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p u r p o s e 

Use this procedure as a step by step instruction to assist you when you are a Contractor’s Administrator, registering 
for DIIS the first time. 

Contact 

If you have further concerns or questions in your registration process, please contact the NEM group at 1-858-636-
5585 or netmetering@semprautilities.com. 

Menu Path 

Use the following menu path to begin this transaction: 

• https://mypartners.sdge.com 
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1. Start by typing in the following link in an internet browser (from example Internet Explorer, Firefox, Google 
Chrome): https://mypartners.sdge.com/ 

 

 
 
 

2. Click the “Register now” link  . 
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3. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 * First Name: R Example: 
Joe 

 

 

 
 

4. As required, complete/review the following fields: 

 

 Field R/O/C Description 
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 Field R/O/C Description 

 * Last Name: R Example: Smith 
 

 

 
 

5. As required, complete/review the following fields: 
 

 

 Field R/O/C Description 

 * Company Name: R Example: 
AB Solar 

 

 

 
 

6. As required, complete/review the following fields: 

 

 Field R/O/C Description 
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 Field R/O/C Description 

 * Title: R Example: 
Owner 

 

 

 
 

7. As required, complete/review the following fields: 
 

 

 Field R/O/C Description 

 * Work Phone: R Example: 
555-555-5555 

 

 

 
 

8. As required, complete/review the following fields: 
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 Field R/O/C Description 

 * Email: R Example: 
JSmith@ABSolarFakeCo.com 

 

 

 
 

9. As required, complete/review the following fields: 
 

 

 Field R/O/C Description 

 * Retype Email: R Example: 
JSmith@ABSolarFakeCo.com 

 

 

 
 

10. As required, complete/review the following fields: 
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 Field R/O/C Description 

 * Address: R Example: 
123 Fake St. 

 

 

 
 

11. As required, complete/review the following fields: 
 

 

 Field R/O/C Description 

 * City: R Example: 
San Diego 

 

 

 
 
 

12. Choose your business' state from the list. 
 



  

DIIS Administrator Registration and Login 

Work Instruction 

  

      

  

 
 

 
Wednesday, January 30, 2013  12/212 

 

 

 
 

13. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 * Zip Code: R Example: 
92123 

 

 

 
 
 

14. If your mailing address is the same as above please check this to auto populate the following address fields, 
otherwise skip and fill them in. 

 



  

DIIS Administrator Registration and Login 

Work Instruction 

  

      

  

 
 

 
Wednesday, January 30, 2013  13/212 

 

 

 
 

15. As required, complete/review the following fields: 
 

 Field R/O/C Description 

 * User Id: R Example: 
JTSmith 

 

 

 
 

16. As required, complete/review the following fields: 
 

 Field R/O/C Description 

 * Password: R Example: 
***** 
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17. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 * Confirm: R Example: 
***** 

 

 

 
 
 

18. Select a security question. 
 



  

DIIS Administrator Registration and Login 

Work Instruction 

  

      

  

 
 

 
Wednesday, January 30, 2013  15/212 

 

 

 
 

19. As required, complete/review the following fields: 
 
 

 

 Field R/O/C Description 

 * Security Answer: R Example: 
American 

 

 

 
 

20. As required, complete/review the following fields: 

 

 Field R/O/C Description 
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 Field R/O/C Description 

 * R Example: 
cf8b2 

 

 

 
 
 

21. Click button . 
 

 
 
 

22. Error notice 
 

 
 If there are any issues an error message will appear at the top of the form. Please correct the issue 

and re-type your password and the security code. 
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23. You should receive an email notification from myPartners. 
 

 
 
 

24. To complete registration for DIIS please click this link . (https://mypartners.sdge.com) 
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25. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 User ID: R Example: 
JTSmith 

 

 

 
 

26. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 Password: R Example: 
***** 
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27. Click button . 
 

 
 
 

28. 
Click link . 
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29. Click DIIS radio button . 
 

 
 
 

30. Click button . 
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31. 

 
You should receive an email confirming your enrollment.  

 

 
 
 

32. Click link . 
 



  

DIIS Administrator Registration and Login 

Work Instruction 

  

      

  

 
 

 
Wednesday, January 30, 2013  22/212 

 

 

 
 
 

33. Click DIIS link . 
 

 
 
 

34. If you are the admin and do not have a company code assigned yet, click "I'm a Contractor and don't have a 
Company Code" radio button , otherwise, please select one 
of the other options. 
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35. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 Can't read this? R Example: GD3XU 
 

 

 
 
 

36. 
Click Sign in button . 
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37. Click The "Admin Links" link. 
 

 
 
 

38. Click the "Employee Management" link. 
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39. Company Code 
 

 
  Your company code will be needed for your employees to use for their registration. 

 

 
 
 

40. Click the " " link to exit. 
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41. Whenever you are finished with a session, please click the "Sign Out" link. 
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P u r p o s e 

Use this procedure as a step by step instruction to assist you when you are registering for a Contracting company 
already existing in the DIIS.  You will need your company code from your business’ DIIS Administrator. 

Contact 

If you have further concerns or questions in your registration process, please contact the NEM group at 1-858-636-
5585 or netmetering@semprautilities.com. 

Menu Path 

Use the following menu path to begin this transaction: 

• https://mypartners.sdge.com 
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1. Start the transaction using the menu path or transaction code: https://mypartners.sdge.com/ 
 

 

 
 
 

2. Click the "Register now" link. 
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3. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 * First Name: R Example: Chris 
 

 

 
 

4. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 * Last Name: R Example: Clark 
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5. As required, complete/review the following fields: 
 

 Field R/O/C Description 

 * Company Name: R Example: 
AB Solar 

 

 

 
 

6. As required, complete/review the following fields: 
 

 Field R/O/C Description 

 * Title: R Example: 
Project Manager 
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7. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 * Work Phone: R Example: 
858-555-6532 

 

 

 
 

8. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 * Email: R Example: 
CTClark@gmailing.com 
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9. As required, complete/review the following fields: 
 

 Field R/O/C Description 

 * Retype Email: R Example: 
CTClark@gmailing.com 

 

 

 
 

10. As required, complete/review the following fields: 

 

 Field R/O/C Description 
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 Field R/O/C Description 

 * Address: R Example: 
123 Fake St. 

 

 

 
 

11. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 * City: R Example: 
San Diego 
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12. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 * Zip Code: R Example: 
92123 

 

 

 
 
 

13. If your mailing address is the same as above please check this to auto populate the following address fields, 
otherwise skip and fill them in. 
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14. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 * User Id: R Example: 
CTClark 

 

 

 
 

15. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 * Password: R Example: 
***** 
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16. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 * Confirm: R Example: 
***** 

 

 

 
 
 

17. Select a Security Question from the dropdown. 
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18. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 * Security Answer: R Example: 
Nowhere 
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19. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 *Security Code R Example: 
kccn4 

 

 

 
 
 

20. Click  button 
 

 
  If there are any issues an error message will appear at the top of the form. Please correct the issue 

and re-type your password and the security code. 
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21. Click the link 
 

 
 

22. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 User ID: R Example: 
CTClark 
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23. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 Password: R Example: 
***** 
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24. Click  button 
 

 
 
 

25. 
Click the  link. 
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26. Click the "DIIS" radio button. 
 

 
 
 

27. Click  button 
 

 
 
 

28. Click  link 
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 You are now enrolled to have DIIS in your MyPartners portfolio. 

 

 
 
 

29. Click the link.. 
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30. Click the "I'm a Contractor and have a Company Code" radio button. 
 

 
 

31. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 Company Code R Example: 
D3600256FF 

 

 

 
 

32. As required, complete/review the following fields: 

 

 Field R/O/C Description 
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 Field R/O/C Description 

 Can't read this? R Example: 
GLQUS 

 

 

 
 
 

33. 
Click the "Sign in"  button. 

 

 
 
 

34. Check with admin. 
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 Please notify your company administrator that it is "okay' for them to approve you in the DIIS-NEM 

system and close out of the browser. 
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P u r p o s e 

Use this procedure as step by step instructions to assist you when applying for a client to receive the “Fast Track” 
approval for NEMs program on systems less than or equal to 30kw. 

Contact 

If you have further concerns or questions in the application process, please contact the NEM group at 1-858-636-5585 
or netmetering@semprautilities.com. 

Menu Path 

Use the following menu path to begin this transaction: 

• https://mypartners.sdge.com 
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1. Start the transaction using the path: https://mypartners.sdge.com/ 
 

 

 

2. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 User 
ID: 

R Example: 
JTSmith 

 

 
  If you have forgotten either your User ID or Password use the links next to the 

login fields. 
 

 

https://mypartners.sdge.com/
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3. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 Password: R Example: 
***** 

 

 

 
 
 

4. Click the "Submit" button  . 
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5. Click the "DIIS" link. 
 

Net Energy Metering | San Diego Gas & Electric 

 
 
 

6. Click the "Start a New Application" link. 
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7. Click the "NEM <= 30KW Application" link. 
 

 
 
 

8. Click the radio button for which rebate scenario applies to this application. 
 

 
 
 

 ) 
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9. Select the ownership type – Third Party Owned or Customer Owned. Additional questions will follow for both. 
For Third Party Owned, the Federal Investment Tax (ITC) cost basis, the Contractor’s name at the time of sale, 
and the third-party contract type are required. For customer owned, the sales price and whether the system was 
Property Assessed Clean Energy (PACE) financed is required. 
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10. Select the application type where applicable 
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11. If you need help finding the following information, Click on the link  provided. 
 

 
 
 

12. 

. 
 

 
 Samples of where you can find the required information will pop-up for your convenience. 
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13. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 * Customer Account Number: R Example: 
1234567891 

 

 

 
 

14. As required, complete/review the following fields: 
 

 Field R/O/C Description 

 ( * Required for active accounts) R Example:12345678 
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15. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 * Customer First Name: R Example: 
Jane 

 

 

 
 

16. As required, complete/review the following fields: 
 

 Field R/O/C Description 

 * Customer Last Name: R Example: Doe 
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17. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 * Customer Street Number: R Example: 
123 

 

 

 
 

18. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 * Customer Street Name: R Example: 1st Fake st. 
 

 

 
 



  

DIIS Application Submittal – Fast Track <= 30kw 

Work Instruction 

 
 

 
Thursday, January 31, 2013  58/212 

 

 

19. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 * Customer City: R Example: 
San Diego 

 

 

 
 

20. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 * Customer Zipcode: R Example: 92123 
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21. As required, complete/review the following fields: 
 

 Field R/O/C Description 

 * Customer County: R Example: San Diego or Orange (must be exactly one of the two.) 
 

 

 

 

 

 

 
 

22. As required, complete/review the following fields: 

 

 Field R/O/C Description 
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 Field R/O/C Description 

 * Customer Home/Mobile Phone: R Example: 
8585556543 

 

 

 
 

23. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 * Customer Email Address: R Example: JDoe@gmail.com 
 

 

 
 

24. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 * Confirm Customer Email Address: R Example: 
JDoe@gmail.com 
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25. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 * Customer Sector: R Example: 
Residential 

 

 

 
 
 

26. Read and check if you agree. 
 

 
 Review Contractor Information. 
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27. 
After reading this section, click the "Next" button . 
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28. Step 2 - Requirements for Interconnection. Read and scroll down. 
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29. 
Once this section is read, click the "Next" button . 

 

 
 
 

30.  
 

 
   Read section A. 
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31. Click the Yes/No radio button to answer section B. 
 

 
 
 

32. Click the Yes/No radio button to answer section C. 
 

 
 
 

33. Select expected date of project completion. The date must be equal or greater than today’s date, otherwise an 
error will appear. 
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34. Click the Yes/No radio button to answer section E. 
 

 
 
 

35. Click the Yes/No radio button to answer section F. 
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36. Select all that apply if you answered "Y" on section F. (Press "Ctrl" + Click option in list for multi-select). 
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37. Click the Yes/No radio button to answer section G. If you select "Yes", Please specify the program. 
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38. 
Click Next button . 

 

 
 

39. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 Disconnect Switch Manufacturer R Example: 
Manufacturer A Company 

 

 

 
 

40. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 Disconnect Switch Model Number R Example: ZP-2 
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41. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 Disconnect Switch Rating(amps) R Example: 
30 
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42. Select the radio button that applies in Section B. If the system matches, the standard one-line diagram, then 
no upload of a custom one-line diagram is required in Step 6. If the system does not match the standard one-
line diagram, you will be required to upload a custom one-line diagram in Step 6. 

 

 
 
 

43. Click Inverter Manufacturer dropdown and select. 
 



  

DIIS Application Submittal – Fast Track <= 30kw 

Work Instruction 

 
 

 
Thursday, January 31, 2013  72/212 

 

 

 
 
 

44. Select the Inverter's Model Number. 
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45. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 Quantity of Inverters R Example: 
12 

 

 

 
 
 

46. Select Phase from list. 
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47. 
Click Add button . This is an important step! Your inverter will not be added until you click on the add 
button. If you proceed with the application without doing this, an error message will appear and you will be stuck 
on Step 5! 

 

 
 
 

48. If you made an error, click the "Delete" link, correct and re-add the corrected Inverter. 
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49. Select PV Panel Manufacturer from the dropdown. 
 

 
 
 

50. Select the PV Panel. 
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51. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 Quantity of PV Panels Inverter number from (B) above R Example: 
1 

 

 

 
 

52. Select which Inverter the panels will be attached to. If only one set of inverters were entered, select 1. If there 
are two or more sets of inverters, select the number of the inverter that is applicable. 

 

 Field R/O/C Description 

 Inverter number from above (C) R Example: 
1 
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53. 
Click Add button . This is an important step. Without clicking the Add button for the panels, you will 
be stuck on Step 4. 

 

 
 

54. Type in the DC output of the system in Watts.  

 

 Field R/O/C Description 

 What is the system output (DC – watts) R Example: 
180,000 
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55. Select the PV Panel Mounting Type  

 
 

 
 

56. Select PV Panel Tracking Type        
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57. If fixed, enter the Tilt and Azimuth of the system.  
 

 

 

          
 

 

 

    

 



  

DIIS Application Submittal – Fast Track <= 30kw 

Work Instruction 

 
 

 
Thursday, January 31, 2013  80/212 

 

 

 

 

58. For Wind Turbine, fill out all the table if present.  
 

 
 
 

59. For systems larger than 10 kW, enter the short circuit interrupting rating (SCIR) of the service panel. 
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60. Select radio button for the applicable choice for system output monitoring. 

 

61. If yes, select where the monitoring system outputs.  

 

62. If to an outside entity, state the name of the company.  
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63. Save Section 
 

 
 If you need to save and complete the application at a later date, click on the "Save Section" button 

 

 
 If you would like to continue with the application, click on the "Next" button. 
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64. If you chose the "Save Section" option, proceed by clicking the "Logout" link follow the following steps to 
navigate back to this application to complete it at a later time. 

 

myPartners Desk Top 

 
 
 

65. Click the “Sign Out” link. 
 

When you are ready to return to your application, go to: https://mypartnersd.sdge.com 

 
 

66. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 User ID: R Example: 
JTSmith 

 

 

https://mypartnersd.sdge.com/
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67. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 Password: R Example: 
***** 

 

  

 
 
 

68. Click the "Submit" button. 
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69. Click the "DIIS" link. 
 

Net Energy Metering | San Diego Gas & Electric 

 
 
 

70. Click the "My Applications" link. 
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71. Click the "Drafts" link. 
 

 
 
 

72. Find and click on your desired Application ID link. 
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73. Click the first step in the list that show in red (not completed yet). 
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74. Click the "Fast Track Application" radio button. 
 

 
 
 

75. For the Fast Track option, first verify that you meet all Fast Track requirements. 
 

 
 
 

76. 
Click Next button  . 
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77. If standard one-line diagram was selected in Step 4, then no upload of a custom one-line diagram is required. If 
it was not selected in Step 4, then a custom one-line is required in Step 4. The upload option for one-line 
diagram will only appear for those who did not select standard one-line in Step 4! 
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Choose File to Upload 

 
 
 

78. User the browser to locate your file. Once found, click on the One Line associated with the current application. 
 

Choose File to Upload 

 
 
 

79. Click the  button. 
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80. 
Click upload button . You will have to upload each file one at a time, from top to bottom in order to 
proceed with the application. 

 

 
 
 

81. If you have a Terms and Conditions document signed by the customer. You can upload it here. You can find the 
Terms and Conditions document at: http://www.sdge.com/nem-documents . Click the  button to 
search for signed Terms and Conditions document for the active application. 

 

http://www.sdge.com/nem-documents
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  Note: for each successful upload, you will see a notification to the right of the upload. 

 

Choose File to Upload 

 
 
 

82. Locate and select the file for the terms and conditions document. 
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Choose File to Upload 

 
 
 

83. Click the  button. 
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84. 
Click upload button . 
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85. Click the  button to search for the picture of the Warning Plaque file for the active application. 
 

Choose File to Upload 

 
 
 

86. Select the picture of the Warning Plaque file. 
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Choose File to Upload 

 
 
 

87. Click the  button. 
 

 
 
 

88. 
Click upload button . 
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89. Print Preview 
 

 
 A Print Preview button has been provided if you wish to review or print a copy of the application for 

your customer. 
 

File Download 

 
 
 

90. Click Open button . 
 



  

DIIS Application Submittal – Fast Track <= 30kw 

Work Instruction 

 
 

 
Thursday, January 31, 2013  98/212 

 

 

Sample of Print Preview 

 
 
 

91. Application Sample 
 
 

 
 
 

92. 
Click Submit button . 
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Your recently submitted SDG&E application - Message (HTML) 

 
 
 

93. You should receive an email with your Application confirmation. 
 

Net Energy Metering | San Diego Gas & Electric 

 
 
 

94. Click the "Logout" link and Sign out from My Partners. 

 

 
 You should receive a message confirming your acceptance of the application by the DIIS system. 
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P u r p o s e 

Use this procedure as step by step instructions to assist you when applying for a client to receive the “Traditional 
Process” approval for NEMs program on systems less than or equal to 30kw. 

Contact 

If you have further concerns or questions in the application process, please contact the NEM group at 1-858-636-5585 
or netmetering@semprautilities.com. 

Menu Path 

Use the following menu path to begin this transaction: 

• https://mypartners.sdge.com 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://mypartners.sdge.com/
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1. Start the transaction using the menu path or transaction code: https://mypartners.sdge.com/ 
 

 
 

2. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 User ID: R Example: 
JTSmith 

 

 
  If you have forgotten either your User ID or 

Password click on the links below. 
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3. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 Password: R Example: 
***** 

 

 

 
 
 

4. Click the "Submit" button . 
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5. Click the "DIIS" link. 
 

 
 
 

6. Click the "Start a New Application" link. 
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5. Click the "DIIS" link. 
 

 
 
 

6. Click the "Start a New Application" link. 
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7. Click the "NEM <30KW Application" link. 
 

 
 
 

8. Click the radio button for which rebate scenario applies to this application. 
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9. Select the ownership type – Third Party Owned or Customer Owned. Additional questions will follow for both. For 
Third Party Owned, the Federal Investment Tax (ITC) cost basis, the Contractor’s name at the time of sale, and the 
third-party contract type are required. For customer owned, the sales price and whether the system was Property 
Assessed Clean Energy (PACE) financed is required. 
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10. Select the application type where applicable 

 

 

 
 
 

11. If you need help finding the following information, Click on the  link. 
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12. 

. 
 

 • Samples of where you can find this data will pop-up for your convenience. 
 

 
 

13. As required, complete/review the following fields: 

 

 Field R/O/C Description 
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 Field R/O/C Description 

 * Customer Account Number: R Example: 
1234567891 

 

 

 
 

14. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 ( * Required for active accounts) R Example: 
12345678 

 

 

 
 

15. As required, complete/review the following fields: 
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 Field R/O/C Description 

 * Customer First Name: R Example: 
Jane 

 

 

 
 

16. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 * Customer Last Name: R Example: 
Doe 

 

 

 
 

17. As required, complete/review the following fields: 
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 Field R/O/C Description 

 * Customer Street Number: R Example: 
123 

 

 

 
 

18. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 * Customer Street Name: R Example: 
1st Fake st. 

 

 

 
 

19. As required, complete/review the following fields: 
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 Field R/O/C Description 

 * Customer City: R Example: 
San Diego 

 

 

 
 

20. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 * Customer Zipcode: R Example: 
92123 
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21. As required, complete/review the following fields: 
 

 Field R/O/C Description 

 * Customer County: R Example: San Diego or Orange (must be exactly one of the two.) 
 

 

 

 

 

 

 

 
 



  

DIIS Application Submittal – Traditional Process <= 30kw 

Work Instruction 

 
 

 
Thursday, January 31, 2013  114/212 

 

 

22. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 * Customer Home/Mobile Phone: R Example: 
8585556543 

 

 

 
 

23. As required, complete/review the following fields: 
 

 Field R/O/C Description 

 * Customer Email Address: R Example: JDoe@gmail.com 
 

 

 
 

24. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 * Confirm Customer Email Address: R Example: 
JDoe@gmail.com 
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25. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 * Customer Sector: R Example: 
Residential 

 

 
 

 

 

 

26. Read 
and 
check if 
you 
agree. 

 

 
 Review Contractor Information. 
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27. 
After reading this section, click the "Next" button . 
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28. Step 2 - Requirements for Interconnection. Read and scroll down. 
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29. 
Once this section is read, click the "Next" button . 

 

 

 
 
 

30.  
 

 
   Read section A. 
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31. Click the Yes/No radio button to answer section B. 
 

 
 
 

32. Click the Yes/No radio button to answer section C. 
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33. Select expected date of project completion. The date must be equal or greater than today’s date, otherwise an 
error will appear. 

 

 
 
 

34. Click the Yes/No radio button to answer section E. 
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35. Click the Yes/No radio button to answer section F. 
 

 
 
 

36. Select all that apply if you answered "Y" on section F. (Press "Ctrl" + Click option in list for multi-select). 
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37. Click the Yes/No radio button to answer section G. If you select "Yes", Please specify the program. 
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38. 
Click Next button . 

 

 
 

39. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 Disconnect Switch Manufacturer R Example: 
Manufacturer A Company 

 

 

 
 

40. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 Disconnect Switch Model Number R Example: ZP-2 
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41. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 Disconnect Switch Rating(amps) R Example: 
30 
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42. Select the radio button that applies in Section B. If the system matches, the standard one-line diagram, then 
no upload of a custom one-line diagram is required in Step 6. If the system does not match the standard one-
line diagram, you will be required to upload a custom one-line diagram in Step 6. 

 

 
 
 

43. Click Inverter Manufacturer dropdown and select. 
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44. Select the Inverter's Model Number. 
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45. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 Quantity of Inverters R Example: 
12 

 

 

 
 
 

46. Select Phase from list. 
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47. 
Click Add button . This is an important step! Your inverter will not be added until you click on the add 
button. If you proceed with the application without doing this, an error message will appear and you will be stuck 
on Step 5! 

 

 
 
 

48. If you made an error, click the "Delete" link, correct and re-add the corrected Inverter. 
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49. Select PV Panel Manufacturer from the dropdown. 
 

 
 
 

50. Select the PV Panel. 
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51. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 Quantity of PV Panels Inverter number from (B) above R Example: 
1 

 

 

 
 

52. Select which Inverter the panels will be attached to. If only one set of inverters were entered, select 1. If there 
are two or more sets of inverters, select the number of the inverter that is applicable. 

 

 Field R/O/C Description 

 Inverter number from above (C) R Example: 
1 
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53. 
Click Add button . This is an important step. Without clicking the Add button for the panels, you will 
be stuck on Step 4. 

 

 
 

54. Type in the DC output of the system in Watts.  

 

 Field R/O/C Description 

 What is the system output (DC – watts) R Example: 
180,000 
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55. Select the PV Panel Mounting Type  

 
 

 
 

56. Select PV Panel Tracking Type        
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57. If fixed, enter the Tilt and Azimuth of the system.  
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58. For Wind Turbine, fill out all the table if present.  
 

 
 
 

59. For systems larger than 10 kW, enter the short circuit interrupting rating (SCIR) of the service panel. 
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60. Select radio button for the applicable choice for system output monitoring. 

 

61. If yes, select where the monitoring system outputs.  

 

62. If to an outside entity, state the name of the company.  
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63. Save Section 
 

 
 If you need to save and complete the application at a later date, click on the "Save Section" button 

 

 
 If you would like to continue with the application, click on the "Next" button. 
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64. If you chose the "Save Section" option, proceed by clicking the "Logout" link follow the following steps to 
navigate back to this application to complete it at a later time. 

 

myPartners Desk Top 

 
 
 

65. Click the “Sign Out” link. 
 

When you are ready to return to your application, go to: https://mypartnersd.sdge.com 

 
 

66. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 User ID: R Example: 
JTSmith 

 

 

https://mypartnersd.sdge.com/
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67. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 Password: R Example: 
***** 

 

  

 
 
 

68. Click the "Submit" button. 
 



  

DIIS Application Submittal – Traditional Process <= 30kw 

Work Instruction 

 
 

 
Thursday, January 31, 2013  139/212 

 

 

 
 
 

69. Click the "DIIS" link. 
 

Net Energy Metering | San Diego Gas & Electric 

 
 
 

70. Click the "My Applications" link. 
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71. Click the "Drafts" link. 
 

 
 
 

72. Find and click on your desired Application ID link. 
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73. Click the first step in the list that show in red (not completed yet). 
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74. Click the "Traditional Process" radio button. 
 
 

 
 
 

75. 
Click Next button  . 
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76. If standard one-line diagram was selected in Step 4, then no upload of a custom one-line diagram is required. If 
it was not selected in Step 4, then a custom one-line is required in Step 4. The upload option for one-line 
diagram will only appear for those who did not select standard one-line in Step 4! 

 

Choose File to Upload 
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77. User the browser to locate your file. Once found, click on the One Line associated with the current application. 
 

Choose File to Upload 

 
 
 

78. Click the  button. 
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79. 
Click upload button . You will have to upload each file one at a time, from top to bottom in order to 
proceed with the application. 
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80. If you have a Terms and Conditions document signed by the customer. You can upload it here. You can find the 
Terms and Conditions document at: http://www.sdge.com/nem-documents . Click the  button to 
search for signed Terms and Conditions document for the active application. 

 

 
  Note: for each successful upload, you will see a notification to the right of the upload. 

 

Choose File to Upload 

 
 
 

81. Locate and select the file for the terms and conditions document. 
 

http://www.sdge.com/nem-documents
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Choose File to Upload 

 
 
 

82. Click the  button. 
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83. 
Click upload button . 
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84. Print Preview 
 

 
 A Print Preview button has been provided if you wish to review or print a copy of the application for 

your customer. 
 

File Download 

 
 
 

85. Click Open button . 
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Sample of Print Preview 

 
 
 

86. Application Sample 
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87. 
Click Submit button . 

 

Your recently submitted SDG&E application - Message (HTML) 

 
 
 

88. You should receive an email with your Application confirmation. 
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Net Energy Metering | San Diego Gas & Electric 

 
 
 

89. Click the "Logout" link and Sign out from My Partners. 

 

 
 You should receive a message confirming your acceptance of the application by the DIIS system. 
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P u r p o s e 

Use this procedure as step by step instructions to assist you when applying for a client to receive the “Traditional 
Process” approval for NEMs program on systems greater than 30kw. 

Contact 

If you have further concerns or questions in the application process, please contact the NEM group at 1-858-636-5585 
or netmetering@semprautilities.com. 

Menu Path 

Use the following menu path to begin this transaction: 

• https://mypartners.sdge.com 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://mypartners.sdge.com/
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1. 

 
 
 
Start the transaction using the menu path or transaction code: https://mypartners.sdge.com/ 
 

 

 

2. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 User ID: R Example: 
JTSmith 

 

 
  If you have forgotten either your User ID or 

Password click on the links below. 
 

 
 

https://mypartners.sdge.com/
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3. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 Password: R Example: 
***** 

 

 

 
 
 

4. Click the "Submit" button . 
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5. Click the "DIIS" link. 
 

 
 
 

6. Click the "Start a New Application" link. 
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7. Click the "NEM > 30KW Application" link. 
 

 
 
 

8. Click the radio button for which rebate scenario applies to this application. 
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9. Select the ownership type – Third Party Owned or Customer Owned. Additional questions will follow for both. For 
Third Party Owned, the Federal Investment Tax (ITC) cost basis, the Contractor’s name at the time of sale, and the 
third-party contract type are required. For customer owned, the sales price and whether the system was Property 
Assessed Clean Energy (PACE) financed is required. 
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10. Select the application type where applicable  

 
 
 

11. If you need help finding the following information, Click on the link  provided. 
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12. 

. 
 

 
 Samples of where you can find this data will pop-up for your convenience. 

 

 
 

13. As required, complete/review the following fields: 

 

 Field R/O/C Description 
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 Field R/O/C Description 

 * Customer Account Number: R Example: 
1234567891 

 

 

 
 

14. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 ( * Required for active accounts) R Example: 
12345678 

 

 

 
 

15. As required, complete/review the following fields: 
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 Field R/O/C Description 

 * Customer First Name: R Example: 
Jane 

 

 

 
 

16. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 * Customer Last Name: R Example: 
Doe 

 

 

 
 

17. As required, complete/review the following fields: 
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 Field R/O/C Description 

 * Customer Street Number: R Example: 
123 

 

 

 
 

18. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 * Customer Street Name: R Example: 
1st Fake st. 

 

 

 
 

19. As required, complete/review the following fields: 
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 Field R/O/C Description 

 * Customer City: R Example: 
San Diego 

 

 

 
 

20. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 * Customer Zipcode: R Example: 
92123 
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21. As required, complete/review the following fields: 
 

 Field R/O/C Description 

 * Customer County: R Example: San Diego or Orange (must be exactly one of the two.) 
 

 

 

 

22. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 * Customer Home/Mobile Phone: R Example: 
8585556543 
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23. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 * Customer Email Address: R Example: 
JDoe@gmail.com 

 

 

 
 

24. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 * Confirm Customer Email Address: R Example: 
JDoe@gmail.com 
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25. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 * Customer Sector: R Example: 
Residential 

 

 
 

 
 Review Contractor Information. 

 

 

26. Read and check if you agree. 
 

 
 Review Contractor Information. 
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27. 
After reading this section, click the "Next" button . 

 

 
 
 

28. Step 2 - Requirements for Interconnection. Read and scroll down. 
 



  

DIIS Application Submittal – Traditional Process > 30kw 

Work Instruction 

 
 

 
Thursday, January 31, 2013  169/212 

 

 

 
 
 

29. 
Once this section is read, click the "Next" button . 

 

 
 
 

30. Click the Yes/No radio button to answer section B.  
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31. Click the Yes/No radio button to answer section C. 
 

 
 
 

32. Select expected date of project completion. The date must be equal or greater than today’s date, otherwise 
an error will appear. 
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33. Click the Yes/No radio button to answer section E. 
 

 
 
 

34. Click the Yes/No radio button to answer section F. 
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35. Select all that apply if you answered "Y" on section F. (Press "Ctrl" + Click option in list for multi-select). 
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36. Click the Yes/No radio button to 
answer section G. If you select 
"Yes", Please specify program 
below. 
 
 

 
 
 
 
 
 
 
 

37. Click Next button . 

   

39. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 Disconnect Switch Manufacturer R Example: 
Manufacturer A Company 
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40. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 Disconnect Switch Model Number R Example: ZP-2 
 

 

 
 

41. As required, complete/review the following fields: 

 

 Field R/O/C Description 
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 Disconnect Switch Rating(amps) R Example: 
30 

 

 

 

 
 
 

42. Click Inverter Manufacturer dropdown and select. 
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43. Select the Inverter's Model Number. 
 

 
 

44. As required, complete/review the following fields: 
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 Field R/O/C Description 

 Quantity of Inverters R Example: 
12 

 

 

 
 
 

45. Select Phase from list. 
 

 
 
 



  

DIIS Application Submittal – Traditional Process > 30kw 

Work Instruction 

 
 

 
Thursday, January 31, 2013  178/212 

 

 

46
. Click Add button . This is an important step! Your inverter will not be added 

until you click on the add button. If you proceed with the application without doing this, an 
error message will appear and you will be stuck on Step 5! 

 

 
 
 

47. If you made an error, click the "Delete" link, correct and re-add the corrected Inverter. 
 

 
 
 

48. Select PV Panel Manufacturer from the dropdown. 
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49. Select the PV Panel. 
 

 
 

50. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 Quantity of PV Panels Inverter number from (B) above R Example: 
1 
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51
. 

Select which Inverter the panels will be attached to. If only one set of inverters were 
entered, select 1. If there are two or more sets of inverters, select the number of the 
inverter that is applicable. 

 

 Field R/O/C Description 

 Inverter number from above (C) R Example: 
1 

 

 

 
 
 

52
. Click Add button . This is an important step. Without clicking the Add button 

for the panels, you will be stuck on Step 4. 
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53. Type in the DC output of the system in Watts.  

 

 Field R/O/C Description 

 What is the system output (DC – watts) R Example: 
180,000 

 

 
 
 
 
 
 
 
 
 

 
 

54. Select the PV Panel Mounting Type  
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55. Select PV Panel Tracking Type        
 

        
 

 

   

56. If fixed, enter the Tilt and Azimuth of the system.  
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57. For Wind Turbine, fill out all the table if present.  
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58
. 

For systems larger than 10 kW, enter the short circuit interrupting rating (SCIR) of the 
service panel. 

  

 

 

59
. 

Select radio button for the applicable choice for system output monitoring. 
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60
. 

If yes, select where the monitoring system outputs.  

 

61
. 

If to an outside entity, state the name of the company.  
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62. Save Section 
 

 
 If you need to save and complete the application at a later date, click on 

the "Save Section" button 
 

 
 If you would like to continue with the application, click on the "Next" button. 
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64
. 

If you chose the "Save Section" option, proceed by clicking the "Logout" link follow the 
following steps to navigate back to this application to complete it at a later time. 

 

myPartners Desk Top 

 
 
 

65. Click the “Sign Out” link. 
 

When you are ready to return to your application, go to: https://mypartnersd.sdge.com 

 
 

66. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 User ID: R Example: 
JTSmith 

 

 

https://mypartnersd.sdge.com/
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67. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 Password: R Example: 
***** 

 

  

 
 
 

68. Click the "Submit" button. 
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69. Click the "DIIS" link. 
 

Net Energy Metering | San Diego Gas & Electric 

 
 
 

70. Click the "My Applications" link. 
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71. Click the "Drafts" link. 
 

 
 
 

72. Find and click on your desired Application ID link. 
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73. Click the first step in the list that show in red (not completed yet). 
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74. The only process available for greater than 30 applications is Traditional. Make 
sure to read the requirements for greater than 30 applications, including the need 
for signed interconnection agreements. 
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75. 
Click Next button  . 

 

 
 
 

77
. 

A one-line diagram is required for upload for greater than 30 applications. 
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Choose File to Upload 

 
 
 

78
. 

User the browser to locate your file. Once found, click on the One Line associated with 
the current application. 

 

Choose File to Upload 

 
 
 

79. Click the  button. 
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80
. 

Click upload button .  

 
 
 
 

 
 
 

81. Print Preview 
 

 
 A Print Preview button has been provided if you wish to review or print a copy of 

the application for your customer. 
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File Download 

 
 
 

82. Click Open button . 
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Sample of Print Preview 

 

 
 

83. Application Sample 
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84. 
Click Submit button . 

 

Your recently submitted SDG&E application - Message (HTML) 

 
 
 

85. You should receive an email with your Application confirmation. 
 

Net Energy Metering | San Diego Gas & Electric 

 
 
 

86. Click the "Logout" link and Sign out from My Partners. 
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 You should receive a message confirming your acceptance of the application by 

the DIIS system. 
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P u r p o s e 

Use this procedure as step by step instructions to assist you when finalizing Applications or fixing Incomplete/Issues 
involving your application. 

Contact 

If you have further concerns or questions in the application process, please contact the NEM group at 1-858-636-5585 
or netmetering@semprautilities.com. 

Menu Path 

Use the following menu path to begin this transaction: 

• https://mypartners.sdge.com 
 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

https://mypartners.sdge.com/
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1. Start the transaction using the menu path or transaction code: https://mypartners.sdge.com/ 
 

 
 
 

2. If you have received this email you have now been approved and attached are the formal Approval Letter and a 
Question/Answer sheet for your convenience.  A duplicate copy of this email has been sent to the Service Address 
Customer’s email provided in the NEM Application submittal process.       

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://mypartners.sdge.com/
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Issues: 

 
 
 

3. If you have received this email, there is an issue that is keeping the application from moving forward. Please note 
the issue above and once fixed, reply to all on this email noting the issue is resolved. A duplicate copy of this 
email has been sent to the Service Address Customer’s email provided in the NEM Application submittal 
process. 

 

 
  
Issue(s) will be listed in the body of the email. 
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Incompletes: 

 
 
 

4. If you receive this email, there is an issue with your application. Please log back into the DIIS system to rectify.  A 
duplicate copy of this email has been sent to the Service Address Customer’s email provided in the NEM 
Application submittal process. The following slides will show you how to find your application in order to make the 
suggested correction(s) and re-submit. 

 

 
  Issue(s) will be listed in the body of the email. 

 

 
  There will be a note in the body of the email indicating which step the error occurred. 
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5. As required, complete/review the following fields: 
 
 
 

 

 Field R/O/C Description 

 User ID: R Example: 
JTSmith 

 

 
  If you forgot either your User ID or Password use the links 

below. 
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6. As required, complete/review the following fields: 

 

 Field R/O/C Description 

 Password: R Example: 
***** 
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7. Click the  button. 
 

 
 
 

8. Click the "DIIS" link. 
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9. Click the "My Applications" link. 
 

 
 
 

10. Click the "Incomplete" link. 
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11. Find and click on the Application ID you wish to update. 
 

 

 
 
 

12. Click on the step noted in the email to fix the issue. 
 

 
 

13. As required, complete/review the following fields: 

 

 Field R/O/C Description 
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 Field R/O/C Description 

 * Customer First Name: R Example: 
John 

 

 

 
 
 

14. 
Click  button for each section until you arrive to the "Submit Application" page. 
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15. 
Click t button to update your application. 

 

 
 You may use "Print Preview" to re-print the application with the corrected information. 
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16. 
Click Go to Home Page button . 

 

 
 A note will be provided to assure you that your application changes were  received                                                                                                                                                                                                                                                                                                                                                                                                                                      

 

 
 
 

17. Click the "My Applications" link. 
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18. Click the "Submitted" link. 
 

 
 
 

19. Notice your corrected application is now in the Submitted status ready for review by SDG&E. 

 


