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	CITY OF ONTARIO
BUILDING DEPARTMENT

303 EAST B STREET ONTARIO CA 91764
(PHONE) 909-395-2023   (FAX)909-395-2180
	INFORMATION
BULLETIN 111
Effective 10/16/2023



	RESIDENTIAL ROOF MOUNTED SOLAR SYSTEM PERMIT PROCEDURE


																																																																																																																																																																																																																																																																																																																																	Starting October 16, 2023, all Residential Roof Mounted Solar Systems less than 38.4 kW must follow the procedure listed out below. Any commercial solar systems, ground mounted solar systems, and roof mounted solar systems greater than or equal to 38.4 kW must follow the regular plan check review process.
1. SUBMIT FOR BUILDING PRE-APPLICATION THROUGH CITIZEN PORTAL ACCESS
a. Log into Citizens Portal Access with link below, go to the Building Tab, and select “Create an Application” - https://automation.ontarioca.gov/OnlinePermits/Default.aspx    
·  Note! Documents DO NOT need to be uploaded at this time. 
b. Once accepted for review applicant will be invoiced. All fee’s must be paid in full.
Fees can be paid online at https://ontarioca.telleronline.net/ 
c. At this time a B Number will be assigned to your project. (This will be your Permit #)

2. SUBMIT PLANS FOR REVIEW THROUGH WILLDAN GEOCIVIX PORTAL
a. Access Geocivix with the following link https://willdan.geocivix.com/secure/ 
b. Create an account by selecting the “Register” button.
c. Once an account has been created select “Sign in”. Once signed in select “Submit for Review”.
d. Review Documents get uploaded during the “Submit for Review” stage.
e. 
For a Geocivix Step By Step Guide click on the PDF icon. 

3. PLANS WILL BE REVIEWED THROUGH GEOCIVIX
a. If fees are not paid in full, NO review will be performed. 
b. If “Corrections Required”,  
· A comment letter will be emailed to the Geocivix email. 
·  ALL resubmittals will need to be done through Geocivix email. 
c. If “Approved”,
· A stamped set of the approved plans will be emailed to the Geocivix account and the City of Ontario. 
d. Once permit is digitally created, an automated email will be sent & inspection can then be created. 

4. INSPECTIONS ARE SCHEDULED THROUGH CITIZEN PORTAL ACCESS
a. Log into Citizens Portal Access with link below, go to the Building Tab, and select “Schedule an Inspection” - https://automation.ontarioca.gov/OnlinePermits/Default.aspx   
b. No permit card is needed.
c. Note, a printed color set of the plans must be available at the field during time of inspection.

Track Plan Check Review status through Geocivix by visiting: https://willdan.geocivix.com/secure/ 
Track Inspection status by visiting: https://automation.ontarioca.gov/onlinePermits/	
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1. How to Create a Geocivix Account 


a. Go to the Geocivix website with the following link h�ps://willdan.geocivix.com/secure/  


 
b. Select the Register bu�on on the upper right-hand corner.  
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c. Input email address, preferably the same email address used for Ci,zens Portal Access. 


Note this will be the contact address.  


 
d. Compete Registra,on Form and submit.  


 
i. Note password is limited to 13 characters in length.  


ii. For Timezone select US/Pacific 


iii. For Account Type select either Homeowner or Company and submit address 


informa,on.  
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e. On the Profile Data Window DO NOT check the box and select the con,nue bu�on.  


 
f. An ac,va,on email will be sent to the email address provided.  


 
g. Go to your email received to ac,vate the account.  
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h. When the link is selected the registra,on is complete and you may log into your Geocivix 


account.  
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2. How to submit for review on Geocivix 


a. Go to the Geocivix website with the following link h�ps://willdan.geocivix.com/secure/  


 
b. Select the Sign In bu�on on the upper right-hand corner. 


 
c. Input login informa,on and select the Sign In bu�on.  
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d. Select the Submit for Review bu�on. 


 
e. Input the State (CA), County (San Bernardino), and Jurisdic,on (Ontario, CA) as shown 


below. The Project or Subdivision Name will be “Project Address - Roof Mounted Solar 


X.XX kW (Y) Modules”. The X-es will be the size in kilowa/s of the PV system and Y is 


the number of modules being installed. Lastly select the Save and Con,nue bu�on.  


i. Ba�ery Storage System and Main Panel Upgrades are separate permits. 


1. Indicate “with Ba�ery Storage System” and or “With Main Panel 


Upgrade” if either or both are part of the project scope of work. 


ii. Including the project address at the beginning will help you when resubmiCng.   
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f. In the following page next to Plan Check Number input the 10-digit B-Number assigned 


to your project and select the Save and Con,nue bu�on. There is no need to input a 


Willdan Project No.  


 
g. In the following page input the project informa,on. The Site Address and Project 


Informa,on entries are required. For the Project Informa,on entry input “Residen,al 


Solar”. Lastly select the Save and Con,nue bu�on.  
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h. In the following page, verify all informa,on is correct and scroll to the bo�om of the 


page. If incorrect select the edit bu�on. If correct hit the check box and select the 


confirm bu�on.  


 
i. To upload review documents, select the Upload files bu�on.  
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j. Then select the Add Files bu�on and select the documents to be uploaded. Note, only 


PDF files will be accepted.  


 
k. Once the files have been selected, click on the Start Upload bu�on. 
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l. Verify documents uploaded were the correct ones and then select the Save and 


Con,nue Bu�on.  


 
m. On the next page, select the Confirm and Submit for Review  
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n. Select the Confirm bu�on one las ,me.  


 
o. A confirma,on page will verify your project has been submi�ed.  
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3. How to submit for resubmissions on Geocivix 


a. Go to the Geocivix website with the following link h�ps://willdan.geocivix.com/secure/  


 
b. Select the Sign In bu�on on the upper right-hand corner. 


 
c. Input login informa,on and select the Sign In bu�on.  
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d. Select Plan Review and on the drop down list select My Submi�als 


 
e. The Plan Review Submi�als tab will show you all the plan checks submi�ed for review 


through Geocivix. You may filter through the project ,tle by clicking on the Project Title 


column header. If the project address was used as directed during the Project or 


Subdivision Name step, you’ll be able to easily find the project you are looking for.  
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f. To resubmit for plan check select the Review Comments & Resubmit bu�on.  


 
g. On the applica,on page scroll all the way to the bo�om of the page, select the check 


box, and hit the Confirm bu�on.  
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h. On the Respond To Issues page you can reply to the comments provided on the pervious 


plan check by selec,ng the reply bu�on for each comment and typing out the response. 


Alterna,vely, a comment le�er response can be provided during the Document Upload 


step which will be the following window.  


 
i. Scroll to the bo�om of the page and select the Save and Con,nue bu�on.  
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j. On the Document Upload page select the Upload files bu�on.  


 
k. Then select the Add Files bu�on and select the documents to be uploaded. Note, only 


PDF files will be accepted.  
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l. Once the files have been selected, click on the Start Upload bu�on. 


 
m. Verify documents uploaded were the correct ones and then select the Save and 


Con,nue Bu�on.  
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n. On the next page, select the Confirm and Submit for Review  


 
o. Select the Confirm bu�on one las ,me.  
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p. A confirma,on page will verify your project has been submi�ed.  
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1. How to Create a Geocivix Account 


a. Go to the Geocivix website with the following link h�ps://willdan.geocivix.com/secure/  


 
b. Select the Register bu�on on the upper right-hand corner.  
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c. Input email address, preferably the same email address used for Ci,zens Portal Access. 


Note this will be the contact address.  


 
d. Compete Registra,on Form and submit.  


 
i. Note password is limited to 13 characters in length.  


ii. For Timezone select US/Pacific 


iii. For Account Type select either Homeowner or Company and submit address 


informa,on.  
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e. On the Profile Data Window DO NOT check the box and select the con,nue bu�on.  


 
f. An ac,va,on email will be sent to the email address provided.  


 
g. Go to your email received to ac,vate the account.  
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h. When the link is selected the registra,on is complete and you may log into your Geocivix 


account.  
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2. How to submit for review on Geocivix 


a. Go to the Geocivix website with the following link h�ps://willdan.geocivix.com/secure/  


 
b. Select the Sign In bu�on on the upper right-hand corner. 


 
c. Input login informa,on and select the Sign In bu�on.  
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d. Select the Submit for Review bu�on. 


 
e. Input the State (CA), County (San Bernardino), and Jurisdic,on (Ontario, CA) as shown 


below. The Project or Subdivision Name will be “Project Address - Roof Mounted Solar 


X.XX kW (Y) Modules”. The X-es will be the size in kilowa/s of the PV system and Y is 


the number of modules being installed. Lastly select the Save and Con,nue bu�on.  


i. Ba�ery Storage System and Main Panel Upgrades are separate permits. 


1. Indicate “with Ba�ery Storage System” and or “With Main Panel 


Upgrade” if either or both are part of the project scope of work. 


ii. Including the project address at the beginning will help you when resubmiCng.   
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f. In the following page next to Plan Check Number input the 10-digit B-Number assigned 


to your project and select the Save and Con,nue bu�on. There is no need to input a 


Willdan Project No.  


 
g. In the following page input the project informa,on. The Site Address and Project 


Informa,on entries are required. For the Project Informa,on entry input “Residen,al 


Solar”. Lastly select the Save and Con,nue bu�on.  
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h. In the following page, verify all informa,on is correct and scroll to the bo�om of the 


page. If incorrect select the edit bu�on. If correct hit the check box and select the 


confirm bu�on.  


 
i. To upload review documents, select the Upload files bu�on.  
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j. Then select the Add Files bu�on and select the documents to be uploaded. Note, only 


PDF files will be accepted.  


 
k. Once the files have been selected, click on the Start Upload bu�on. 
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l. Verify documents uploaded were the correct ones and then select the Save and 


Con,nue Bu�on.  


 
m. On the next page, select the Confirm and Submit for Review  
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n. Select the Confirm bu�on one las ,me.  


 
o. A confirma,on page will verify your project has been submi�ed.  
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3. How to submit for resubmissions on Geocivix 


a. Go to the Geocivix website with the following link h�ps://willdan.geocivix.com/secure/  


 
b. Select the Sign In bu�on on the upper right-hand corner. 


 
c. Input login informa,on and select the Sign In bu�on.  
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d. Select Plan Review and on the drop down list select My Submi�als 


 
e. The Plan Review Submi�als tab will show you all the plan checks submi�ed for review 


through Geocivix. You may filter through the project ,tle by clicking on the Project Title 


column header. If the project address was used as directed during the Project or 


Subdivision Name step, you’ll be able to easily find the project you are looking for.  
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f. To resubmit for plan check select the Review Comments & Resubmit bu�on.  


 
g. On the applica,on page scroll all the way to the bo�om of the page, select the check 


box, and hit the Confirm bu�on.  
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h. On the Respond To Issues page you can reply to the comments provided on the pervious 


plan check by selec,ng the reply bu�on for each comment and typing out the response. 


Alterna,vely, a comment le�er response can be provided during the Document Upload 


step which will be the following window.  


 
i. Scroll to the bo�om of the page and select the Save and Con,nue bu�on.  
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j. On the Document Upload page select the Upload files bu�on.  


 
k. Then select the Add Files bu�on and select the documents to be uploaded. Note, only 


PDF files will be accepted.  
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l. Once the files have been selected, click on the Start Upload bu�on. 


 
m. Verify documents uploaded were the correct ones and then select the Save and 


Con,nue Bu�on.  
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n. On the next page, select the Confirm and Submit for Review  


 
o. Select the Confirm bu�on one las ,me.  
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p. A confirma,on page will verify your project has been submi�ed.  
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