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New  Applicant  Registration  
If  you  haven’t  already  registered  with  the  site,  you  will  
need  to  request  an  account  by  filling  out  the  online  
registration  form  and  submitting  it  to  the  SGIP  Support  
Team.  Click  on  Registration  on  the  homepage  to  
reach  the  registration  form.    

Company  Profile  Details  refers  to  the  company  you  
work  for  and  will  be  applying  under.  Account  Admin  
Details  refers  to  the  company  account  administrator,  or  
the  individual  who  will  be  in  charge  of  permitting  access  
to  the  company  account.  

  

Logging  In  
Once  an  account  has  been  created  for  you,  you  will  
need  to  log  into  the  site  using  the  Sign  In  button  on  the  
homepage.  Once  signed  in,  you  will  have  access  to  
your  company’s  application  dashboard  and  the  ability  to  
create  and  edit  applications.  

  

Password  Reset  
There  are  some  important  security  measures  in  place  
that  may  require  you  to  reset  your  password  for  the  site.  
Your  password  will  expire  after  90  days,  and  your  
password  will  also  need  to  be  reset  after  three  failed  
login  attempts.  In  both  of  these  instances  you  will  need  
to  use  the  Forgot  Username  or  Password?  link  just  
below  the  sign  in  prompt.  

Clicking  this  link  directs  you  to  a  page  where  you  can  
enter  the  email  address  associated  with  your  account.  
When  you  enter  the  correct  email  address  for  your  
account,  you  will  receive  an  email  with  a  unique  link  to  
the  change  password  form.  

Click  the  link  from  that  email  to  get  to  the  password  
reset  page  where  you  can  fill  in  your  new  password.  
When  you  reset  your  password  you  will  need  to  adhere  
to  the  security  requirements  for  the  length  and  content  
of  your  password.  Once  you  have  typed  in  a  new  
password  that  meets  these  requirements,  click  Save  
and  you  will  be  asked  to  log  in  to  the  website  using  your  
new  password.  

  
  



Application  Dashboard  
Once  you’ve  logged  in,  you  will  be  redirected  to  your  
company’s  Application  Dashboard.  This  Dashboard  
shows  all  of  your  applications  and  provides  some  
information  about  each,  such  as  application  number,  
current  status,  and  due  dates  for  upcoming  application  
milestones.  

In  the  upper  left-hand  corner  of  the  table  you  can  set  
how  many  records  appear  on  the  current  page.  In  the  
upper  right-hand  corner,  the  search  field  allows  you  to  
filter  through  a  list  of  applications.  In  the  lower  right-
hand  corner,  you  can  page  through  the  application  
records.  

If  you  want  to  create  a  new  application,  click  the  Create  
New  button.  If  you  want  to  see  or  edit  an  existing  
application,  you  can  click  on  the  application  code  to  take  
you  to  the  application  summary  page.  Application  codes  
will  display  as  “null”  for  RRF  Draft  applications.  You  will  
receive  an  application  code  when  you  submit  your  RRF.  

If  you  have  applied  in  the  past,  you  will  see  current  and  
completed  applications  in  your  dashboard.  

  

Edit  Application    
Clicking  the  Create  New  button  will  take  you  to  the  Edit  
Application  page.  There  are  several  menu  options  that  
appear  on  the  right  side  of  this  page  for  managing  
application  submittal  and  review.  

The  first  question  on  every  application  is  the  Program  
Administrator  Territory.  This  is  a  critical  field  that  
informs  the  remaining  form  and  document  
requirements  for  your  application.  The  PA  territory  
cannot  change  after  you  submit  your  RRF,  if  you  wish  
to  change  territory  after  that,  you  will  have  to  start  a  
new  application.  

There  are  16  panels  on  the  application  that  may  be  
required  based  on  the  equipment  type  and  the  current  
application  milestone.  The  panels  appear  in  a  collapsed  
view  –  click  the  arrow  in  the  panel  header  to  expand  it.  
Fill  in  the  required  information  on  the  panel  and  use  the  
Save  button  in  the  bottom  right  of  the  panel  to  save  
your  information.  Required  fields  are  marked  by  a  red  
asterisk.  

Save  each  panel  as  you  go  to  save  the  latest  
information.  If  you  wish  to  cancel  your  changes,  simply  
refresh  the  page  without  clicking  save.  

Some  fields  requirements  depend  on  your  answer  to  
another  field.  Those  fields  will  appear  or  disappear  
based  on  your  responses  to  previous  questions.    



For  example,  in  the  Proposed  System  Information  
panel  the  only  required  field  initially  is  Equipment  
Technology.  If  you  select  Fuel  Cell  CHP,  the  Fuel  Type  
appears  with  an  asterisk  and  is  now  required.  Then,  if  
you  select  Landfill  Gas  as  your  Fuel  Type  and  Directed  
as  your  Biogas  Source,  a  new  field  pops  up  on  the  right  
that  asks  if  the  biogas  is  produced  in  California.  

Some  panels  are  required  based  on  your  selections.  For  
example,  Directed  Biogas  Projects  must  complete  the  
Directed  Biogas  Contract  Details  panel.  Similarly,  
Residential  AES  Projects  must  complete  the  
Residential  AES  Affidavit  panel.  

The  Incentive  Calculation  panel  does  not  require  any  
inputs.  After  you  have  saved  your  form  inputs  for  all  
required  fields,  click  Request  Data  to  generate  an  
incentive  calculation  for  your  application.  If  the  
calculation  is  unable  to  run  due  to  errors,  revise  the  
issues  noted,  save,  and  click  Request  Data  again.    

The  Incentive  Calculator  panel  provides  a  breakdown  
of  how  various  program  rules  impact  your  calculated  
incentive.  If  you  see  a  negative  (red)  value  in  the  right-
hand  column,  then  the  incentive  is  being  capped  by  one  
of  the  program  rules.  The  Calculated  Incentive  is  
displayed  in  the  lower  right-hand  corner  of  the  panel.  
Please  reference  the  Handbook  for  SGIP  Incentive  
calculation  rules.  

Application  Details  
Before  printing,  please  review  your  application  in  the  
Application  Details  on  the  right  navigation  menu.  This  
will  render  the  application  in  print  mode,  which  is  read-
only.    

After  initial  submission,  your  application  will  go  through  
various  statuses  such  as  Review  and  Technical  Review.  
When  the  application  is  not  in  Draft  or  Suspended  
status,  applicants  may  not  make  changes  and  will  not  
have  a  link  to  the  Edit  Application  view.    Instead,  this  
read-only  mode  will  display  when  you  open  an  
application  from  your  Dashboard  that  is  in  PA  review.    

Documents  
Your  application  will  require  you  to  upload  required  
documents.  Using  the  right-hand  menu,  navigate  to  the  
Documents  page.  The  documents  list  will  expand  to  
show  the  required  documents  for  the  milestone  you  are  
currently  editing  (i.e.  RRF/PPM/ICF).  If  you  need  to  
update  documents  from  a  previous  stage,  just  click  the  
expand  arrow  to  submit  revisions  to  previously  uploaded  
documents.  

    



You  must  upload  a  signed  copy  of  your  application.  
At  each  milestone,  RRF,  PPM,  ICF,  you  will  need  to  
download  the  print  form,  sign,  and  re-upload  the  signed  
copy.  To  print  a  copy  of  the  form  for  signature,  click  
Print  and  Sign.  This  button  will  only  be  available  to  you  
when  your  application  meets  all  the  required  fields.      

If  you  receive  any  error  messages,  return  to  the  Edit  
Application  page,  correct  your  errors,  save  and  click  
Print  &  Sign  from  the  Documents  page  again.  

Print  the  document  and  gather  the  required  signatures,  
then  scan  and  upload  all  the  pages  as  a  pdf.  Use  the  
Upload  New  button  to  upload  the  signed  form.  
(Caution:  if  you  make  changes  to  Edit  Application  after  
uploading  your  signed  document  you  will  have  to  upload  
an  updated  version  with  new  signatures).  

For  the  rest  of  the  documents  that  are  required  for  your  
application,  use  the  Upload  New  button  to  upload  a  
new  document.  If  you  need  to  replace  it,  use  the  Upload  
new  button  again  and  your  old  document  will  be  
replaced.  The  document  upload  size  limit  is  25MB  but  
you  may  upload  compressed  (.zip)  files  for  larger  
documents.    

Document  Resources  
Some  documents  require  a  you  to  use  a  template  form,  
you  can  find  the  links  to  download  the  blank  copy  of  
supporting  program  documents  are  provided  on  the  
Resources  tab.  This  tab  is  accessible  from  the  
homepage.  The  documents  are  also  available  from  the  
Program  Administrator  websites  listed  at  the  bottom  of  
the  homepage.  

Submit  Page  
Navigate  to  the  Submit  page  when  your  application  is  
complete  and  you  have  uploaded  all  required  
documents.  If  you  encounter  error  messages  when  you  
click  the  Submit  button,  return  to  Edit  Application  and  
correct  any  errors.  

After  Submission  
After  you  submit  your  application  you  will  receive  a  
confirmation  email  with  your  application  number.  The  
Program  Administrator  (PA)  for  the  utility  territory  will  
review  your  application  in  the  order  in  which  it  was  
received.  Check  your  email  for  communication  from  
your  PA  and  check  your  dashboard  to  see  the  status  of  
your  application.  


