The City of

SAN DIEGO) DEVELOPMENT SERVICES DEPARTMENT

How to Submit/Create Projects Online — Solar Photovoltaic Permits

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, residential, roof-mounted solar
photovoltaic systems (including photovoltaic shingles) and does not include projects with new or revisions to any roof,
patio, carport, or any other structures or ground-mounted systems.

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).

5. PLEASE NOTE: If the scope of work exceeds any requirements stated within IB-301 and/or triggers any other review
disciples, you must restart your application and submit plans to the 3™ floor of DSD.

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, example: TS-1, PV-1,
PV-2 etc., failure to do so will result in errors on resubmittal and a delay on your recheck.

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

4. Files shall be limited to 100MB

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 separate submittal from the plans.

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

3. Files shall be limited to 100MB

FILE ORGANIZATION

1. Solar Photovoltaic Building Construction Plans (Building/Construction Plans)
2. General Application (General Application — (DS-3032))

3. Specification sheets

TOPICS

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

Failed Scout Validation

Updates Required

Recheck Required

Pay Fees

Construction Changes

AUV hAhWNR
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The City of

SAN DIEGO) DEVELOPMENT SERVICES DEPARTMENT

How to Submit/Create Projects Online — Solar Photovoltaic Permits

1. Creating a Project
Step  Direction \ Picture Reference

m (Al o1 1Tl DSD Code Enforcement

Advanced Search

1. Login

User Name or E-mail: | Password:

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

The "My Records” link below will include all available DSD Project and Permit (Approval) types.

Click on “DSD

2. Permits” Home | DSD Permitks ’ DSD Code Enforcement
DashboaM My Sefords My Account Advanced Search

DSD Code Enforcement

nen Permits

Click on “Create

an Application” Search Applications Schedule an Inspection

Create an Application

| Tl

Accept the @have read and accepted the above terms.
Disclaimer and

4. click “Continue
Application”

# Residential Solar Photovoltaic

CF’roject - Residential - Photo-@

Select “Project -

Residential ., » Simple Permit - No-Plan
5. Photo-voltaic” and P Use

click “Continue P Construction Change

Application”

EE
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The City of

SAN DlEGOJ DEVELOPMENT SERVICES DEPARTMENT

How to Submit/Create Projects Online — Solar Photovoltaic Permits

< -mail:
S~—_

* Applicant Type:

Add Applicant
contact email and
select Applicant

Type.

--Select--

-oelect--
(| Authorized Agent of Property Owner or Other Person per M.C Section 112. 0102
... RaLty Owner (Owner-Builder)

Street No.: Direction:  *Street Name:

--Selectv

Look up project
address or parcel
7. number and click

on “Continue P 1
Application” 233

Parcel Number:

When inputting Parcel

Number, use format ###--
H#t## with dashes (-) included.

FEE-FEE-FEEE

Application Information

Residential Solar PV Scope

*Is this a permit for the installation of solar PV on a single family () Yes ) No
house or a duplex:

i i i *|s this a permit for installation of solar PV on a flat roof: () Yes () No Checkbox IIYeSII for the
Provide application | ... semittor e instlsion ot rouncimountec solar Pv:  ves Professional Certificati
8 information and *Provide Scope of the work: ro eSSIona .er I Ica Ion
. click on “Continue Process only if you have
Application” . attended a current
*Requesting Professional Certification Process?: @(‘ Help x|

o qualify for this process, you must have:
1.Attended the Solar PV Professional
Cerification Training provided by the City of
‘San Diego 2 Plans must have the Certification
Statements on the plans 3.Plans must be
signed by the Professionally Certified individual

Note: I you apply for this process and have not
met all 3 criteria above, you will delay
Save and resume later processing of your application.
Associated Contact Property Owner

Please note, all electror ndence ralated io the project T a0 new cantasts. ok the Seiect from Account or Add New |
To 20 new soniact, ok ha St fom Aceount 1 Acd New

Provide contact [ v | [ xoane |
information and

dic on “Continue

Application”

training class.

C===>

pedlnm pzmvdexp- =

e e
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The City of

SAN DIEGOJ

DEVELOPMENT SERVICES DEPARTMENT

How to Submit/Create Projects Online — Solar Photovoltaic Permits

10.

Add the licensed
professional
information if you
are the Authorized
Agent of the
Property Owner
and click on
“Continue
Application”

Licensed Professional List

To add a new licensed professional, click the Select from Account ory

Showing 0-0 of 0O

No records found.

11.

Attach the
“Required
Documents” and
click on “Continue
Application”

Required Documents

PDF's are the only file types allowed to be uploaded
The maximum file size allowed is 400 MB.

* Required Documents
1. Required Attachment - Building Construction Plans

2. Required Attachment - General Application (D5-3032)

3. Required Attachment - Specifications

12.

Read certification,
then check the
certification and
click “Continue q
Application”

I certify that | have read this application and state the above information is correct. and that | am the property owner. authorized agent of the property owner, or other person having a legal right. interest, or
entitlement to the use of the property that is the subject of this application (Municipal Code Section 112.0102). | understand that the applicant is responsible for knowing and complying with the governing
policies and regulations applicable to the proposed development or permit. The City is not liable for any damages o loss resulting from the actual or alleged failure to inform the applicant of any applicable
laws or regulations, including before or during final inspections. City approval of a parmit application, including all related plans and documents, is not a grant of approval to violate any applicable policy o
regulation. nor does it constitute a waiver by the City to pursue any remedy, which may be available to enforce and correct violations of the applicable policies and regulations. | authorize representatives of
the city to enter the above-identified property for inspection purposes. | have the authority and grant City staff and advisory bodies the right to make copies of any plans or reports submitted for review and
permit processing for the duration of this project.

By checking this box, | agree to the above certification Date:
T —

13.

Follow instructions
as required.

Once your project
has been created,
you will see the
following screen.

Step 7: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

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

Choose "View Record Details” to Schedule Inspections, check status, or make other updates.
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The City of

SAN DIEGO) DEVELOPMENT SERVICES DEPARTMENT

How to Submit/Create Projects Online — Solar Photovoltaic Permits

Record PRJ- |
" . Project - Residential - Photo-voltaic
en, you will be

e g | Record status: [

your project to
track status. Once
your project is in
14. | review, you will
receive an email if
your plans require Work Location
corrections or if
your permit is 1222 01st Av
ready for issuance. San Diego CA 92101

Record Info Payments

Hecord Details

2. Failed Scout Validation (FSV): What to do when you receive a FSV email?

Step _Direction | Picture Reference
If you submit Plans for PRJ—-faiIed Scout validation D inbox x
plans that do not
meet the ” noreply@sandiego.gov =noreply@sandiego.gov=
requirements on . = |
page 1 and you do
1 not use Scout link ve=r
tOI Ched.(lll )l;OUI' The following Plans for PRI h== failed PDF Scout validation.
ans will be
Eejected and you File: Building Construction Plans PRI - SN .pdf

Issue: File has wnexpected annotations

will IteC.el\/.e an Fage 4: Stamp x1. Popup x1.
email similar to Page 5: Stamp x1. Popup x1.

this email.
File: General Application (D5-3932) PRSI pdf

Fix the document
and verify it is

acceptable R, s TAME %1, Popup ¥l
through the Scout ) ' ' '
2 From the email, :- oad a new version of each Plan.
' Click on the link

Thank you

provided in the
email to upload
the fixed
document.

P OpenDSD
DI EGO Development Services Department

Log into your
account. D search~ +New ~
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The City of

SAN DIEGO) DEVELOPMENT SERVICES DEPARTMENT

How to Submit/Create Projects Online — Solar Photovoltaic Permits

7~ N\
Home (1} 50 T M) DSD Code Enforcement
4, | Clickon DSD c Appication Search Applicati
. Permits tab. reate an Application arch Applications

Input the PR] into Record Type: Record Status:
5. the General

S Celact- Please add the PRJ - - S -

earch.

XXXXX

Record Number:

Record PRIJIEGN
Project - Residential - Photo-voltaic

Record Statu§_ Failed Scout ‘J’alid@
Verify that the

6 project has the Record Info Payments
) status: Failed
Scout Validation.

Record Details

Processing Status

Related Records

TR O T TR e OO R K S RIS I 30D, 21y ST ST T Ty T Ui

Name Record ID Record Type Type Size Latest Update

Building Construction

For eaCh Plans PRI- PRI-B000201 :;‘:E"ic‘ =il s :‘f:’:"g Construction  , g4 g 03/19/2020 Failed Scout Validation \\ /
8000201 paf
document that . -
. (D5 3032} PR3 PRI-8000201 Project - Residential - Photo- General Application 5 ¢4 mg 03/19/2020 Failed Scout Validati
v Failed Scout 8000201 pett ) woltsic (0s-3052) ' .
Valldat|0n, upload Specifications PRJ- PRI-BOD0Z01 Project - Residential - Photo- Specifications 264 MB 03/19/2020 Failed Scout Validatig

8000291 pdf woltaic

the appropriate

document. O
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The City of

SAN DIEGO) DEVELOPMENT SERVICES DEPARTMENT

How to Submit/Create Projects Online — Solar Photovoltaic Permits

Building Construction Plans
General Application (DS-3032)
S er Builder Verification
Be sure to Spe jgns

properly identify * Description:
each document
uploading and
provide a short
description.

)

3. Updates Required: What to do when you receive an Updates/Recheck Required
and your Project Status is “Updates Required”?

Step \ Direction Picture Reference

Building Construction Plans: General Application (DS-3032);

If you submit

plans that are Comments:
miSSing d General App address and Plan address don't match. please re upload the requested documents
1. document or
information, you
are reqUired to If your project status is:
resubmit_ Updates Reguired - Flease visit our website to upload the requested documents. Log info ACA and then click this link to access jfie project

Recheck Required - Please visit our website to see the Project Issues Report and the marked-up plans. Log into ACA and then cIWgthis link to access the project.

P OpenDSD
. . pe

I_Og in and click on DIEGO Development Services Department
2. link prowded in et i

ema||. Announcements Accessibility Support  Register for an Account  Login

Home el il DSD Code Enforcement

Click on DSD L

3. Create an Application Search Applications

Permits tab.
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The City of

SAN DIEGOJ

DEVELOPMENT SERVICES DEPARTMENT

How to Submit/Create Projects Online — Solar Photovoltaic Permits

Input the PRJ into _ )
4. the General Record Type: Record Status:
Search. sl / Please add the PRI - el N
Record Number: N FProjeq B
Record PRJ-B000284:
Project - Residential - Photo-voltaic
Record Status(Updates Required
Ver!fy that the Record Info Payments
5 project has the
' status: Updates _
Required. Record Details
Processing Status
Related Records
Inspections
* Type:
{ Building Construction Plans
General Application (D5-3032)
Owner Builder Verification
Gpecifications
Add the " Deteviauon: -
6. documents
requested in
email. -
e
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The City of

SAN DIEGO) DEVELOPMENT SERVICES DEPARTMENT

How to Submit/Create Projects Online — Solar Photovoltaic Permits

4. Recheck Required: What to do when you receive an Updates/Recheck Required
and your Project Status is “Recheck Required”?

Step \ Direction Picture Reference

Building Construction Plans: General Application (DS-3032);

If YOU Smeit Comments:

plans that require General App address and Plan address don't match. please re upload the requested documents
1. a recheck, you are

required to

resubmit. If your project status is:

Updates Required - Please visit our website to upload the requested documents. Log into ACA and then click this link to access ffie project.

Recheck Required - Flease visit our website {o see the Project 1ssues Report and the marked-up plans. Log into ACA and then cIWgthis link to access the project

il OpenDSD
LOg in and click on DIEGO’ Development Services Department

2. link provided in

R Search~ +New~

email. e

nouncements [ Accessibility Support  Register for an Account  Login

Home (2] DSD Code Enforcement

Click on DSD e

3. Permits tab. Create an Application  Search Applications

4, %RE%;:;:FJ o Record Type: Record Status:
search. Toslee Please add the PRI - Bl v

XXXXX

Record Number:
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The City of

SAN DIEGO) DEVELOPMENT SERVICES DEPARTMENT

How to Submit/Create Projects Online — Solar Photovoltaic Permits

Home [@esliz=ylicll DSD Code Enforcement

Create an Application Search Applications

Record PRJ-8000272:

Project - Residential - Photo-voltaic

Ver!fy that the Record Statu§: Recheck Required
5 project has the

status: Recheck

Required. Record Info Payments

Record Details

Processing Status

Related Records

Inspections

Kecora vetails
Look for the
Marked-up plans e T n
and Project Issues ;:;;;_RZJ;G' PRI-8000272 Eﬁ‘*“’d“""'m"‘“' g“:r'fs'"gc “““““““ 389 MB 031812020 tu = N :g:;oz—;:luichRJ—

6 Report. VieW or e ’D‘:-m PRI-8000272 Proyect - Residential - Fhoto- Project Issues Report 36226 KB 0371812020 EEE-;‘.;;LH.E%L_'
' download these
items to assist you
in submitting for a
recheck.
Building Construction Plans
General Application (D5-3032)
Address all Owner Builder Verification
. pecifications
comments in your R W
updated plans. © S
7. Upload the revised

documents

requested in the
email and provide
description.

5. Pay Fees: Follow these steps when you receive an Invoice for Record PMT-
XXXXXX email
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The City of

SAN DIEGO) DEVELOPMENT SERVICES DEPARTMENT

How to Submit/Create Projects Online — Solar Photovoltaic Permits

Step Direction

Picture Reference
pr OpenDSD
DIEGO) pean

Development Services Department
+ New ~

1. Login

P Search ~

Announcements [ Accessibility Support  Register for an Account  Login

Title

Invoice for Record PMT-JI
Attachment(s)

DSD_007_Invoice_20200318_144403.pdf(51.16 KB)

H H Content
5. Click on link g —

prOVIded Please do not reply to this email, this mailbox is not monitored.
Plan check for PMT-J has been completed and an invoice has been generated and is ready for payment. Please cilk this link to pay i invoice and procesd o permit issuance.

Thank you
City of San Diego

Hum‘ DSD Permits ) D5D Code Enforcement
Click on DSD

3. Permits tab. Create an Application Search Applications

Input the PMT

4. into the General Record Type: Record Status:
Search. --Select-- - --Selert-- -
ecord Mumber: Please add the PMT -
XXXXX
Record PMT- N
Verify that the . _
record has the Approval - Construction - Electrical Pmt - PV Combo
5. status: .Approved Record Statu@d Upon Final Payr@
Upon Final
Payment. Click on Record Info Payments

Payments, Fees.
‘ Fees !

Work Location

Qutstanding:
i A Date Invoice Number Amount
6. Click on Pay 01/12/2018 617932 $20.00 Pay Fees
Fees” 01/12/2018 617932 $242.00
01/12/2018 617932 $179.00

Total outstanding fees: $441.00
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The City of

SAN DIEGO) DEVELOPMENT SERVICES DEPARTMENT

How to Submit/Create Projects Online — Solar Photovoltaic Permits

Home RGN DSD Code Enforcement

Create an Application Search Applications Schedule an Inspection

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

- F
The following ees
. Fees QGty. Amount
7 screen will load.
. - . R ds-No Plan P its/Oth 1 20.00
Follow instructions scordsiie Hlan Rermits/Other ?
PVS-T late SDU/DUP/TH (1) 1 242.00
tO pay' emplate S
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.

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

Plans?
Step  Direction \ Picture Reference
m (Al o1 1Tl DSD Code Enforcement
Advanced Search
1. Login —
User Name or E-mail: | Password:
[] remember me on this computer I've forgotten my password New Users: Register for an Account

The "My Records” link below will include all available DSD Project and Permit (Approval) types.

7 Click on “DSD e —
' Permits” Home | DSD Permitks ’ DSD Code Enforcement
DashboaM My Befords My Account Advanced Search
bl el Tl DSD Code Enforcement
3 Click on “Create

an Application” Create an Application Search Applications Schedule an Inspection
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The City of

SAN DIEGO) DEVELOPMENT SERVICES DEPARTMENT

How to Submit/Create Projects Online — Solar Photovoltaic Permits

B R i ey

Accept the @have read and accepted the above terms.

Disclaimer and

4. click “Continue
Application”

R R
Select » Residential Solar Photovoltaic
“Construction ¥ Simple Permit - No-Plan

” } Lz,
‘(‘:Changte ! ti Construction Change
5. Ch%';séguc ion Construction Change - Building

Building” and click
“Continue
Application”

¢. | Add Applicant * Applicant Type:
' contact --Select--
Authorized Agent of Property Owner or Other Person per M.C Section 112.0102
ty Owner (Owner-Builder)
e —— - E—
a. Yerify tha_t your Questions
project qualifies as
ahCOHStI‘UCtIOI’l CONSTRUCTION CHANGE VALIDATION
change.
b_ Provide the !.? ﬂ';_f c._onsu'utrz,lion cdha::pgf: rmpostt_ad flt_:ira permit that is currently Yes (= No / PMT-XXXXX
. N KEVIEW Or Fasse inal inspection =
PMT number in Please provide the permit number you would like to submit the
7. the format shown construction change for:

that you would
like to change.

c. Provide a short
scope of the
construction
change.

Please provide scope of the construction change:
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The City of

SAN DIEGO) DEVELOPMENT SERVICES DEPARTMENT

How to Submit/Create Projects Online — Solar Photovoltaic Permits

Upload the revised Condition Document

Building
8 Construction Pla ns The maximum file size allowed is 400 MB.
" | and click on * Required Documents
“Contlnue 1 Required Attachment - Building Construction Plans

Application”

I certity that | have read and understand the instructions that accompany this application and that the statements made as part of this application are true, complate, and correct and that no material
information has been omitted. By checking the box below, | understand and agree that | am electronically signing and filing this application.

Read certification,
then check the

9. certification and
click “Continue
Application”

By checking this box, | agree to the above certification. Date:

Step 5:Submitted

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

Follow instructions
as required.

Once a Thank you for using cur online services.
10 Construction Your Record Number is CC- N
" | Change has been
created, you will You will need this number to check the status of your application or to schedule/check results of inspections. You
see the following fees have been assessed or parmit issuance has been processed.
screen.

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