For questions or if you need assistance, please email DSDPVStatus@sandiego.gov.

Thank you,
City of San Diego

Homi DSD Pe SD Code Enforcement

|
Create an Applicatit Search

nthe dropdown list of fitters above, choosing “Exclude Packages” will fiter only Project and Permit type records.

o sort the table below. click the column name to perform an alphabetical sort on that column. For example. click “Application Name" to 5ort records by Application Name in ascending order (A-2), and c|
0 sort in descending order (Z-A)

Showing 61-70 of 1004 | Download results | Add 1o collection

] ome Record Number Recora Type Application Name Description status
= Approval - Construction - Fre Pt Approval - Construction - Fire Pt
O oummon  eursoosass Approv SEECsGn Opened
O oummon  erisoosszs Fre Standord-Fire:4250/051n tssuea
. Approval - Construction - Fire Pt Approval - Construction - Fire Pt
L owzpeat  puT-8001498 ~Underground ~Underground:1222/01st ==
. Approval - Construction - Fire Pt Approval - Construction - Fire Pt
O oummon  eursoots Approal - con Approl - Corsimcton Opened
g Approual - Construction - Fire Pt Approval - Construction - Fire Pmt
O owszpeer e - Underground - Underground: 1222/01st =t
O owzeon | era-sovsszs fire Standard-Fire:1222/01st Recheck Requirea
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Your project information will load.
Record PRJ-8003380:
¢ Click the “Attachments” Tab ecor

Building Construction

Record Status: Issuance Checklist Requested

Record Info Payments Attachments
Previously attached documents will S
be displayed.
To upload attachments:
e Click "Add Attachment” . i Eﬂﬂiﬁf:i?n‘“ﬁ;:}’:iim
types to upload.
disallowed file types to upload.
Attachments (2)
Fire Alarm Plans PRJ-8001577.pdf 1.2 MB Uploaded Fire Alarm PI.
Fire Permit Worksheet PRI-8001577.pdf 189.58 kB Uploaded Fire Permit V)
e Select “Choose File” and
New Attachment X

drag/drop or search your files
to attach them
e Click “Type” drop-down and New Attachment

select file type . _
e Provide a brief description of Choose File | No file chosen

the document

Type
e Click the Submit button .
--Select-- v
Repeat until all requested documents
have been uploaded Description e & [

description of the

document




Development
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SD)
The documents will be validated by

Scout and be uploaded to the project
record (PR))

Tip: When your resubmittal contains
7 all the required documents, the Add
button will disappear.

Apply for a Permit Online - Building Construction

Rev. 07/19/2021

e

To upload attachments:
1. Ciick Ad

Finishing upload of Fire Specs 372KB.pdf. Please wait for the page to refresh

Attachments (3)
File Name File Size Status Type Refresh
Fire Alarm Plans PRI-8001577.pdf 12M8

Uploaded Fire Alarm Plans

Fire Permit Worksheet PR1-8001577.pdf 180.58 k8 Uploaded Fire Permit Worksheet

Fire Alarm Specs PRI-8001577.pdf 714748 Uploaded Fire Alarm Specs

Add Attachment

| RECEIVED A “REVIEW COMPLETE/PERMIT READY FOR PAYMENT"” EMAIL. HOW DO | PAY MY

INVOICE?

e Logintoyour Online
Permitting Account

e Enter your username and
password

Open the “Approved” email

e Click on the link provided

DSD Permits  DSD Code Enforcement

Advanced Search

[] Remember me on this computer

R

Ive forgotten my password  New Users: Register for an Account

Please Login

Many online services offered by the Agency require login for security reasons. If you are an existing user, please enter your user name and password
in the box on the right.

New Users

If you are a new user you may register for a free Citizen Access account. It only takes a few simple steps and you'll have the added benefits of seeing
a complete history of applications, access to invoices and receipts, checking on the status of pending activities, and more.

Title
Invoice for Record PMT-
Attachment(s)

DSD_007_Invoice_20200318_144403.pdf(51.16 KB)
Content
ocr .

Please do not reply to this email, this mailbox is not monitored.

Plan check for PMT-Jll has been completed and an invoice has been generated and is ready for pay menI Please click this link to pay the invoice and proceed to permit issuance. I

Thank you

City of San Diego
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Click on DSD Permits tab.

e Select the record listed in the
email

OR

Scroll down to the search field for
Records

e Input the PR into the General
Search in this format:
PRJ-1234567

Verify that the record has the status:
Approved Upon Final Payment.

e Select “Payments” tab
e Then, select “Fees”

Click on “Pay Fees"”

Apply for a Permit Online - Building Construction

Rev. 07/19/2021

<

Home  Building R LG DSD Code Enforcement

Create an Application Search Applications

In the dropdown list of filters above, choosing “Exclude Packages™ will filter only Project and Peri

To sort the table below, click the column name to perform an alphabetical sort on that column. |
again to sort in descending order (Z-A).

Show on Map

Showing 1-10 of 100+ | Download results | Add to collection

[] Date Record Number Record Type
Photo-voltaic Residential

D 02/16/2021 PRJ-1004641 Project

O 02/16/2021 PMT-3004537 Approval - Construction -

Electrical Pmt - PV Combo

General Search

Record Type:

--Select--

Record Number:

Record Status:

Add the Project
number (PRJ-XXXXXX)

Record PMT-

Approval - Construction - Electrical Pmt - PV Combo

Record Status: Approved Upon Final Payment

Record Info

Qutstanding:
Date
01/12/2018
01/12/2018

Payments

Invoice Number
617932
617932
617932

Amount
520.00

$242.00
§179.00

Pay Fees

Total outstanding fees: $441.00
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The following screen will load. Home 55D Code Enforcement
° FO”OW InStrUCtlonS tO pay Create an Applicati Search Applicatif Schedule an Inspection

Listed below are the fees based upon the information you've entered. The following screen will display your total fees.

6 Fees

Fees Qty. Amount
Records-No Plan Permits/Other 1 $20.00
PVS-Template SDU/DUP/TH (I} 1 $242.00
PVS-Template SDU/DUP/TH (P} 1 $179.00

TOTAL FEES: $441.00
Note: This does not include additional inspection fees which may be assessed later.

PERMIT STATUS IS “ISSUED.” HOW DO | DOWNLOAD MY APPROVED PLANS?

o LOg into your Online DSD Permits ~ DSD Code Enforcement
Permitting Account Advanced Search
L] Enter your username and

[] Remember me on this computer I've forgotten my password New Users: Register for an Account

password

Please Login

Many online services offerad by the Agency require login for security reasons. If you are an existing user, please enter your user name and password
in the box on the right.

New Users

If You are a new user you may register for a free Citizen Access account. It only takes a few simple steps and you'll have the added benefits of seeing
a complete history of applications, access to invoices and receipts, checking on the status of pending activities, and more.

e Select the “DSD Permits” tab

> 118 DSD Permits DSD Code Enforcement

Create an Application Search Applications

Your records will be displayed

[ ovasreozn PRI-8001673 Fire Standard-Fire:101/Ash Issued
. Approval - Construction - Fire Pmt  Approval - Construction - Fire Pmt
X [ ouzsrozn PMT-8001628 Ao b e Issued
e Select the PR record you wish e comcion
g proval - Construction - Fire Pmt  Approval - Construction - Fire Pmt
3 [ ouasreozn PMT-8001629 any R o Issued
i i i i Construction Change - PRI-
to p rl nt by C I IC k| n g on t h e [ owzsizoz CC-8001682 Building Construction Change Sonieys on Change In Review

blue link
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The record details will be displayed

e Click the “Attachments” Tab Record PRJ-8003204:

Building Construction

Record Status: Issued

Record Info Payments Attachments.

The attachments for this project will
Aftachmeants (5] Approved or Reviewer Issues (2]

be displayed.
. Filz Namea Fle Size
5 Status will be “Approved”
Buwilding Construction Plans - Issued PRI-5003204.pdf 553 MB
Euwilding Construction Plans Viol, 2 - Issued PRI-8003204.pdf 165,39 ME
The document name will contain the " o -
g T Building Construction Plans - Issued PRI-800Z2204,
word “Issued” =
6 . . )
- Ditail
e Clickonthe Actions drop = 1g Construction Plans Vo, 2 - Issued PRI-8003204,
down and click “Download” Download -

HOW DO | SCHEDULE INSPECTIONS?

e Loginto your Online
Permitting Account
1 e Enter your username and

paSSWO rd User Name or E-mail: Password: m

[C] Remember me on this computer I've forgotten my password New Users: Register for an Account

DsSD Permits  DSD Code Enforcement

Advanced Search
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e Click on “My Records” and
your records will be displayed

e Click on the permit number
for which you would like to
schedule inspection.

The status must be “Issued” to
schedule an inspection.

Click on “Record Info” button for
drop-down options

e Click on “Inspections”

.- DSD Permits

Apply for a Permit Online - Building Construction

Showing 1-10 of 100+ | Download results | Add to col

[ Date

O 01/27/2021
O 01/27/2021
O 01/27/2021
[0  owzs2021

O 01/25/2021

- DSD Permits.

Record Number

PRJ-8001732

PMT-8001697

PMT-8001698

PRJ-8001673

PMT-8001628

lection

Record Type Application Name Deseription

Fire Standard-Fire:1222/01st

Approval - Construction - Fire Pmt  Approval - Construction - Fire Pmt
- Kitchen Hood - Kitchen Hood:1222 /01st

Approval - Construction - Fire Pmt  Approval - Construction - Fire Pmt
- Kitchen Hood - Kitchen Hood:1222/01st

Fire Standard-Fire:101/Ash

Approval - Construction - Fire Pmt  Approval - Construction - Fire Pmt
- Alarm - Alarm:101/Ash

Status

Issued

Issued

Issued

Issued

Issued

Showing 1-10 of 100+ | Download results | Add to cellection

J Date.

[ owz7ra021
O 01/27/2021
[]  owzrrz021
[]  owzsr2021

[ owzsrzo21

Record PMT-8001628:

Record Number

PRI-8001732

PMT-8001697

PMT-8001698

PRJ-B001673

PMT-8001628

Record Type Application Name: Description

Fire ‘Standard-Fire:1222/01st

Approval - Construction - Fire Pt Approval - Construction - Fire Pmt
- Kitchen Hood - Kitchen Hood:1222/01st

Approval - Construction - Fire Pmt  Approval - Construction - Fire Pmt
- Kitchen Hood - Kitchen Hood:1222/01st

Fire Standard-Fire:101/Ash

Approval - Construction - Fire Pmt  Approval - Construction - Fire Pmt
- Alarm - Alarm-101/Ash

Status

Issued

Issued

Issued

Issued

Issued

Approval - Construction - Fire Pmt - Alarm

Record Status: Issued

Expiration Date: 01/25/2021

Record Info

Payments Conditions o Attachments

Record Info

Record Details
Processing Status
Related Records

Inspections
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The inspections screen will appear,
showing upcoming and completed
inspections.

e Click on the “Actions” link of
the inspection you would like
to schedule

e Click on the “Schedule” link

e Click on the date you would
like the inspection. It must be
a future date, not same day.

e Then, click on the “All Day”
radio button and finally click
“Continue”

Apply for a Permit Online - Building Construction

Rev. 07/19/2021

Inspections

Please Note: Combination - Disconnect Reconnect Inspection type needs to
an "Electrical” upgrade(s)/replacement(s)

Upcoming (2)

Schedule an Inspection

Click the link above to schedule one.

TBD Pending Elect-Fire Al Final (3) Tenant Impi (18517181) Actlons w
Inspector: unassigned View Details

01/25/2021 Scheduled Elect-Fire Alarm-Rough Tenant Imp (18517180) ~ Schedule
Inspector; John Bayliss

Completed

There are no completed inspections on this record.

Actions »

View Details

Schedule -

Schedule/Request an Inspection x
calendar below:
Jan 2021 Feb 2021 Mar 2021
Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Ti
1 2 1 2 3 4 5 6 1 2 3 4
3 4 5 6 7 8 9 7 8 9 10 11 12 13 7 8 9 10 11
10 11 12 13 14 15 16 14 15 16 17 18 19 20 14 15 16 17 1
17 18 19 20 21 22 23 21 22 23 24 25 26 27 21 22 23 24 2¢
24 25 26 27 28 29 30 28 28 29 30 31
3
« Prev
O All Day
Cancel
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The following screen will be
displayed. If needed, click on ‘Change
contact’ to enter a new person for the
inspector to contact.

If no changes are needed, click on
“Continue”

The following screen will be
displayed. Review the information
and if correct then click “Finish.”

If not correct, then click ‘Back’ and
you can edit the information or click
‘Cancel’ to begin the process from the
start.

Include any additional notes for the
inspector here.

e Click "Continue”

You will be returned to the
Inspections screen where you can
confirm that the inspection was
properly scheduled.

Apply for a Permit Online - Building Construction

Schedule/Request an Inspection X

Inspection type: Elect-Fire Alarm-Final (3) Tenant Improvement
Location and Contact
Verify whether the location and contact person for the selected inspection are correct.

Location
101 Ash St

Contact
DONNA D'ORSI
8586272013

Change Contact v

Back Cancel

Schedule/Request an Inspection X
Confirm Your Selection

Please confirm the details below and click the Finish button to schedule the inspection.

Elect-Fire Alarm-Final (3) Tenant Improvement
01/28/2021

101 Ash St

DONNA D'ORSI 8586272013

Include Additional Notes

Back Cancel

Click the link above to schedule one.

TBD Pending Elect-Fire Alarm-Final (3) Tenant Improvement (18517181) Actions v
Inspector: unassigned
01/25/2021 Scheduled Elect-Fire Alarm-Rough Tenant Imp (18517180) Actions v

Inspector: John Bayliss

Completed

There are no completed inspections on this record.
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HOW TO SUBMIT A CONSTRUCTION CHANGE APPLICATION

e Tologinto your Online
Permitting Account, enter

DSD Permits  DSD Code Enforcement

Advanced Search

your username and
password, and press the Uerhameoremat: | | eewew [ [T
Login button.

[] Remember me on this computer I've forgotten my password New Users: Register for an Account
1 Please Login
Many online services offered by the Agency require login for security reasons. If you are an existing user, please enter your user name and password
in the box on the right.
New Users

If you are a new user you may register for a free Citizen Access account. It only takes a few simple steps and you'll have the added benefits of seeing
a complete history of applications, access t0 invoices and receipts, checking on the status of pending activities, and more.

e Click on DSD Permits tab

e Click on “Create an
2 Apphcat'on" Home DSD Permits DSD Code Enforcement

I Create an Application I Search Applications

e Read the General Disclaime

and then place a check mark . -
General Disclaimer

co nfirmi ng yOU ra Ccepta nce. This website is intended for convenience and informational purposes only.

° The n, click Continue Whi le we strifre to ensure the accuracy, _timeliness. and_function ?f tl‘_lis website, the
. . City of San Diego makes no representations or warranties regarding its content,
3 App/lcatlon condition, sustained performance, resistance and immunity to computer viruses or

malware, or proprietary infringement.

| Fave read and accepted the above terms.
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Select “Building Construction
Change.”

» Building Applications
(") Building Construction

Use this record for construction
(") Building Construction - CIP or Public Project

changes to Accela projects, if your () Building Construction - Master Plan Accessory Structure
project was a PTS or Hybrid project, () Building Construction - Master Plan MDU
use the Hybrid system to apply for 0 Building Consiruction - Master Plan SDU

you construction change.

O Deferred Su bm|ttal

(") Demolition
1 Fira

e Enter the PR] # in the exact
format PRJ-XXXXXXX

e Provide a narrative of the

e Enter the permits affected by
this construction change
a pp | | Cati on ;'I:rlga;:c%r&viél:atrll\;e;}roc)rj:ect number you would like to submit the

e Click Continue Application *Please provide scope of the construction change:

Step 1:Application Information > Information

CONSTRUCTION CHANGE VALIDATION

B e

RELATED PERMITS

e C(Click “Add a Row”

Showing 0-0 of 0
Permit Number

No records found.

=)
e Enterrelated permit numbers
using the format PMT- RELATED PERMITS
1234567 * Permit Number:
e Click Submit and the PMT will [ PMT-3004505]

be added
« I
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e Repeat if more permits are
related to this construction
change

e Click Continue Application

Click Add to upload the
documents that reflect the
proposed change.

e Click “Choose File” and select
from your computer.

e Provide the “Type" of
document that you are
uploading

e Provide a brief description of
the document

o Click Submit

10

Apply for a Permit Online - Building Construction

Rev. 07/19/2021

RELATED PERMITS

Showing 1-1of 1
[ ] Permit Number

O PMT-3004505

ey e

Step 3:Step 4 >Attachments

The maximum file size allowed is 200 MB.

ip are file types to upload.

File Name File Size Type

No attachments added

Add

New Attachment

Choose File | Building Con...n Plans.PDF
Type

‘ Building Construction Plans b

Description

-

- [ R
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Your uploaded files will be displayed

Click Continue Application

Apply for a Permit Online - Building Construction

Rev. 07/19/2021

The maximum file size allowed is 200 MB.

File Name

Building Construction Plans.PDF

Fle Size Type

4.88 ME Building Canstruction Plans

Continue Application » _

You will get the message
displaying your CC number
that was created.

You will receive a
confirmation email with the
number as well.

Thank you for using our online services.
Your Record Number is CC-8001742.

You will need this number to check the status of your applicatior
fees have been assessed or permit issuance has been processed.

Choose View Record Details” to Schedule Inspections, check stz

View Record Details» |
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| RECEIVED A “PENDING INVOICE PAYMENT” EMAIL FOR MY CONSTRUCTION CHANGE. HOW DO |
PAY?

e Logintoyour Online
Permitting Account by i r—

DsSD Permits  DSD Code Enforcement

entering your username and

password and then clicking Gernemeortmatt || oees [ | [EIE
0 n th e Logl n b Utto n . [[] Remember me on this computer I've forgetten my password New Users: Register for an Account

Please Login
1 Many online services offered by the Agency require login for security reasons. If you are an existing user, please enter your user name and password
in the box on the right.

New Users
If you are a new user you may register for a free Citizen Access account. It only takes a few simple steps and you'll have the added benefits of seeing
a complete history of applications, access to invoices and receipts, checking on the status of pending activities, and more.

Register Now »

e Using the email information, search for and select the applicable permit record

Hello DONNA D'ORSI,

Please do not reply to this email, this mailbox in not monitored.

Pre-Screen for PRI-8001760 has been completed, and an invoice with initial plan check fees has been generated, please pay the attached invoice so the project can be Deemed Complete.
Log into you Online Permitting Account, select the PRJ listed above and click the payment tab, outstanding fees will be shown here, follow the ‘Pay Fees' link to pay.

Comments:

After we receive payment, your project will be Deemed Complete, and the status updated to_In Review.
For gquestions about your user account or help uploading, contact DSD-OpenDSDHelp@sandiego gov
Thank You,

City of 5an Diego

Development Services Department
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Your record will be displayed Record CC-8001682:

e (lick “Payments” Tab
e Click “Fees” link

Building Construction Change

3 Record Status: Pending Invoice Payment

Record Info Payments - Attachments

‘ Fees

e Click on “Pay Fees”

QOutstanding:
Date Invoice Number Amount
4 01/12/2018 617932 $20.00 Pay Fees
01/12/2018 617932 $242.00
01/12/2018 617932 §179.00

Total outstanding fees: $441.00

Fees

The following screen will load. = = P
Hriy-DSD Rvw Fire Plan Proj 1 521793
e Click Continue Application and o ————

Note: This does not include additional inspection fees which may be assessed later.

[Ee==a]

5 follow instructions to pay.

HOW DO | DOW AD APPROVED PLANS FOR MY CO

e Logintoyour Online
Permitting Account by e e——

DSD Permits  DSD Code Enforcement

entering your username and
password and then clicking vtameortmsts [ eewes [ | [EE

on the Login button.

[] Remember me on this computer  Ive forgotten my password  Hew Users: Register for an Account

1 Please Login
Many online services offered by the Agency require login for security reasons. If you are an existing user. please enter your user name and password
in the box on the right.

New Users
If you are a new user you may register for a free Citizen Access account. It only takes a few simple steps and you'll have the added benefits of seeing
acomplete history of applications, access to invoices and receipts, checking on the status of pending activities, and more.
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Select the “DSD Permits” tab

Apply for a Permit Online - Building Construction

Rev. 07/19/2021

Home | el =Tyl DSD Code Enforcement

Create an Application Search Applications

Your records will be displayed

Select the record you wish to
print by clicking on the blue
link

0O000oo

o1/25/2021 PRI-B8001673 Fire. Standard-Fire:101/Ash

Approval - Construction - Fire Pmt

Approval - Construction - Fire Pmt
- Alarm - Alarm-101/Ash

01/25/2021 PMT-8001628

Approval - Construction - Fire Pmt

Approval - Construction - Fire Pmt
- Alarm - Alarm:101/Ash

ow/25/2021 PMT-800162%

Construction Change - PRI-

01/25/2021 CC-8001682 Building Construction Change Soorers

o Cha. Construction Change - PRI-

CC-8001693 Building C+

o1/25/2021 AON1AA?

The record details will be displayed
Click the “Attachments” Tab

Record CC-8001682:

Building Construction Change

Record Status: In Review

Record Info Payments I Attachments

Click the “Approved or Reviewer
Issues” tab

The attachments for this CC project will
be displayed

Click on the Actions drop-down and
click “Download”

Attachments (1}

Building Construction Plans - Issued CC-8003502,pdf

Approved or Reviewer Issues (1)

Attachments (1)

Approved or Reviewer Issues (1)
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HOW DO | APPLY FOR A DEFERRED FIRE SUBMITTAL?

Select a record type P Building Applications

N . o O Building Construction
e Select "Deferred Fire Submittal o) Building Caonstruction - CIP or Public Project
e Click Continue Application () Building Construction - Master Plan Accessory Structure
() Building Construction - Master Plan MDU
() Building Construction - Master Plan SDU
() Building Construction - Special Programs
) Building Construction Change
{® Deferred Fire Submittal
() Deferred Submittal
) Demaolition
1 i) Fire
() Fire Construction Change
() Mo-Plan - Monresidential/Muliifamily - Electrical
) Mo-Plan - MonresidentialMuliifamily - Mechanical
() Mo-Plan - NonresidentialMultifamily - Plumbing
() No-Plan - Residential - Combination Mech/Elec/Plum
() Photo-voltaic Construction Change
() Photo-voltaic Residential Project

Application Info

Continue Application

e The PR] number Submittal Validation

o Sco pe mﬂ:mﬂg}ehp:qumheryw would like to submit the o0 o000

e  Whether itis for a single family lesse rovide seape o e Defemedt St .
2 home or duplex

* Are you submitting a Deferred Fire Submittal for Single Family () vas (@ No
Home or Duplex:

" indow il popap EE
window will pop up
RELATED PERMITS
Showing 1-1of 1

3 ] ‘Add 3l the Bullding Parmite for which you want azeoclats this Defamad Submittal

O PMT-8003350
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e Add the PMT number in the
pop up window using the
format PMT-1234567

e Add additional PMTs by clicking
“Add a Row" again, until all
PMTs have been added

e Click Continue Application

Deferred Fire Permit Types

e Select the requested Deferred
Fire Permits
e Click Continue Application

Add attachments
e Click the Add button

Apply for a Permit Online - Building Construction

Rev. 07/19/2021

RELATED PERMITS

*Add all the Building Permits for
which you want associate this
Deferred Submittal:

PHMT-XXXXXXX
a
B o

+ I ——

DEFERRED FIRE PERMITS

Fire Permit - Alarm:

Fire Permit - Kitchen Hood:
Fire Permit - Suppression:

Fire Permit - Underground:

Ooooo

The maximum file size allowed is 200 MB.

File Hame File Size Type

No attachments added

O 4=
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e Select“Choose File" and
drag/drop or search for your
files to attach them

e Click “Type” drop-down and Choose File | Mo file chosen

select file type

Mew Attachment

e Provide a brief description of Type

the document -Salact-- W
e Click the Submit button
e Repeat until all documents Description

have been uploaded
e Click Continue Application

Close
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Review

e Review the application and return to previous steps by clicking on green and yellow step tabs
e Click Continue Application

| & Havwrw 5 Sutmilled
Srep 4 Review
Pl review all infosmtion: below. Click fha Tdi™

Deferred Fire Submittal

Defarrad Submuttal for-

Plemm ruch 1D 5 Disfurred frs sprnkds:
B e mibrmising  Dudarred Fira 5 d fmr Sirpla Farmity Homa Mo

or Duplan:

Custom Lists

LT PSS

Your record will be created and displayed,
and an email with further instructions will

be sent. Woer applicasion has beon successiully shmbod.
PAGSED [ YOUN raCrd and Beain 3 Copy for your recoids.

Svep 5 Submitved

Thank pou for uung cwr onling SEReCEs
Your Recond Mumbsr i FOEF-0000017.

Wow will naexd this numbsar 1o check the e of your applicaion o =0 schaduls’'chack resulks of iImpacsions. o pecl
oS s DOaN 2555500 OF PRIt BSEN has Boon peocssed.

Chooss View Feooed Dsails” w0 Schoduls Inspectons. checi nases. o make other updates.
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HOW DO | APPLY FOR A DEFERRED SUBMITTAL?

Select a record type

» Building Applications

o Select “Deferred Submittal” to © Building Construction -

. . (O Building Construction - CIP or Public Project
submit plans for items that were (O Building Construction - Master Plan Accessory Structure
deferred from your building permit O Building Construction - Master Plan MDU
p|a ns (O Building Construction - Master Plan SDU

. . . . (O Building Construction - Special Programs
e Click Continue Application O Building Construction Change
() Deferred Fire Submittal
(@) Deferred Submittal
() Demolition
1 () Fire

() Fire Construction Change

() Mo-Plan - Nonresidential/Multifamily - Electrical

(O No-Plan - Monresidential/Multifamily - Mechanical

(T) Mo-Plan - Nonresidential/Multifamily - Plumbing

(") No-Plan - Residential - Combination Mech/Elec/Plum
() Photo-voltaic Construction Change

(O Photo-voltaic Residential Project

Application Info

Provide:

Submittal Validation

e The PR) number this deferred

Invalid Project Seatus of: Pre-Scraen

submittal is related to Detemec Submita o Yo would ke to SIS oes snosses
2 o SCO pe *Please provide scope of the Deferred Submittal: Deferred curtain wall

will pop up

RELATED PERMITS

Showing 0-0 of O
3 Parmlt Numbsr
No records found.
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e Add the PMT number in the pop up

window using the format PMT- RELATED PERMITS
1234567 )

e Add additional PMTs by clicking *Permit Number:
“Add a Row"” again, until all PMTs [F"~‘T—BE:-E:-395|:{ ]

have been added
e Click Continue Application

Cancel

Add attachments

Lustom Component

e Click the Add button

The maximum file size allowed is 200 MB.

No attachments added

e Select“Choose File” and drag/drop
or search for your files to attach New Attachment

them Choose File | Building Co...icn Plans.PDF

e Click “Type"” drop-down and select

file type (Building Construction Type
Plans) o _
e« Provide a brief description of the Building Construction Plans v
document o
Description

e Click the Submit button

e Repeat until all documents have
been uploaded

e Click Continue Application

Close
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Review

e Review the application and return to previous steps by clicking on green and yellow step tabs
e Click Continue Application

3 Fawirw & Subrmilled

e

1
|

Record Type

Deferred Submittal

Application Info

i
jil
i‘i
1
;1
3

%
g

Plosos off th Dy 5 Diafmred cartam wall
Helated Permits
Your record will be created and displayed, Step 5:Submitted
and an email with further instructions will
Wour application has beon sucoaxsiully submisiod.
be sent. Pl prine your recod and setain 2 Copy for your recors.

Thanic pow dor uing our onling serecEl
Voar Recond Number is FOEF-000D0LT_

Wou will naexd shits numbar 10 Check tha Sames of your 2ppilcasion of =0 sChaduls’'chack roauls of INEpaCsions. S peol
s e bean assassad On pormit Essens has boan processad.

{Chooss Viow Resooed Doaalls” w0 Sohoduks INspacHons. Chedll et oF makn other updaios.
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HOW DO | PRINT AN APPROVAL REPORT AND INVOICE REPORT?

APPROVAL REPORT

DSD Permits  DSD Code Enforcement
Advanced Search
e Loginto your Online
Permitting Account GrMameorEmait | e | OO0
e Enter your username and
password

[] Remember me on this computer  I've forgotten my password  Hew Users: Register for an Account
Please Login
Many online services offered by the Agency require login for security reasons. If you are an existing user, please enter your user name and password
in the box on the right.
New Users

If you are a new user you may register for a free Citizen Access account. It only takes a few simple steps and you'll have the added benefits of seeing
a complete history of applications, access to invoices and receipts, checking on the status of pending activities, and more.

e Click on the DSD Permits tab

and your records will be Home IO '] DSD Code Enforcement
2 displayed

Create an Application Search Applications

e Click on the PMT you wish to oupaes e s
3 prl nt th e App rova I Repo rt fo r 01/29/2021 PRI-8001760 Fire Standard-Fire1222/01st Issued

01/28/2021 PRI-8001754 Fire Standard-Fire:1650/08th In Queue

The selected record will be displayed Record PMT-8001719:

Approval - Construction - Fire Pmt - Underground

4 Record Status: Issued
Expiration Date: 01/29/2021

Record Info Payments Attachments

e Click on the “Reports” drop-down menu
e Select “Approval”

Announcements Logged in as:Donna D'Orsi Collections (0N Reports (2) ¥ § Account Management Logout

Home WMexisli-yylicll DSD Code Enforcement

Create an Application Search Applications

Record PMT-3056699: Add to collection
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A pop-up window will open. Make
sure that the correct permit number
appears, if not, enter the correct
permit number.

e Click on Submit

INVOICE REPORT

e Log into your Online
Permitting Account

e Enter your username and
password

e Click on DSD Permits and
your records will be displayed

Locate your record in the list
displayed.

e Click on the blue link to select
that record

Apply for a Permit Online - Building Construction

* Approval 1D:

PMT-2056659

DSD Permits  DSD Code Enforcement

Advanced Search

[ Remember me on this computer

Please Login

I've forgotten my password

Please input report parameter(s):

Hew Users: Register for an Account

Many online services offered by the Agency require login for security reasons. If you are an existing user, please enter your user name and password

in the box on the right.

New Users

If you are a new user you may register for a free Citizen Access account. [t only takes a few simple steps and you'll have the added benefits of seeing
a complete history of applications, access to invoices and receipts, checking on the status of pending activities, and more.

Home | @e=ol=Tq 0]+ | DSD Code Enforcement

Create an Application

01/28/2021

01/28/2021

01/28/2021

01/28/2021

01/27/2021

PMT-8001710

PRJ-8001747

CC-8001745

CC-8001742

PRJ-8001732

Search Applications

Approval - Construction - Fire
Pmt - Underground

Fire
Building Construction Change
Building Construction Change

Fire
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e To generate the Invoice
report, click on the
“Payments” Tab and then on
“Fees”

Record PMT-8001719:

Approval - Construction - Fire Pm:

Record Status: Issued
Expiration Date: 01/29/2021

Record Info Payments - Attachments
Q Fees

Make note of the invoice number

Record Info Payments Attachments
Fees

Paid:

Date Invoice Number Amount
01/29/2021 80992 §509.34

Total paid fees: $599.34

e Click on the “Reports” drop
down
e Select “Invoice”

Announcements Logged in as:Donna D'Orsi  Collections EOJI Reports (2) VI Account Management Logout

A pop-up window will open. Make
sure that the correct invoice number
appears. If not, enter the invoice

number. Please input report parameter(s):
e Click on Submit
e Invoice of Permit or Project * |nvoice Number:
will be displayed in PDF
format. I 81183| I

E3 3
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APPENDIX A - STATUS DEFINITIONS

. Pre-Screen In Queue Initial submittal from applicant
The Pre-Screen process has been started by
Pre-Screen In Process )
staff and a due date is set
. Staff determines during Pre-Screen that the
Pre-Screen Updates Required . \ I . u. ! g .
applicant's submission is incomplete
. The applicant has submitted any additional
Pre-Screen Resubmitted PP . y
documents requested during Pre-Screen
ff has r h licabl men
Pre-Screen Route to EPR Staff has outed.t e applicable documents to
EPR for plan review (e.g. plans)
Pre-Screen Documents Routed to  System confirmation that documents have
EPR been routed to EPR for plan review
; . Staff has deemed the submission complete,
Pending Invoice N
Pre-Screen assessed fees for plan check, and the project is
Payment .
ready for review
The status of the project review until all
Project Review In Review disciplines sign-off and the project is ready for
issuance
, . The project review has completed and
Project Review Ready for Issuance p J VIew P .
requires one last assessment by issuance staff
. . Review Phase The review phase can be closed out and the
Project Review S .
Complete project is ready for issuance
Issuance In Progress Permit issuance is in progress
: Issuance Checklist items are needed prior to
Issuance Updates Required " o 5t Pri
permit issuance
lssuance Resubmitted Issuance Checklist items have been
resubmitted by the applicant
Staff has confirmed that all required
. documents are present, approved plans are
Appr n Final
Issuance pproved Upon Fina available in Accela, and all required fees have

Payment

54

been assessed at both the project level and
the permit level
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APPENDIX B - WORKFLOW AND RECORD STATUS MAPPING

Workflow Task Status Record Status (Project)

Workflow Task Name

. Pre-Screen In Queue In Queue N/A
. Pre-Screen In Process Pre-Screen N/A
. Pre-Screen Updates Required Updates Required N/A
. Pre-Screen Resubmitted Resubmitted N/A
. Pre-Screen Route to EPR Pre-Screen N/A
Pre-Screen Documents Routed to Pre-Screen N/A
EPR
Pre-Screen Pending Invoice Application Pending N/A
Payment Payment
. Project Review In Review In Review N/A
. Project Review Ready for Issuance In Review N/A
Review Ph Review Ph
Project Review eview Phase eview Phase N/A
Complete Complete
I Issuance In Progress Review Phase N/A
Complete
Issuance Checklist
| Updates Required N/A
I ssuance pdates Require Requested
. Issuance Checklist
I Issuance Resubmitted Submitted N/A
lssuance Approved Upon Final Approved Upon Final Approved Upon
Payment Payment Final Payment
. Issued (When all
Issuance Approved Upon Final Permits are set to Issued
Payment
Issued)
Closed (When all
Issuance Closed Permits are set to Closed
Closed)
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APPENDIX C - REQUIREMENTS TO UPLOAD PLANS AND DOCUMENTS

File Size
The max size of each file you can upload cannot exceed 200MB. File sizes larger than 200MB will be rejected.

FIX: Return to the source document and create PDF files that are below the file size limitation.
Page Size

PDF files with page sizes 8.5- by 11-inches are accepted for DSD-approved fillable documents and required
reports. However, plans must be at minimum 11- by 17-inches and a maximum of 36- by 48-inches.

FIX: Return to the source document and change the paper size to meet the requirements.

Page Orientation

Having a mix of paper sizes and orientations is not a problem, as orientation issues will not prevent the file from
being accepted. However, this will generate more difficult reviewing conditions for review teams. A warning will
pop-up if different orientations are found to help you research whether any pages are upside down or improperly
oriented.

FIX: Verify that pages are not upside down or improperly oriented.

Password Protection
Files must not be password protected. If the PDF cannot be opened, the file will be rejected.

FIX: Remove the password protection to allow users to open the PDF.

Annotations and Comments
An annotation is any ‘object’ that appears in the Adobe Reader ‘Comment’ panel. It could be a ‘comment’ or
‘stamp’ or font issue like SHX Text from AutoCad.

FIX: To remove annotations in a PDF, use the print to PDF option. This process eliminates annotations by
“flattening” the PDF.
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