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Rules

All NEW submittals and EXTENSIONS for over the counter (OTC) traffic control permits need to be
submitted electronically 5 business days prior to job start date (2-day processing + 3-day for no
parks). Night work, signal on flash or bus stop closure/relocation required an additional 5 business

days.

Website and Login

1. Visit https://aca.accela.com/SANDIEGO/Login.aspx
2. Create/register for a new User Account or log in to an existing account

File Organization

Each documentshould be uploaded as a separate record type otherwise previously uploaded file will
be overwritten (see step 2.7, page 7)

Saving Work

At any time when you see the “Save and resume later” button you can click on it an save your work.
When you login to your account and click on the PMT-number for your request you will pick up from
where the last time this button was used.


https://aca.accela.com/SANDIEGO/Login.aspx
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CREATE/LOG IN AN EXSTING ACCOUNT

Action &
Screen Reference

1 1. In https://aca.accela.com/SANDIEGO/Login.aspx

2. To create an account, select “New Users: Register for an Account’. If you have an account skip
this step and go to step 2.

& C & acaaccela.com/SANDIEGO/Login.aspx 326 0

-
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SAN DI EGO Development Services Department
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Announcements [ ] Accessibility Support Register for an Account Login

DSD Permits  DSD Code Enforcement

Advanced Search

() Remember me on this computer I've 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.

3. Check “I have read and accepted the above terms” and click “Continue Registration”

OpenDSD

The City of ’
SAN DIEGO) pevetopment Services Department

Qsearch ~  +New ~

DSD Permits  DSD Code Enforcement

Advanced Search

Account Registration

4. Fill out all the “Login information” and add new “Contact Information”. This information will be used
when you apply for permits


https://aca.accela.com/SANDIEGO/Login.aspx
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Screen Reference

DSD Permits  DSD Code Enforcement

Advanced Search

Account Registration Step 2:

Enter/Confirm Your Account Information
* indicates a required field

Login|Information:

Enter your Usor Name and Password. You must also enter a unique email addross

*User Name:
* E-mail Address:
*Password:

*Type Password Again

* Enter Security Question:

*Answer:

Contact Information

Choose how to fill in your contact mmm\aﬂ:

Select Contact Type

* Type:

Select-- ¥

Contact Information %
* Individual/Organization: Preferred Channel: Country:
v seeat v seea -
* First: Middle: * Last:
* E-mail:
Home Phone: Mobile Phone: Work Phone: Fax

Address Line 1
Address Line 2.

City: State: Zip:

5. When done click “Continue Registration” and you should receive a message

T, Your account has been created successfully. You can login immediately using your User Name and Password
)
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SUBMITTING/RESUBMITTING DOCUMENTS FOR OTC TRAFFIC CONTROL PERMIT

Action &

Screen Reference

1. Log into your account by entering the user details

User Name or E-mail: minerowicz@sandiego.go Password: sennenee | m

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

2. Click on “DSD Permits” and select “Create an Application”

Home Rl lis8 DSD Code Enforcement

Create an Application :Search Applications
Records

3. Click on “I have read and accepted the above terms “ and select “Continue Application”

Home [EBEEGITEE DSD Code Enforcement

Createan Application  Search Applications

Online Application

Welcome to the City of San Diego OpenDSD system. Using this system you can submit and update information, pay fees, schedule inspections, track the status of your application, and print your final record all from
the convenience of your home or office, 24 hours a day.

Please "Allow Pop-ups from This Site" before proceeding. You must accept the General Disclaimer below before beginning your application.

. -
General Disclaimer

This website is intended for convenience and informational purposes only.
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 malware, or proprietary infringement.

have read and accepted the above terms,

(=] ¢
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SUBMITTING/RESUBMITTING DOCUMENTS FOR OTC TRAFFIC CONTROL PERMIT

Action &

Screen Reference

4. Click “Traffic & Transportation “, select “Traffic Control Permit’ and press “Continue
2 Application”

Home Ru=sle:i il DSD Code Enforcement

Create an Application Search Applications

Select a Record Type

All new plans and documents must be in digital format (PDF) and meet specific formatting requirements. Please refer to Requirements for
Electronic Plans and Documents.

Note: Not following the requirements will delay the uploading of documents, project review, and approval.

» Building Applications » PTS
(O Building Construction (O PTS Electronic Submittal
(O Building Construction - CIP or Public Project
() Building Construction - Master Plan Accessory Structure
() Building Construction - Master Plan MDU
(O Building Construction - Master Plan SDU

» Simple No Plan Permits

(O No-Plan - NonresidentialMultifamily - Elecirical

() No-Plan - NonresidentialMuHifamily - Mechanical
O Buiiding Construction - Special Programs (O No-Plan - Nonmsidenlialﬂdu\l!family - Plumbing )
O Building Construction Change (0 No-Plan - Residential - Combination Mech/Elec/Plum (7)

() Deferred Fire Submittal )]
(0) Deferred Submittal Q@ (@) Traffic Control Permit
(©) Demolition (U Transportation Permit

OFire 2 ' i . S

O Fire Construction Change » Grading. Right of Way. Mapping Applications

O Ne-Plan - NonresidentialMultitamily - Electrical 82“9"1'?“";%;“';"”@"’” ‘i"a"g_e e T
(2 No-Plan - NonresidentialMultifamily - Mechanical Ao, il e R et

(O) No-Plan - NonresidentialMultifamily - Plumbing o g.ra:tingi.wﬂowmhﬁappirg B f‘_:?dglone
(0 No-Plan - Residential - Combination Mech/Elec/Plum (2) O Right of Way - Minor - Rapid Review

() Photo-voltaic Construction Change » Miscellaneous Applications

O Photo-voltaic Residential Project O Others @
(O Plan - Mechanical/Electrical/Plumbing Standalone &
() sign

==
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Screen Reference

Make sure to follow the instruction provided on the screen.

Home MNPRLGTEE DSD Code Enforcement

Create an Application Search Applications

Traffic Control Permit
Step 1:Intake >Page 1/4
Please attach all relevant documentation.

*indicates a required field.

Attachment

To upload attachments:
1. Click Add to start the process
2. Click Add for each file to upload
3. Click Continue when done
4. Click Save after entering any additional information
The Last Update columns will say Pending until all attachments have been uploaded.

The maximum file size allowed is 100 MB.
PDF is the only allowed file type to upload.

Name Type Size Latest Update Action

No records found.

&

6. To upload a document(s) click on “Add”. Add all the files you need to upload and click “Continue”

File Upload )

The maximum file size allowed is 100 MB.
PDF is the only allowed file type to upload.

DS269_cover page pdf 100%
Traffic Control Plans.pdf 100%
ROW permit.pdf 100%

I I Cancel
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Screen Reference

7. All uploaded files will show up on the screen. Now you will need to specify what each file
represents. Do NOT use the same “TYPE” for two different documents as one document
will be overwritten. Make sure to fill out the “Description” field and click “Save”.

*Type:

i —Select-- A i

Letter of Coordination

Multiple Location List

Other

Photo

Right of Way Permit

Temp Cutdoor Busimess Application
Traffic Control Application (Form DS-265%)

Traffic Control Plan

The maximum file size allowed is 100 MB.
PDF is the only allowed file type to upload

Name Type Size Latest Update Action

No records found.

*Type: Remove
File: .
(:: File 1 File “Type” for each
i reree | File # must be
different otherwise
it gets overwritten
ype: Remove
RO\;Vpermupdo .
<:| File 2
* Description:
*Type: Remove

File:

Traffic Control Plans.pdf
File 3
* Description:

Traffic Control Plans
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8. You will see all your attachments and confirmation they have been saved successfully.
2 Click on “Continue Application”

Home MMMELLUTEE DSD Code Enforcement

Create an Application Search Applications

The / been
It may take a few minutes before changes are reflected.

Traffic Control Permit

Step 1:Intake>Page 1/4
Please attach all relevant documentation

*indicates a required field
Attachment

To upload attachments:
1. Click Add to start the process
2. (Click Add for each file to upload
3. lick Continue when done

e Uploaded
The Last Update columns will say Pending until all attachments have been uploaded.
attachments

‘The maximunn fil
PDF is the only allowed file type to upload.

Name Type size Latest Update Action
Traffic Control Application

DS269_cover page.pdf (o ) 293M8 07/02/2020 Actions v

Traffic Control Planspdf  Traffic Control Plan 293MB 07/02/2020 Actions v

ROW permit.pdf Right of Way Permit 293MB 07/02/2020 Actions v

&

9. Enter “Applicant” information either from “Select from Account” which will pull the information
entered during account registration or “Add New” and enter all required fields indicated by a *.
“Add New” allows user to enter different contact information from the one saved in the
account.

Step 1:Intake >Page 2/4
As the applicant, please provide your contact details and the location where the work will be performed

*indicates a required field.

Applicant.

To add new contacts_ click the Select from Account or Add New buttos

—-

10. Enter project “Address” by filling out the “Street No.” and “Street Name” fields and then click
on “Search”. The application will automatically populate remaining fields.

User preference, however, if the
submittal is done by another individual
using company login use “Add New”

Address

Please use the fields below to search for the address where work will be performed

Street No.: Direction: J* Street Name: Street Street Type:
—Salectr i ~Salect- -
—Select- ¥
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Action &

Address

Screen Reference

11. Note project address should be taken from the ROW or the address associated with the

project. If you receive an error message use 1222 as “Street No.” and 01 as “Street Name”.
Click on “Continue Application”

Please use the fields below to search for the address where work will be performed

Street Street Type:

Street No.: Direction: J*Street Name:
1222 --Selectw o1st

Unit Type:

—-Select— v

City: State: *Zip:

San Diego [N 4

Longitude: Latitude:

-117.163345 32.718317

Parcel

Suffix: . -
—Select— ¥

User entered fields

\

These field will auto populate
based on address

Based on the address provided, the following Parcel number has been detgufined.

*Parcel Number:

533-433-2800

Legal Description:

Parcel Area:

6551.83

BLK I ST CLSD&BLKS 13 THRU 15&

Land Value:
o

Improved Value:
0

Exemption Value:
0

12. Next enter “Permit Holder’ and “Inspection Contact’. Permit holder is the owner of the permit
while “Inspection Contact’ is the person in charge of the job at the work site. Note applicant
can be the “Permit Holder’ and “Inspection Contact’. Click on “Continue Application”.

Permit Holder

To add new contacts, cick the Select from Acc

Inspection Contact

To add new contacts, click the Select from Ac

ount or Add New buftor

count or Add New button. To edi

n. To edit a contact, click the Edit ink.

it a contact, click the Editlink
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13. Next fill out “Application Information” which applies to your traffic control permit request.
2 Specify what type of work is being performed by selecting one of the seven options below. For
dumpster permit select “Other Work”

--Select--

Temporary - Parking Lane Service

Temporary - Pedestrian Plaza in Parking Space
Temporary - Sidewalk Cafe

Temporary - Sidewalk Service

Public Improvement Project

Building Construction Project

Other Work

T

14. Enter the “TCP” number of the previous permit (for extensions) or leave it blank for new
requests. Check off all fields that apply to your traffic control permit request by clicking on the
check box located next to the entry. Incorrectly filled out application can be rejected.

Application Information|
TRAFFIC CONTROL PMT SPECIFIC

* Traffic Control Permit Type:

Public Improvement Profr

TCP:

ACTIVITY TYPE

Street Closure: O Travel Lane Closure: O
Turn Lane Closure: O Parking Lane Closure: O
Bike Lane Closure: (] Sidewalk Closure: OJ
Pedestrian Barricade: O Detour: O
Flagging: O Bus Stops: OJ
Dumpster: O Trenching: OJ
Parking Meters: O Fiber Optic: O
Other: OJ Other Description:

STREET CLASSIFICATION

Expressway: O Six-lane Primary Arterial/Major St.: O
Four-lane Major Street: O Four-lane Collector: OJ
Three-lane Collector: [ ] Two-lane Collector: OJ
Cul-De-Sac: O Local Residential: O
Alley: O Other: O
Other Description:

o |,
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15. Review your application request and if all information is correct click on “Continue Application”

Home RBRBPEE(IEE DSD Code Enforcement

Create an Application  Search Applications

Traffic Control Permit

1 Intake

Step 2: Review

Slease review all information below. Click the "Edit” buttons to make changes to sections or "Continue Application” to move on.

Recordype

Traffic Control Permit

Attachment

16. You will receive confirmation your application has been successfully submitted. Make sure to
save your PMT-xxxxxxx. This number corresponds to the submitted request and will be used
to pay the invoice, if the permit is approved. Note any new request, resubmittals or extensions
will be assigned a different PMT-number. If a rejected application is resubmitted it will be
assigned a new PMT-number.

Home RRBLEIGIISE DSD Code Enforcement

Create an Aj i Search ication:

Traffic Control Permit

Step 3: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 PMT-3071830.

You will need this number to check the status of your application or to schedule/check results of inspections. Your project will now be set up and you will be notified once the review has been completed, applicable
fees have been assessed or permit issuance has been processed.

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

17. To go to your application, click on “View Record Details”.
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CHECKING APPLICATION STATUS

Action &

Screen Reference

1. Log into your account by entering the user details

User Name or E-mail: minerowicz@sandiego.go Password: sessesse | m

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

2. Click on “DSD Permits” and your record will be shown or select the “Home” tab and Click on

“My Records”. By clicking on the “Record Number, PMT-xxxxxxx” you can view the application

Home ReNBRLIGTERYE DSD Code Enforcement

Create an Application Search Applications

Records ~-Select-- v

In the dropdown list of filters above, choosing “Exclude Packages" will filter only Project and Permit type records.

To 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 click on "Application Name" again
to sort in descending order (Z-A).

Showing 1-2 of 2 | Download results | Add to collection

[7\ Date Record Number Record Type Application Name Description Status Action
07/02/2020 PMT-3071830 Traffic Control Permit T'Cag:f::"""‘ Permit:1222/01st Opened
05/07/2020 PMT-3067306 Traffic Control Permit Traffic Control Permit1222/01t test record Cancelled

| m !DSD Permits  DSD Code Enforcement
ashboard IMy Records I My Account Advanced Search
DSD Permits

[Showing 1-2 of 2 | Download results | Add to collection
[] Date Record Number Record Type Application Name Description Status Action
]  o7/02/2020 PMT-3071830 Traffic Control Permit Uil Opened
05/07/2020 PMT-3067306 Traffic Control Permit Traffic Control Permit:1222/01st o5t record Cancelled
TCP# NA

3. Application status is shown in the “Status” column. Below are status deteils

Opened=>» Application is in the the queue and will be worked on by city staff based on the
order in which it was recived. Application has not been reviewed yet

Cancelled=>» Application has been reviewed by city staff and rejected. An email specifying the
reason for the application rejection has been sent from Noreply@sandiego.gov. Check your
mailbox ans spam folder.

Pending Invoice payment = Application has been approved and applicant needs to pay the
fees associated with the requested permit. To pay fees clicke on “Pay Fee Due”

13
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PAYING FEES FOR TRAFFIC CONTROL PERMIT

Action &

Screen Reference

1. To pay fees click on “Pay Fees Due” under “Action” column

D Date Record Number Record Type Application Name Description Status Action
(] o7/02/2020 PMT-3071830 Traffic Control Permit I'cagfﬁ:"“l Eernicia22 0t Pending Invoice Payment Pay Fees Due @
[ o0s/07/2020 PMT-3067306 Traffic Control Permit Jraffic control Permit1222/01st et record Cancelled

2. Confirm the amount and select “Continue Application”

Home [OEPRLIGIIEE DSD Code Enforcement

Create an Application Search Applications

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

Fees
Fees Qty. Amount
Traffic Control-First Blk (P) 1 $96.01

TOTAL FEES: $96.01
Note: This does not include additional inspection fees which may be assessed later.

[ermmmene | om

3. You will be redirected to make a payment

The City of 5

SAN DIEGO

Select Payment Method

Please choose the method of paymen

) Pay by Credit or Debit Card
~/ Pay by Personal Check
_ Pay by Corporate Check

Make a Payment

4. You can also pay fees by clicking on the “Record Number” and selecting “Payment” drop down=>» Pay
Fees

Home RDEDELEGIEY DSD Code Enforcement

Create an Application  Search Applications
Record PMT-3071837:

Traffic Control Permit

Record Status: Pending Invoice Payment

Record Info Payments

Fees.

Fees

Outstanding:

Date Invoice Number Amount

07/02/2020 77744 $96.01 Pay Fees
Total outstanding fees: $96.01

14
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DONLOADING APPROVED PERMIT

1.

Action &

Screen Reference

Note upon approval city staff will email invoice to applicant’'s email address provided during the

submittal process, or send an email from Noreply@sandiego.gov stating the PMT-number for
which the invoice is ready.

Once fees are paid applicant must respond by email to city staff (from step 1) confirming payment has
been made. Approved traffic control permit will be available for download from the city website.

To download an approved permit, log in to your account click on “DSD Permits” tab and click on the

“Record Number” corresponding to the approved permit for which fees were paid and email received
from city staff

Home | DSD Permits | DSD Code Enforcement

Create an Application Search Applications

_ S

Traffic Control Permit

In the dropdown list of filters above, choosing "Exclude Packages” will filter only Project and Permit type records.

To sort the table below, click the column name to perform an alphabetical sort on that column. For example, click "Application Name" to s Record Status: Cancelled
to sort in descending order (Z-A).

m — .
Record Details
Showing 1-2 of 2 | Download results | Add to collection

— Processing Status
{ | Date Record Number Record Type Application Name
Related Records
Traffic Control Permit:1222/01st
07/02/2020 PMT-3071830 @omrol Permit CPANA m
" Traffic Control Permit:1222/01st —
05/07/2020 PMT-3067306 Traffic Control Permit
4 i 5 g TCP# NA Inspections prbier: |

Click on “Record Info” drop down and select “Attachments”. WAIT, THIS STEP WILL TAKE TIME TO
SHOW FILES AVAILABLE ON THE SERVER FOR DOWNLOAD. At first you will only see a blank

window. Your traffic control permit is saved under “Traffic Control Permit” Record Type. Click on Name
to download the file.

Home QDEPLEIEE DSD Code Enforcement

Create an Application Search Applications

Record PMT-3071837:

Traffic Control Permit
Record Status: Cancelled

Record Info Payments

Attachments

To upload attachments:
1. Click Add to start the process
2. Click Add for each file to upload
3. Click Continue when done
4. Click Save after entering any additional information
The Last Update columns will say Pending until all attachments have been uploaded.

The maximum file size allowed is 100 MB.
PDF is the only allowed file type to upload.

Name. Record ID Record Type Entity Type Type size
Traffic Control Traffic Control

Application (Form DS~ PMT-3071837 Traffic Control Permit Record Application (Form DS~ 2.93 MB
269) PMT-3071837.pdf 260)

Traffic Control Permit
I PMT-3071837 pdlf PMT-3071837 Traffic Control Permit Record Traffic Control Permit  2.93 MB I

15
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What does it mean when my PTS-XXXXXXX status is..."

Opened

Application is in the the queue and will be worked on
by city staff based on the order in which it was
recived. Application has not been reviewed yet

Cancelled

Application has been reviewed by city staff and
rejected. An email specifying the reason for the
application rejection has been sent from
Noreply@sandiego.gov. Check your mailbox.

Pending Invoice Payment

Application has been approved and applicant needs
to pay the fees associated with the requested permit.
To pay fees clicke on “Pay Fee Due’

?

OTC Traffic Control Permit Submittal
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