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RULES 

1. Check all plans in the Scout Application to make sure that the plans are acceptable to submit:  https://scout-

epr.eplansoftreview.com/#!/scout.  Any plans submitted that fail the Scout Application will result in delays in 

processing. 

2. Submitting plans for electronic plan review is limited only to single dwelling unit or duplex solar photovoltaic 

systems (including photovoltaic shingles) and does not include projects with new or revisions to any roof, patio, 

carport, or any other structures.   

3. All new projects, corrections and construction changes need to be submitted electronically. 

4. Plans must use the PV Template provided in Information Bulletin 301 (IB-301). 

PLEASE NOTE: If the scope of work exceeds any requirements stated within IB-301 for no plan reviewer 

required, a review will be required. 

WEBSITE AND LOGIN 

1. Visit website.  

2. Create/register for new User Account.  For information regarding set up of an account and details of the account 

functionality, click here. 

PLAN REQUIREMENTS 

1. PDF format only. 

2. Every sheet must be numbered in the lower right of the title block using alpha/numeric format, see 

Requirements for Digital Plans and Documents.  Failure to follow these requirements will result in errors on 

resubmittal and a delay on the recheck. 

3. Plans must be landscape oriented and must be all on 11 x 17 sheets. 

4. Files shall be limited to 200MB. 

5. Flatten all drawing layers in your CAD program before creating the PDF. Pages must be straight, clear with no 

streaks; sheets must be contrasting with background and not too light or dark.  

6. Do not submit ‘password protected’ or ‘locked’ documents. The Security Method must be set to “No Security”.  

No security certificates can be in place. 

7. Failure to submit correctly will result in the submittal being returned, which will delay review. 

SPECIFICATION REQUIREMENTS 

1. Specifications must be a separate submittal document from the plans.   

2. Only include specifications for products proposed for the specific installation. 

3. Files shall be limited to 200MB. 

FILE ORGANIZATION 

1. Solar Photovoltaic Building Construction Plans (Building/Construction Plans) 

2. Project Contact Information Form (DS-345) 

3. Specification sheets 

  

TOPICS 

Click on the links below to skip to the specific sections: 

1 Creating the Project 

2 Updates Required  

4 Recheck Required 

5 Pay Fees 

6 Construction Changes 

  

https://scout-epr.eplansoftreview.com/#!/scout
https://scout-epr.eplansoftreview.com/#!/scout
https://www.sandiego.gov/sites/default/files/dsdib301.pdf
https://aca.accela.com/SANDIEGO/Default.aspx
https://www.sandiego.gov/sites/default/files/final_opendsd_2.0_tutorial_01.12.18.pdf
https://www.sandiego.gov/sites/default/files/dsd-document-requirements.pdf
https://www.sandiego.gov/sites/default/files/ds345.pdf


DEVELOPMENT SERVICES DEPARTMENT 
 

How to Submit/Create Projects Online – Solar Photovoltaic Permits 
 

 
 
 
 
 
 
 
 

2 | P a g e  

1. Creating a Project 
Step Direction Picture Reference 

1. Login 

 

2. 
Click on “DSD 

Permits” 

 

 

3. 
Click “Create 

an Application” 

 

 

4. 

Accept the  

Disclaimer and 

click “Continue 

Application” 
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5. 

Use the 

Building 

Application 

drop-down.  

 

 

Select 

“Photovoltaic” 

and click 

“Continue 

Application” 

  
 
 
 

 
 

                                                                                
 
 

6. 

Enter Street # 

and Street 

Name only 

and click 

“Search” 

 

Or 

 

 

 

Parcel number 

and click 

“Search” 

 

The other 

fields will auto 

populate. 
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Enter any 

additional 

information if 

applicable. 

 

 

Click 

“Continue 

Application” 

 
 

 

7. 

Provide: 

Project 

Information- 

Enter a 

detailed scope 

of work. 

 

Select 

Applicant type 

 

Provide 

Custom Fields 

information 

 

 

 

Click on 

“Continue 

Application” 

  

 
 

 

                                                

When entering 
 Parcel Number, use format 

###-###-#### with dashes (-) 
included. 

Only Single-family home PV 
systems should be submitted 
through the Photovoltaic 
application. 
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8. 

Attach the 

Required 

Documents  

 

Click “Continue 

Application” 
  
                                                                                                                  

 

9. 

To provide any 

Additional 

Documents  

 

Click Add 

 

Click Choose 

File and select 

from your 

files. 

 

Click Type 

drop down 

and identify 

document 

type 

 

Click “Submit” 

 

 

 

Click “Continue 

Application” 
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10. 

Select the 

appropriate 

Worker’s 

Compensation 

Declaration 

 

 

 

 

Click “Continue 

Application” 

 

                                                                     

11. 

Review the 

application 

information 

use the 

numbered 

steps to  

navigate back 

to make 

changes if 

necessary. 

 

Read 

certification, 

then check the 

box. 

 

Click “Continue 

Application” 

 

 
 
 
 
 

 

12. 

 

 

 

Once your 

project has 

been created, 

you will see 

the following 

displayed. 
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16. 

You will be 

able to 

navigate to 

your project to 

track status.  

Once your 

project is in 

review, you 

will receive an 

email if your 

plans require 

corrections or 

if your permit 

has been 

issued. 

  

 
 

2. Updates Required: What to do when you receive an Updates/Recheck Required 

and your Project Status is “Updates Required”?  

 
Step Direction Picture Reference 

1.  

If you submit 

plans that are 

missing a 

document or 

information, you 

are required to 

resubmit. 

 

 

2.  

Log in and click 

on link provided 

in email. 
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3.  
Click on DSD 

Permits tab. 

 

 

4.  

Find the PRJ with 

Updates 

Required listed in 

the email and 

click the blue link 

 

Or 

 

Click “Search for a 

Permit 

Application” and  

enter the PRJ-

XXXXXXX into the 

General Search 

under Record 

Number. 

 

Click Search 

 
 

 
 
Or 
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5.  

Verify that the 

project has the 

status:  

 

Updates 

Required 

 

Click the 

Attachments Tab 

 

6.  

Previous 

attachments will 

be displayed. 

 

Click Add 

Attachment 

Button 

 

Enter the PRJ -
XXXXXXX 
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7.  

 

Select ‘Choose 

File’ and 

drag/drop or 

search your 

files to attach 

them 

 

Click ‘Type’ 

drop-down 

and select file 

type 

 

Provide a brief 

description of 

the document 

 

 

Click  “Submit “ 
 

 
 

 

 

 

3. Recheck Required: What to do when you receive an Updates/Recheck Required 

and your Project Status is “Recheck Required”? 
 

Step Direction Picture Reference 

1.  

If you submit 

plans that 

require a 

recheck, you 

are required to 

resubmit. 
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2.  

Log in and click 

on link provided 

in email. 

  

3.  
Click on DSD 

Permits tab. 

 

4.  

Find the PRJ 

with Updates 

Required listed 

in the email and 

click the blue 

link 

 

Or 

 

Enter the PRJ 

into the General 

Search using 

the format 

shown. 

 

 

Enter the 
PRJ-XXXXXXX 
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5.  

Verify that the 

project has the 

status: Recheck  

Required. 

 

6.  

Look for the 

Project Issues 

Report. View or 

download these 

items to assist 

you in 

submitting for a 

recheck.  

 

  

7.  

 

Select ‘Choose 
File’ and 
drag/drop or 
search your 
files to attach 
them 
 
Click ‘Type’ 
drop-down and 
select file type 
 
Provide a brief 
description of 
the document 
 
 
Click the 
Submit button 
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4. Pay Fees: Follow these steps when you receive an Invoice for Record PMT- 

XXXXXX email 

 
Step Action Screen Reference 

1  Log into your 

Online 

Permitting 

Account 

 

Enter user 

name and 

password. 

 
 

 
2  Open the 

‘Review Pending 

Invoice 

Payment’ email 

 

Click on link 

provided 

 

3  Click on DSD 

Permits tab. 

 

Select the 

record listed in 

the email 

 

 

 

 

Or 

 

 

 

 

Scroll down to 

 

https://aca-prod.accela.com/SANDIEGO/Dashboard.aspx?TabName=Home
https://aca-prod.accela.com/SANDIEGO/Dashboard.aspx?TabName=Home
https://aca-prod.accela.com/SANDIEGO/Dashboard.aspx?TabName=Home
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the Search for 

Records 

 

Input the PMT 

or PRJ into the 

General Search 

in this format  

PRJ-1234567 or 

PMT-1234567 

 
 
 

 
4  Verify that the 

record has the 

status: 

‘Application 

Pending 

Payment’  or 

Approved Upon 

Final Payment 

 

 

Click on 

Payments 

Click on Fees. 

 
 
 

5  Click on “Pay 

Fees” 

 

Please enter the 
PMT/PRJ -XXXXXXX 
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6  The following 

screen will load.  

Click Continue 

Application. 

Follow 

instructions to 

pay. 

 
 
 

 
 

5. Construction Change: How to Submit a Construction Change to Approved 

Plans? 
Step Direction Picture Reference 

1. Login 

 

 

2. 

Click on 

“Development  

Permits” 
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3. 
Click on “Apply 

for a Permit” 

 

 

 

4. 

Accept the 

Disclaimer and 

click “Continue 

Application” 

 

5. 

From the 

Building 

Application drop-

down, Select 

“Building 

Construction 

Change” and 

click “Continue 

Application” 

  

 

 
6. Provide the PRJ  
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number in the 

format shown 

that you would 

like to change. 

 

Provide a 

detailed  scope 

of the 

construction 

change. 

 

 
 

7. Click Add a Row 

 

8. 

Enter the PMT # 

 

Click “Submit” 

 

(If the change 

affects more 

than 1 PMT Click 

Add a Row and 

repeat the step) 
 

Enter the PRJ-
XXXXXXX 

Enter the 
PMT-XXXXXXX 
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9. 

Related PMT’s 

will be displayed. 

 

Click Continue 

Application 

 

                                                           

10. 

 

Click “Add” 

 

Select ‘Choose 

File’ and 

drag/drop or 

search your files 

to attach them 

 

Click ‘Type’ drop-

down and select 

file type (Building 

Construction 

Plans)  

 

Provide a brief 

description of 

the document 

 

Click the Submit 

button 

 

 

 

Repeat if you 

have any 

additional 

documents you 

want included in 

this submittal. 

 

 

Click Continue 
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Application 

 

 

 

 

 

                                                                                                         

11. 

Review the 

information 

entered and click 

“Continue 

Application” to 

complete 

submittal 

 

 

12. 

 

Once a 

Construction 

Change has been 

created, you will 

see the following 

message. 

 

 

 

 
 


