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Introduction

The online permitting system allows customers to apply for permits
online for the following permits:

 News Racks

 Residential Rooftop-Mounted Solar Photovoltaic (PV)

« Simple No-Plan Mechanical, Electrical and Plumbing Permits
o Street Trees

» Transportation

* New PTS Projects

In addition, Code Enforcement cases can be viewed online.

sandiego.gov



, Development Services Department

Getting Started

You will need to set up an account to apply for
News Racks, Residential Rooftop-Mounted Solar
Photovoltaic, Simple No-plan Mechanical,
Electrical or Plumbing Permits, Street Trees,
Transportation permits and new PTS projects.

No account is required to view code
enforcement cases.

Enable pop-ups and use Internet Explorer as
your web browser. Other browsers may work,
but not as well.
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Before You Begin:

 If you or your company already has an Accela account,
do not create a new account as you will not be able to
view active permits, pay fees or schedule inspections.

 If you already have an Accela account with another
jurisdiction, then you need to use the same login
information. Do not create a new user name with your
existing email address. You will see this message if your

email is already in the Accela system. Click on “here”
link to merge accounts.

/\*Login ID: The user name already exists. You @
may have an existing citizen account from

another website.To use the same citizen account,

click here. To create a new citizen account, use a

different user name.
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Creating an Account

Get Acquainted with the Home Screen.

Q' = |@ https://aca.supp.accela.com/sandiego/ L-ac || (& Waiting for aca.supp.accel.. | | Y 58 £83
File Edit Vie Favorites Tools Help x O

o) @ Web Slice Gallery + [l Suggested Sites +

DeGiydf , OpenDSD

SAN DIEGO

QSearch~ +New~

[ Accessibility Support ( Register for an Account ) Login
The "My Records™ link below will include all available DSD Project and Permit (Approval) types.

DSD Permits

Development Services Department

Start here to register
for an account. Follow
the instructions on the
next slide.

DsSD Code Enforcement

User Name or E-mail: Password:

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

This is your navigation bar:

Home:
efficient, convenient, and interactive. To use ALL the services we provide you must register and create a user account. You can viewSgggLn Your dashboa rd' reco rds and accou nt management
user. We trust this will provide you with a new, higher level of service that makes living and working in our community a more enjoyabi .

_ DSD Permits:

‘What would you llketodotoday? 7 . .
To get started. select one of the services listed below: Apply for permltsl Search permlt records
DSD Code Enforcement:
Search existing/current code enforcement cases by
property address

Welcome to OpenDSD
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Register for an Account
After clicking “Register ES R oo coce erorcement 1

fo r an Accou nt": Advanced Search

Account Registration

Account Registration Step 2:
Enter/Confirm Your Account Information

Login Information

1 Review the disclaimer and
click to acknowledge. Click on

You will be asked to provide the following information to open an account:

+ Choose a user name and password Enter your User Name and Password. You must also enter a unigue email address
“Continue Registration” - Personal and Contact Informarion -
. - . . - - . 1 N
g + License Numbers if you are registering as a licensed professional (optional) *User Name: )

Please review and accept the terms below to proceed.
*E-mail Address:

z Add yOur Logln General Disclaimer

This website is intended for convenience and informational purposes only.

Information. Then, click on “Password: 0)

" " While we strive to ensure the accuracy, timeliness, and function of this website, the
Ad d N eW fO r CO nta Ct City of San Diego makes no representations or warranties regarding its content, —_—
I nfo rm atio n condition, sustained performance, resistance and immunity to computer viruses or *Type Password Again:
. malware, or proprietary infringement.

* Enter Security Question: (: )
# | have read and accepted the above terms.

* Answer: O]

3 Select Contact Type —either<
Individual or Organization. N
Use Organization if there is

not a specific person that is Select Contact Type 3

e—

Contact information

associated With this email Choose how to fill in your contact information
account. Use Individual when =

Individual + m
you are the only person

accessing this account. Discard Changes
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Register for an Account

4 Enter contact information in
the pop-up window, click
"Continue Registration” and
“Continue” to create the
account.

5 If you do not have an
account in Accela, then Click
“Continue” in the pop-up
window.

6 If you already have an
account in Accela, then you
will need to confirm the
Contact Details and then Click
"Confirm” in the pop-up
window.

Contact Information

*Individual/Organization: Preferred Channel Country:

Individual - --Select— A --Select—

* First: Middle: *Last:
Userl Userl

* E-mail:

Userl@sandiego.gov

Home Phone: Mobile Phone: Work Phone: Fax:
Address Line 1:

Address Line 2:

City: State: Zip:

- 4

The information you anterad i1s not found. Click Continue to
[| create a new account. Click Cancel to change the information.

Contact Detail

Discard Changes * Individual/Organization:

Individual v

*First: Middle:

*E-mail:

Home Phone: Mobile Phone:

Address Line 1:
Peles

Address Line 2:

City: State:

Preferred Channel:

--Select-- v

< | confirm the displayed contact as my own identity.
Back

Country:

5
6

United States

*Last:

Work Phone: Fax:

Zip:

sandiego.gov
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Register for an Account

7 You will see your Contact
Information shown at the
bottom of this screen.

Review this information
before you click on the
Continue Registration
button below your newly
added Contact Information.

L-ac || & Accela Citizen Access

ﬂ% https://aca.supp.accela.com/SANDIEGO/ Account/RegisterEdit.aspx

i & Web Slice Gallery B Suggested Sites

SAN DIEGQ) OpenDSD

Q Search ~ + New ~

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

DSD Permits DSD Code Enforcement

Advanced Search

Account Registration Step 2:
Enter/Confirm Your Account Information

Login Information

Development Services Department

Register for an Account  Login

= indicates a required field.

Enter your User Name and Password. You must also enter a unique email address

*User Name:

UserNameABC

*E-mail Address:

UserName@Domain.com

= Password G

* Enter Security Question @
Favorite Color?

~Answer: (€]
Black

Contact Information

Please select whether you are registering as an individual or as an organization (business) and enter your contact information

«” Contact added successfully.

User NameABC
UserName@ Dor
Home pho
Mobile Phone
Work Phone:
Fax:

Edit Remove

Disclaimers Privacy Policy

Accessibility

Language Translation

Copyright © 2017 San Diego City

Contact The City

sandiego.gov
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Account Successfully Registered

‘:- )| @ httpsi//aca supp.accela.com/SANDIEGO/ Account/RegisterConfirm.aspx?UserSeqNum=134923 o-ac H &8 Accela Citizen Access x ‘ |

===

Web Slice Gallery v [l Suggested Sites ~

SAN DIEGQ) CpenDsD

. Q Search ~ + New ~
On the next screen, you will S T
see a confirmation that your -
account has successfully Deppermts 950 CoseEntreemen

been created.

Development Services Department

Registration Complete:

Advanced Search

@ ‘Your account has been created successfully. You can login immediately using your User Name and Password

Your account has been succ 5
Cong; ions. You have created an account with the Agency and can login immediately. If you have registered as a licensed professional, additional activation by the Agency may be required. If activation is

Lo g i n - necessary. another e-mail will be sent notifying you when activation is complete.
L]

Accountinformation

You can now login (upper

E-mail: UserName@Domain.com

right corner of this screen) e
by using your new username -

User NameABC Home Phone: {123) 456-7890
and password. 125 Main irest work one: 029 567050
UserName@Domain.com Mabile Phone: (123} 456-7890

Fax

Preferred Method of Contact: E-mail

Disclaimers Privacy Policy Accessibility Language Translation Contact The City

Copyright & 2017 San Diego City

sandiego.gov
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Qw = |@ https://aca.supp.accela.com/SANDIEGO/Login.aspx LPo~ac H & Accela Citizen Access x ‘ |

L I | I I £ (HEBEI=EEyo [ JSrr=misise
The City of ’ OpenDSD

SAN DIEGO

Q Search~ + New ~

Development Services Department

[] Accessibility Support Register for an Account  Login

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

Log i n I nst ru ctions: m DSD Permits  DSD Code Enforcement

Advanced Search

After you click on the Login
button, you will be taken to
the login webpage. /

User Name or E-mail: | useriama@Domain.co Password: | ssssssss

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

Please Login
Many online services offered by the City of San Diego 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 an OpenDSD account. It only takes a few simple steps and you'll have the added benefits of seeing a complete history of your submitted applications. schedule inspections
and check the status of pending projects and permits.

Enter Username an
Password:
Disclaimers Privacy Policy Accessibility

Enter your username and cos
password and click on the
yellow Login box next to the
username/password boxes.

Language Translation Contact The City

sandiego.gov
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Adding Delegates

Delegates can be added to your account so that other users can access the account. Note that in
order to be a delegate, the user must be registered with an existing account.

1 Once logged into your
account, click on "My Account”. m DSD Permits  DSD Code Enforcement

Dashboard My Records Advanced Search1
2 At the bottom of the page

under the tab Delegates, click on Hello, I
"Add a Delegate”.

Delegates @J Delegate

People who can access my account

None

People whose account | can access

None

sandiego.gov
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Delegates

3 Fi | | O ut fo rm fo r Ot h e r u Se r Wit h n a m e, Enter the name and e-mail address of the person to whom you would like to grant delegate access to your account.
email address and provide the permission *Name “ E-mail Address
levels. You can add a personal note that the
. . . uwr Set Delegate Permission
d e I e g a te WI I I re Ce |Ve . T h e n i C | I C k O n I m n Ot Delegates can view records across all categories unless you choose to restrict them to specific categories.
a robot” and follow steps. Lastly, click on Vi Recorsnatiesegonis Ehanes
For the following permissions, the available categories are limited to the ones that you have granted the delegate access to

Hanite a Delegate". —_— view records.

[] Create Applications in all categories  (Change)
[[]1Renew Records in all categories  (Change)

[] Amend Records in all categories  (Change)

4 The delegate will now receive an email - o .

] . anage Inspections in all categories (Change)
from autosender@agency.com confirming [ Manage Documents inall categories ~ (Change)
the delegation and identifying the specific | [IMake Paymentsinall categories  (Change)

. . Add Personal Note
permissions granted.

™

reCAPTCHA

Privacy - Terms

I'm not a robot

autosender@agency.com [ | \\ Cancel
Appoint A Public User as A Delegate of Another Public User
Retention Policy Inbox (Mever) Expires Mever

Dear Other User

[P would like to add you as a delegate to their Citizen Access account.

As a delegate, you will be able to create application, manage inspection and documents, renew and amend records, and make payments on the behalf of WINEIIINIIN, based on the permission that have been granted to you.

Please log into your Citizen Access account and access to the Account Management null; Delegates to accept or reject the request.

sandiego.gov
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Delegate Approval

5 The delegate will need to log into their
account CI|Ck on uMy Account" m DSD Permits DSD Code Enforcement

Dashboard My Records Advanced Search

Hello, I

6 At the bottom of the page, under the tab
Delegates, the user will see People whose
account | can access. Click "Accept” to
accept access to the other user's account.

Delegates Add a Delegate

People who can access my account

None

People whose account | can access
DN (N sandiego.gov) Reject

Invitation received on 09/10/2019

sandiego.gov
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Using Your Dashboard

Once you register and log in, you will see your dashboard where you can quickly create,
access or resume applications or view permit information. Your dashboard is accessible
from the “Home" tab.

=IEir=]
[« [OFr—r== Ja.com/SANDIEGU/ Dazhbosrd aspr’ - 5~ @ O ][ @ Accela Citizen Access <] G v
My Records: - Advanced Search:
u 7 “euqnf g .
Use "My Records” SAN DIEGS) OPSIDSD e To do more specific
to view your perm e T searches by property
histo ry. ) Logged in g ieABC  Collections (0) Account Management Logout add reSS Or Record

Number, choose the
Advanced Search
option here (see
My Account: -~ next screen to view a

Use “My Account” o ot vy <otectons o, screenshot)
to manage your
login and contact
information.

Hello, User I

e Work in Progress:
—— = — - Find saved applications

ccessibil Languag nslation Contact The Ci o here' You can resume an
application or pay for a
permit here.
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