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Overview  

The Development Services Department’s  (DSD) online permitting system is a full cloud-based application that 
allows customers to apply for permits online and upload plans and documents for review 24/7.   

Before you begin, please review the information about the permit submittal requirements at 
sandiego.gov/dsd. 

When new permit applications are received, DSD will review the documents for completeness, assess 
required fees, and assign the project to a reviewer.  

• For help with user accounts or uploading documents, please call us at 619-446-5000. 
• For plan requirements and document issues, please click here. 
• For help planning you project, consider booking a virtual counter appointment with DSD. 

http://sandiego.gov/dsd
https://www.sandiego.gov/sites/default/files/dsd-document-requirements.pdf
https://www.sandiego.gov/development-services/virtual-appointments
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Step Action Screen Reference 

1 

• Log into your online 
permitting account. 

• Enter your username and 
password.* 

 
* If you are a new user, see the 

tutorial on how to register for 
an account. 

 

2 

• Select “Development Permits” 
 

 

  

3 

• Select “Apply for a Permit”  

4 

• Read and acknowledge the 
disclaimer 

• Click “Continue Application” 

 

https://aca-prod.accela.com/SANDIEGO/Dashboard.aspx?TabName=Home
https://aca-prod.accela.com/SANDIEGO/Dashboard.aspx?TabName=Home
https://www.sandiego.gov/sites/default/files/final_opendsd_2.0_tutorial_01.12.18.pdf
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5 

Select a Record Type 

• Select a permit type from “Informational Applications,” then click “Continue Application” 

Note: For PTS Permits, please refer to instructions in the OpenDSD User Guide to PTS Projects. 

6 

 Indicate if there is an address 
for the Project Site 

 Click “Continue Application” 

 

 

 

https://www.sandiego.gov/sites/default/files/opendsd-user-guide-pts-projects.pdf
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7 

Address or Parcel Entry 

• Enter Street No. and Street 
name only (the system will 
populate the parcel info) 

• Click “Search” 

 

             OR 

 

• Enter parcel number in 
###-###-#### format (the 
system will populate the 
address info if it exists) 

• Click “Search” 
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8 

Preliminary Specific Information 

• Enter the scope of work for your project 
• Indicate the proposed use for the project 
• Select whether you are requesting a single or multiple discipline preliminary review 
• Select the specific discipline(s) that are applicable to the review(s) you need  
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9 

Required Documents 

• Using the “Choose File” button, search for and upload the Preliminary Review Questionnaire (DS-
375) 

 

10 

Additional Documents 

Upload additional documents you wish to include with your submittal 

• Click “Add” 

11 

• Click the “Choose File” button 
and 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 
• Click “Continue Application” 

 

 

 

https://www.sandiego.gov/sites/default/files/ds375.pdf
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12 

Review Application 

Review the Application and 
return to previous steps by 
clicking on the numbered 
tabs at the top. 

 

13 

• Acknowledge the final 
certification 

• Click “Continue Application” 
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14 

Your record number will be 
created and displayed 

• Click the “View Record 
Details” button to review 
the project information 
and documents you 
submitted, and see what 
payments have been made 
or need to be paid. 

 

 

A confirmation and further 
instructions for payment will be 
sent to your email address. 

Review will not begin until all fees 
are paid. 

 

15 

View Record Details 

To view project information from 
your home screen:  

• Select the “Development 
Permits” tab 

Your records will display with the 
current statuses. 

• Click on the blue PRJ link of 
the Preliminary Review 
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16 

Your project information will load and you will be on the Record Info tab.  

• To see document attachments for the project, click the Attachments tab 
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17 

• To view fees and payment information for the project, click the Payments tab 

 

On the Fees page, the breakdown for a single discipline review will look like the following:  
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18 

• To pay outstanding fees, click the link that say “Pay Fees.” Your review will not begin until the fees 
for it are paid.  

19 

• Enter your bank details 
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20 

• Review and confirm your 
Preliminary Review 
payment 

 

21 

• Payment confirmation will 
be sent to your email 
address. 

 

 

Note the changing of the project’s record status as it proceeds through DSD’s review process 
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Preliminary review comments will be provided in the formats below, depending on the type you choose.  

SINGLE-DISCIPLINE REVIEW MULTI-DISCIPLINE REVIEW 


	Overview

