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Disclaimer

“This guide was prepared as an account of work sponsored by the United States Department of Energy.  Neither the United States Government nor any agency thereof, nor any of their employees, makes any warranty, express or implied, or assumes any legal liability or responsibility for the accuracy, completeness, or usefulness of any information, apparatus, product, or process disclosed, or represents that its use would not infringe privately owned rights.  Reference herein to any specific commercial product, process, or service by trade name, trademark, manufacturer, or otherwise does not necessarily constitute or imply its endorsement, recommendation, or favoring by the United States Government or any agency thereof. The views and opinions of authors expressed herein do not necessarily state or reflect those of the United States Government or any agency thereof.”
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1. Introduction 

People who sign on to the online permitting system as an authorized representative for a participating agency have access to some additional features. In addition to the standard applicant functionality, authorized agency representatives can: 

1) Acknowledge permits issued by the system; 

2) Update a permit’s status (e.g. revoke, extend, etc.);

3) Acknowledge applicant inspection requests; 

4) Enter inspection results;

5) Generate reports; and

6) Update agency information 

This document explains how to use those features that are only available to partner agency representatives.  A broad system overview diagram appears at the end of this document in Appendix A.
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application form, electronic review and approval, and flat fee.

« Use this system to choose from pre-approved and pre-engineered
solar panel mounting instalation designs, and then apply for permits
using those designs.
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typical to one of the listed and pre-approved installation designs.
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2. Partner Agencies 

a. Becoming a Partner

To participate in the Broward County Go SOLAR Program and authorize the online permitting system to issue permits for solar rooftop photovoltaic (PV) systems, the building official for each partner agency must supply the information outlined below to the Broward County system administrator (gosolar@broward.org).
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b. Obtaining an Account

Each person who will use the online permitting system as an “authorized representative” for each registered partner agency must request system access, via their building official, by supplying the information illustrated below to the Broward County system administrator (gosolar@broward.org).  

Once the partner agency information and authorized users have been set up in the system, the user names and passwords will be supplied to each agency as appropriate.
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‘The information outlined below is required for each person who will log o to the GoSolar system as an agency
representative, for purposes like these:

- Update agency information, including the logo image file (see Agency Data form, below).
- Acknowledge that a permit issuance notification was received by the agency.

- Acknowledge that an inspection request was received by the agency.

- Enterinspection results for a GoSolar permit.

- Update a permit status (e.g. revoke, extend, etc)

Use the Gosolar system to generate a permit or financial report.

Please fill out this form for each person who requires this type of system access and return the completed form(s) to the
GOSOLAR project team (email to gosolar@broward.org) for inclusion in the system.

Preferred User Name:

Person’s irst and last name:

Agency Name:

Mailing Address,
with City &

Contact Phone Numbers:

Email Address :





3. General System Usage
a. Sign In

Sign in to the Go SOLAR online permitting system by selecting the “Sign In” option on the left navigation menu and then entering a valid User Name and Password. 
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b. Search for Permits
Once logged in, select the “Search for Permit” option from the top menu.  The “Search for Permit” screen that appears is initially set up to show only permits for the jurisdiction that you represent.  
In the example below, the person logged in to the system is an authorized representative for the City of Coconut Creek.  Therefore, the initial “Permit List” shows only permits for the City of Coconut Creek.
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To view a list of all permits in the system, clear all the filter fields and select “Update List”.
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c. View Permit Details

Permits that match the selections entered are listed on the bottom half of the page.  To view the details of a specific permit, select the desired permit number from the permit list.
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Details about the selected permit are displayed as illustrated below:
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4. Permits 

a. Notification of Issuance
When a new permit is issued, the system automatically sends a message to the email address designated for the agency that the customer selected for that permit. For example, if a customer creates a new permit and indicates that the property is within the jurisdiction of the City of Hallandale Beach, then a “Permit Issued” message is sent to the to the email address that exists in the system for the City of Hallandale Beach.
The “Permit Issued” message may look like this:
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b. Permit Acknowledgement

Select the link in the email message to open a new browser session. Then sign on to the online permitting system using the instructions in SECTION 3a, and review the details for the permit.  When an authorized agency representative reviews a permit, that permit is automatically updated to indicate that it has been “acknowledged” by the agency.
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c. List Permits to Acknowledge
To view a list of permits that have not been acknowledged, use the Permit Search feature described in Section 3b, select the “Show ONLY permits that were not yet acknowledged” checkbox, and then select the “Update List” option.
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5. Permit Status 
a. Normal progression

The normal progression of a permit is:
1) Draft:
The applicant started to apply for a new permit but did not complete the application process.  If no payment was attempted, draft permits can be deleted.
2) Issued:
The applicant entered all required information and paid for the permit; work on the project is underway.
3) Complete:
The permit is finished when the last inspection is approved.

4) Expired:
The system automatically applies this status when there has been no activity on the permit for the configured number of days (e.g. 180 days).  Inspections cannot be requested or completed for expired permits.
b. Change of permit status
The permit status can also be manually adjusted by authorized agency representatives, at their discretion.  The permit status can be changed to:  

Canceled:
This status may be used if, for example, a decision is made to process the permit outside of the Go SOLAR Online Permitting System.  Inspections cannot be requested for permits having this status.

Issued:
The status of an expired permit may be changed from “Expired” back to “Issued”, and a new expiration date can be entered to override the original date.  Note that additional permit extension fees are currently NOT automatically calculated by the system..
Revoked:
This is similar to “Canceled”, but implies some level of system misuse (e.g. fraudulent information, invalid contractor license, etc.).  Inspections cannot be requested for permits having this status.
To change the status of a permit, select the “Change Permit Status” option on the Permit Detail page (refer to SECTION 3c. for Permit Details page instructions).
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Enter the appropriate values on the Permit Status Change screen and select the “Save Status Change” option.  Authorized agency representatives may only change the status of permits for their own jurisdictions.  A Town of Davie official, for example, cannot change the status of a City of Tamarac permit.
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Permit status adjustments are reflected on the Permit Detail page.  In the example below, the permit status was changed from Issued to Revoked.  



**Please note there will be NO notification to the applicant of this decision.  The authorized agency representative who changed the status of a permit must contact the applicant (outside of the online permitting system), to notify and explain the reasoning for the permit status change.

6. Inspections 

a. Notification of Request
When an applicant uses the system to request an inspection, the system automatically sends an email message to the designated agency associated with that permit.  

For example, when an applicant requests an inspection for a permit in the City of Oakland Park, the authorized agency representative will receive an email similar to the illustration below.  Selecting the link in the email message will open a new browser session.  The authorized agency representative will then sign on to the online permitting system and the pertinent inspection details will be displayed.
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b.  Acknowledgement

When an authorized agency representative reviews an inspection request, that inspection is automatically updated in the system to indicate that it has been “acknowledged” by the agency.

NOTE:  Instructions on this page specify that the inspector will contact the customer directly, to schedule an actual date and time for the inspection.   

c. Pending Inspections

To view a list of permits for which an inspection has been requested but not yet completed, select the “Show ONLY permits with pending inspection requests” and “Update List” option from the Search for Permit screen using the instructions in SECTION 3b. 
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12-00005 1239l eourseifrufic admin, test Panels for NO 3 Issued  06/14/2012

Town of Davie





d. Inspection Results
To enter the results of an inspection, first navigate to the appropriate “Permit Details” page using the Permit Search function described in Section 3b and 3c.    
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From the bottom of the Permit Details page (above), select the appropriate inspection to view the Inspection page.  On the inspection page (below), enter the inspection results and then select “Save Inspection Result”.  Note:  Fields with asterisk (*) are mandatory. 
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Here are examples of possible inspection results:
[image: image15.png]Inspection Result:*
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e. Re-Inspection Fee

When the authorized agency representative enters an inspection result other than “Passed,” the “Re-Inspection Fee” option becomes available.   If “Yes” is selected, a $50.00 re-inspection fee is assessed.  Once the re-inspection fee has been assessed, it cannot be removed and the applicant must pay the fee before the system will accept any other inspection requests.


f. Applicant Notification

When an inspection result is saved in the system, an email message containing the result is automatically sent to the applicant.  The notification message sent to the applicant may look like this:

[image: image16.png]From: noreply-GoSOLAR @broward.org Sent: Mon 6/25/201210:53 AM
Tor
Subject  GoSOLAR Inspection Completed

YIE

GoSOLAR Inspection Completed

The inspection described below was completed.

Inspection Date: 06/25/2012

Inspection Result: Disapproved !
iInspector Name: harry potter
Inspector Comment: redo !
Durisdiction: Town of Davie
Permit Number: GOSOLAR 12-00005 :
iPermit Holder Name: Test Admi i

Inspection Fee Due: $50.00

Please sign in to the system to access your permit and inspection information at any time:
https:/iwebapps betrain.cty/GoSOLAR Role Customer/Inspection.aspx?Inspectionld=337

Note: If the link above is not working, please copy the entire link text and paste that text info your browser.





g. Final Inspection Notification

When an authorized agency representative approves the final inspection on a permit, an email message is automatically sent to the applicant, Florida Power & Light, and the Fire Marshall.  Example:
[image: image17.png]From: noreply-GoSOLAR @broward.org Sent: Mon 6/25/20121037 AM
Tor
Subjet  GoSOLAR Final Inspection Completed

YIE

GoSOLAR Final Inspection Completed

The final permit inspection described below was completed, for  rooftop photovoltaic permit that was processed
through the GoSOLAR system.

Jurisdiction: Town of Davie
Permit Number:  GoSOLAR 1200003

Permit Holder Name: Test2 Tester

Tob Address: 123 any lane, Davie, FL 33325
System Size (DC kW):500.00

Click the link below to view the permit information in the GoSOLAR system:
https://webapps betrain.cty/GoSOLAR PemitDetail aspx?Permitld=123

Note: If the link above is not working, please copy the entire link text and paste that text info your browser.





7. Expirations 

The online permitting system checks all of the permit expiration dates nightly and sends expiration warnings and notices by email.  These email notices are sent to the permit holder and the authorized agency having jurisdiction over the PV system project. If an email address was entered into the system for the property owner, an expiration warning/notice is also sent to the property owner.
The system sends out email alerts but any necessary enforcement activities for expired permits must be handled outside of the system, by the appropriate agency.

a. Warnings

Permit expiration warnings are sent 35 days before the scheduled permit expiration date.

[image: image18.jpg]From: noreply-GoSOLAR @broward.org Sent: Thu7/19/2012 4:01 AM
To
Subject: GOSOLAR Permit Expiration Warning

GoSOLAR Permit Expiration Warning

‘The permit described below will expire on 07/05/2012.

Turisdiction City of Pompano Beach
Permit Number 12-00002

Issued On: 06/08/2012

Permit Holder Name: B, Andrea

Property Address: 1N University, Plantation, FL

According to the Florida Building Code, "Permits shal expire and become mull and void if work... authorized by such permit is not commenced within 180 days from the date of the permit or if such
work when commenced is suspended or abandoned for a period of 90 days”. (Florida Building Code -Section 105.10.3.1) and "The fee for renewal, re-issuance and / ot extension of a permit shall be
as set forth by the administrative authority.” (Florida Building Code - Section 105.10.3.7)

Please make the necessary arrangements to finalize the above permit by paying any outstanding fees and requesting and obtaining all outstanding mandatory inspections and proof of activity on the
job, prior to expiration.

‘We urge you to promptly respond to this letter and take the appropriate action to resolve the status of the permit in question. Failure to do so may result in your file being forwarded to the Code
Enforcement Board or the Unsafe Structures Board for a further determination. Action by either of these Boards could result in fines being imposed andor liens being placed against your property

1f you have any concerns or questions regarding the above permit, please do not hesitate to contact the issuing agency, at 954-973-6770

You may also sign in to the system to access your permit information at any time:
ttp:iwebapps appdev. cty/GoSOLAR PermitDetail aspx?PERMITID=121

Note: If the link above is not working, please copy the entire link text and paste that text into your browser.

‘Thank you for your business and we look forward to serving you in the future.




b. Notices

Permit expiration notices are generated when the permits expire.

[image: image19.jpg]From: noreply-GoSOLAR @broward.org Sent: Thu 7/19/2012 4:01 AM
To
Subject: ‘GOSOLAR PERMIT EXPIRED

GoSOLAR Permit Expired: 07/05/2012

The permit described below has expired.

Jurisdiction City of Tamarac

Permit Number 12-00002

Issued O 06/08/2012

Permit Holder Name: B, An

Property Address 1N University, Plantation, FL

According to the Florida Building Code, "Permits shall expire and become mull and void if work. .. authorized by such permit is not commenced within 180 days from the date of the permit or if such
work when commenced is suspended or abandoned for a period of 90 days”. (Florida Building Code -Section 105.10.3.1) and "The fee for renewal, re-issuance and / or extension of a permit shall be
as set forth by the administrative authority.” (Florida Building Code - Section 105.10.3.7)

Please make the necessary arrangements to finalize the above permit by paying any outstanding fees and requesting and obtaining all outstanding mandatory inspections and proof of activity on the
Job, prior to expiration.

‘We urge you to promptly respond to this letter and take the appropriate action to resolve the status of the permit in question. Failure to do so may result in your file being forwarded to the Code
Enforcement Board or the Unsafe Structures Board for a further determination. Action by either of these Boards could result in fines being imposed and/or liens being placed against your property

1f you have any concerns or questions regarding the above permit, please do not hesitate to contact the issuing agency, at 954-973-6770.

‘You may also sign in to the system to access your permit information at any time:
ity webapps appdev.cty/GoSOLAR PermitDetil aspx?PERMITID=121

Note: If the link above is not working, please copy the entire link text and paste that text into your browser.

‘Thank you for your business and we look forward to serving you in the future.




8. Reports 

On the left menu, two management reports are available to authorized agency representatives.
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a. Permits Issued Report
The Permits Issued report can be displayed for any date range and for one or all jurisdictions.  This report provides summary information for permits that were issued through the permitting system. 

Each permit block shows general permit data, the total fees charged for that permit, and the number of inspections that were completed and are still pending (not requested or not completed) for the permit.

[image: image21.jpg]GOSOLAR Permits Issued Report

Jurisdiction: City of Coconut Creek Report Totals
Issued Between: |10/01/2012 | 78 -[11/29/2012 | [ Job Values: $297,193.67 Number of Permits: 7
Update Report Permit Fees: $3,773.00  Inspections Completed:

Re-inspection Fees $0.00 pending: 35
Bank Fees: $96.18
Permit # Issued TotFees Job Value Property Address/Agency _Property Owner Permit Holder Inspections
12-0002¢ 11/19/2012  $539.00  $1,234.00 x x contractor, test pending: 5
Issied  Re-inspection Fee 50.00 X, FL33333 x x Completed: 0
BankFee:  $13.74 City of Coconut Creek X, FL33333 X, FL33333
12-00025 11/20/2012  $539.00 $234,234.00 1N. University Drive Administrator, System Administrator, System Pending: 5
Issied  Re-inspection Fee: 50.00 Plantation, FL 33324 1. University Drive 1N, University Drive Completed: 0
BankFee:  $13.74 City of Coconut Creek Plantation, FL 3332¢ Plantation, FL 33324
12-00027 11/20/2012  $533.00  $12,345.00 432 Johnson St. Customer, Test customer, test pending: 5
Issied  Re-inspection Fes 50.00 Hollywood, FL 33123 432 Johnson St. 432 Johnson St. Completed: 0
BankFee:  $137¢ City of Coconut Creek Hollywood, FL 33123 Hollywood, FL 33123
12-00028 11/27/2012 $539.00  $12,345.00 x x customer, test pending: 5
Issied  Re-inspection Fee: 50.00 X, FL 33333 x 432 Johnson St. Completed: 0
BankFes:  $13.74 City of Coconut Creek X, FL33333 Hollywood, FL 33123
12-00028 11/27/2012  $539.00  $12,345.00 x x customer, test pending: 5
Issied  Re-inspection Fes 50.00 X, FL33333 x 432 Johnson St. Completed: 0
BankFee:  $13.7¢ City of Coconut Creek X, FL33333 Hollywood, FL 33123
12-00030 11/27/2012  $539.00  $12,345.00 x x Administrator, System pending: 5
Issued  Re-inspection Fee: 50.00 X, FL33333 x 1 N. University Drive Completed: 0
BankFee:  $13.74 City of Coconut Creek X, FL33333 Plantation, FL 33324
12:00037 11/26/2012  $533.00  $12,345.67 123 N. Main St. Je And Jane Q. Owner customer, test pending: 5
Issued  Re-inspection Fee: 50.00 Coconut Creek, FL 33333 321 Michigan Ave, 432 Johnson St. Completed: 0

Bank Fee:  $13.74 City of Coconut Creek. Miami Seach, FL 33333 Hollywood, FL 33123





b. Revenue Report
The Revenue report displays the permit and bank fees collected during a selected date range. 
A summary at the bottom of the report shows the calculated surcharge fee amounts that partner cities should verify and remit to the Board of Rules and Appeals and the State of Florida.

The GoSOLAR Online Permitting system collects the applicable surcharges for each permit issued.  All collected funds except for Bank Fees will be forwarded to the partner agencies for remittance as appropriate.  Surcharges include:
BORA  

Board of Rules and Appeals 

F.S. 553.721  
Department of Business and Professional Regulation 

F.S. 468.631  
Building Code Administrators and Inspectors Fund 
Broward County staff will manage the GoSOLAR bank fees collected and make payments to the appropriate financial institution.

9. Updating Partner Agency Information 

a. General Data

The “Agency Data” option under the “Agencies” heading on the left navigation menu allows authorized agency representatives to view and/or adjust the information contained in the permitting system for their respective agency.  
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To view instructions for each field, move the mouse over the question mark to the right of that field.
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The agency information entered on this page appears in various places throughout the system.  For example, some of the information entered appears on the “Contact Us” page of the permitting system.
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[image: image25.png]Contact Us

For questions regarding this program, please contact one of the participating agencies.

Agency Email Phone
City of Sunrise smilhausen@sunrisefl.gov,

10770 West Oakland Park Boulevard dbenedict@sunrisefl.gov, 954-746-3230
Sunrise, FL 33351 Imarks@broward.org

City of Tamarac

6011 Nob Hill Road, First Floor. permitgtamarac.org 954-597-3420
Tamarac , FL 33321

Unincorporated Broward County. dpustizzi@broward.org,

1 n university dr, bldb b Imarks@broward.org, 954-765-4400 x9800

Plantation, FL 33324 dolinn@broward.org




b. Agency Logo

The logo image that is on file for the partner agency appears at the bottom of the Agencies page.  Authorized agency representatives can upload a replacement image at any time, as needed.  The logo images appear on the permit documents issued through the system.  Each agency logo should have an approximate size of 180 x 180 pixels. 
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Below are examples of the agency logos, building official names, and inspection statements that appear on issued Go SOLAR Permits.  The information on these documents is obtained from data entered on the “Agencies” page.
[image: image27.png]Town of Davie, Florida

BrowardRooftop Solar Online Permitting

BUILDING PERMIT

PERMIT NO. PURPOSE DATE
[GoSOLAR 12-00038 | [Salar Panel |||
OWNER ADDRESS

[Tester,TT. |23 anylane,apt234

CONTRACTOR LICENSE NO.

[T T Tester I

LEGAL DESCRIPTION
[PLANTATION HARBOR FIRST ADD 94-6 BLOT 25 BLKT

WARNING TO OWNER: YOUR FAILURE TO RECORD A NOTICE OF
COMMENCEMENT MAY RESULT IN YOUR PAYING TWICE FOR
IMPROVEMENTS TO YOUR PROPERTY . A NOTICE OF
COMMENCEMENT MUST BE RECORDED AND POSTED ON THE JOB
SITE BEFORE THE FIRST INSPECTION. IF YOU INTEND TO OBTAIN
FINANCING, CONSULT WITH YOUR LENDER OR AN ATTORNEY
BEFORE RECORDING YOUR NOTICE OF COMMENCEMENT

INSPECTION RECORD

Inspection Date Inspector Comments

1. Structural—progress

2 Structural~final

3 Electrical-rackgrounding
4.Electrical—raugh

5 Electrical - interface rough

6. Electrical—final

DO NOT REMOVE THIS CARD BEFORE COMPLETION.

FORINSPECTION, VISIT W#WBROWARD ORG/GOSOLAR OR CALL 954-797-1041
(Mondaythraugh Friday (exceptholidays)between 800 AM and 300 PM )




 [image: image28.jpg]City of Dania Beach, Florida

Broward Rooftop Solar Online Permitting

Visitwww.broward.org/GoSOLAR to schedule inspections.

Property Address: 123 GOLF COURSEFRONT, HOLE18  PermitNo.: GOSOLAR12-00011
LAS VEGAS, FL 12345 Issue Date: 03/22/2012
Folio Number: 234 Total Fee:  $539.00

Legal Description: 234324

Application Description: ASDF
Valuation $234.00

ouner Contractor:
A, OWNER A. WNE Ak

123 GOLF COURSE FRONT, HOLE 18

pit VEasHibimae 123 GOLF COURSE FRONT, HOLE 18

LAS VEGAS, FL 12345
123-456-7850
License:

Permit Issued by: Gadcreher )

‘Authorized Permit Officer

WARNING TO OWNER: YOUR FAILURE TO RECORD A NOTICE OF
COMMENCEMENT MAY RESULT IN YOUR PAYING TWICE FOR
IMPROVEMENTS TO YOUR PROPERTY. A NOTICE OF
COMMENCEMENT MUST BE RECORDED AND POSTED ON THE JOB
SITE BEFORE THE FIRST INSPECTION. IF YOU INTEND TO
OBTAIN FINANCING, CONSULT WITH YOUR LENDER OR AN
ATTORNEY BEFORE RECORDING YOUR NOTICE OF

COMMENCEMENT.

A copy of the NOC must be provided prior to any inspection.

TIME LIMITATION (FBC 104.9.3.1): Permit shall expire and become null and void if work is not
commenced within 180 days from the date of issuance of this permit, or if such work when
commenced is suspended or abandoned for a period of 90 days.

inspecTioNs:onday through Friday (except holidays) between 8:00 AM and 3:00 PM ]

All Plans and documentation must be on the job before inspections will be made. Note: 1f the
volume of inspections is large, your inspection may roll over to the next day.




c. Agency Type and Effective Dates

The “Agency Type” field on the “Agencies” page determines an agency’s role in the permitting system.  When applying for a new permit, customers may select agencies that are a “Permitting Authority” (e.g. City of Dania Beach) but cannot choose “Partner” agencies (e.g. FPL, DOE, etc.).  For partner cities/agencies, this value should always be “Permitting Authority.”  
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The “Effective dates” refer to the timeframe during which the permitting system will issue permits for the specified agency. The online permitting system will only allow applicants to request permits within a jurisdiction between the dates specified here.  For example, if the Effective Dates for the Town of Davie are set to “11/01/2012 – 12/31/2013”, applicants will not be able to request Davie permits before 11/01/2012 or after 12/31/2013.
10.  Questions 

For questions about the Broward County Go SOLAR Program, please send an email message to gosolar@broward.org.
Appendix A - Overview Diagram
A broad overview of the Go SOLAR Online Permitting System is presented below: 
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