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Troubleshooting Scheduling Inspections

is a list of common issues that applicants may encounter when trying to schedule

inspections online.

To schedule an inspection, you must be listed as a contact on the permit and you must have an Accela
account. See below if you need to verify that you meet these criteria.
e Do you have an online permitting account? If not, register here.

e Areyou logged into your online permitting account? You can view records but cannot schedule inspections if

you are not logged in. You must log into your account to schedule inspections.

e Areyou listed as a contact on the permit (PMT)? You can only schedule inspections when your public user
account is listed as a contact for a PMT. Call the help line at (619) 446-5000 if you are not sure.

Make sure you are viewing the permit (PMT) record, as that is where inspections are listed.

e Areyou viewing the PMT record? Plan review is performed on the project (PR)) record and inspections are

listed on the permit (PMT) record.

e To navigate from the PRJ to PMT record:

= Use the Record Info dropdown menu, and select Related Records
= Click the “View Entire Tree” button

= Click the blue “View" link to the far right of the PMT

Application Name Data View

Standard- Mechanical/Electrical/Plumbing ;0232
Standalone:1702/Camino Del Rio North 3/202
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You cannot schedule inspection on a permit when there are fees due. Here is how to find out if you have fees
due:

You will see a blue link, Pay Fees Due, to the right of your record list. You can click this link to pay.

Record Number Record Type Application Mame Description

Status Action
S - . Combination Building
PMT-3118768 Combination Building Permit Permit:0892 /Parkdale Closed Pay Fees Due
PMT-3118710 Combination Building Permit Combination Building Inspection Followu Pay Fees Due
" Permit:0892/Parkdale e " i

You can also click the record number and use the Payment tab to display outstanding fees and follow the Pay
Fees link

Ricord Info Py

Feas


https://aca-prod.accela.com/SANDIEGO/CommunityView/account/new
https://aca-prod.accela.com/SANDIEGO/Login.aspx

QOutstanding:
Date Invoice Humber Amount
08/23/2022 100613 400731 - Pay Fees

Total outstanding fees: $907.31

Inspections can only be scheduled for issued permits. Below are the different statuses for projects. If your
project is not in Issued Status, inspections will not be able to be scheduled.

e Issued or Inspection Follow Up: You can schedule inspections on Issued or Inspection Follow Up statuses
e Closed: There should be no reason for inspection scheduling on a Closed permit
e Opened: This means the permit has not been issued yet

e Approved Upon Final Payment: There are fees to be paid (If this is an Electrical/Mechanical/Plumbing/Fire
permit associated with a Building permit, the Building permit needs to be issued/paid prior to the associated
permits)

Certain inspections may have “holds” added to the permit to prevent scheduling as Conditions to your permit.
View your PMT to determine if your project has “holds” added.

e Inspection holds will show
up in the Conditions tab and Record Info Payments ‘ Conditions ) Attachments
indicate how many holds
there are by the number.
The reason for the hold is
displayed and there may be
multiple pages.

Condition: Tier 3 - Required Documents  Severity: Notice

A notice was added to this record on 01/08/2022.
@ Total Conditions: 6 (Notice: 6)

IMPORTANT: All the requested documents must be uploaded at the same time. Incomplete submittals will result i
e Conditions are added for Follow the below steps to upload the requested documents:

. Click on "Add Attachment”
many reasons: Deferred Click en "Choose File” and add the document

items bei ngrequ i FEd, Select the correct document type from the dropdown and click on "Submit™. For example, if the requested documy
Special inspection itemS, Once you click "Submit”, wait for the page to reload confirming the document upload. Please do not try to refresh

. Repeat the above steps to upload all the requested documents. Once all the requested documents are uploaded, t
fees due to other agencies, If the "Add Attachment” button doesn't disappear, that confirms that you have not submitted all the requested do¢
etc.

inspections from being

scheduled. Tier 3 holds stop | “rewnat=cié

. . . D50 Inspections, - & Applied
the final inspection from T bt h
being scheduled. Tier 3 - Issues

TA & 249361 - Re-pipe of 13,000 gallon CO2 fank. - San Diego Fire Deparfment.
Applied | Motice | 05118/2022

AF 220255 - He-pipe of 3,000 gallon smmonia fank. - San Dvego Fire Depariment.
Applied | Notice | 05/18/2022

Tier 3 - Required Documents
pecial Inspections: ing (Freid & Offsite Fabrication)

Applied | Notice | 01/08/2022

I Tier 3 - Required Documents I
pecial inspections: 5 g See Shi 31.2 for fighfening method.

Applied | Motice | 01/08/2022

Tier 3 - Required Documents
e Fabncaton Applicanon. Welding

Applied | Notice | 01/08/2022
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