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View/Search All Solar Pre-Approval (SPA) 
Requests and Extend a SPA Request as a 

Registered User 

<Document Id.> 

 

 
Purpose 

 

This Work Instruction describes the steps required to ensure a 
Registered Electrical Contractor (REC), Licensed Electrical Worker 

(LEW) and Non-Electrician (i.e. Solar Installer, Builder, Customer, 
Market Participant or Other) can perform the following SPA request 

actions: 

1. View 

2. Search 

3. Extend  
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Task Detail: View/Search All Solar Pre-Approval (SPA) Requests and 
Extend a SPA Request as a Registered User. 
 

Proceed to Section 1 for View all Solar Pre-Approval Requests Instructions. 
 

Proceed to Section 2 for Search Solar Pre-Approval Requests Instructions. 
 
Proceed to Section 3 for Extend a Solar Pre-Approval Request Instructions. 
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Section 1: View all Solar Pre-Approval Requests. 
 

Step 1a After logging in to eConnect, select “Solar Pre-Approvals”. 

Note: You can click on the picture or the text. 

 
 

Step 1b Alternatively, you can select “Solar Pre-Approvals” from the sidebar 

menu on the left-hand side. 
 

 

  



WORK INSTRUCTION  
CitiPower Pty Powercor Australia Ltd 

 

Warning: HARD COPIES OF THIS DOCUMENT MAY NOT BE THE LATEST VERSION. The most up-to-date document is located on the Intranet. 

  Page 4 of 15 

Step 2 You will be directed to the Solar Pre-Approval Requests page with a 
list view of SPA request records you have submitted. 

 
Note: The list of SPA records is sorted so that the most recently 

submitted record appears at the top.  
 

 
Step 3 The description at the bottom left-hand corner of the page tells you 

how many requests are displayed out of the total number of 

requests submitted to date. 
 

 
Step 4 This is the search bar which offers two options: 

1. “Find” (basic search): This will filter for the correct SPA 
record from the default displayed list of the latest 50 
records. 

2. “Advanced Search”: This allows you to query ALL the SPA 
records that you have submitted to date based on specific 

details e.g. Meter Number. 
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Step 5 Select the arrow to choose the number of records per page that are 
displayed. On selection of “All” from the drop-down list, the most 

recent 50 records will be displayed. 
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Step 6 Your view of the SPA records list can be arranged by any of the 
following fields: 

1. # (SPA request ID) 
2. Work Site Address 

3. SPA Assessment Outcome 
4. Approved Capacity 
5. Expiry Date 

6. Approved Date 
 

In this example, they are arranged by “Expiry Date”. 
 

 
Step 7 

A dark grey clock icon  will be automatically available for 
those SPA requests that can be extended. 
 

The conditions for expiry date extension are: 
1. Can only be requested once 

2. Only available 14 days prior to your SPA being expired. 
 

 
Step 8 

The “Extend” column shows greyed out icons  for requests 

that do not meet the extension conditions.  
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Section 2: Search Solar Pre-Approval Requests. 
 

The “Find” function is useful if you are trying to find an SPA request using data from 
one of the column fields. This will filter for the correct SPA record from the SPA 

requests displayed on the screen. 
 
For “Find” function instructions continue to Step 2. 

 
The “Advanced Search” function is useful if: 

1. You are trying to find a historical SPA request 
2. You are trying to search with data that is in not one of the default column 

fields (e.g. Meter Number) 

3. Your “Find” search was not successful. 
 

The result will return 50 records per screen. 
 
For “Advanced Search” instructions continue to Step 3. 

 
Step 2 You can search by any of the following fields (as per column 

headings): 
1. # (SPA request ID) 
2. Work Site Address 

3. SPA Assessment Outcome 
4. Approved Capacity 

5. Expiry Date 
6. Approved Date 

 
Enter details into the search bar and the records will automatically 
filter. 
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If your search returns zero records, check the data that you have entered and try 
the search again. Alternatively, you can try the “Advanced Search”. 
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Step 3 To begin your search, select “Advanced Search”. 
 

 
Step 4 You can search by one or more of the following fields:  

1.  SPA Request ID 
2. Work Site Address 

3. Meter Number 
4. NMI 
5. Expiry Date 

 
Note: If you are entering an expiry date continue to Step 5, 

otherwise continue to Step 6. 
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Step 5 You can select a range of expiry dates using the calendar tool. 
Either find and select the dates on the calendar or enter the dates 

into the boxes on the left-hand side. 
 

Select “Apply” once you have chosen your date range. 
 

 
Step 6 Check the “Include all requests” box if you are searching for 

historical SPA request including those that have been expired or 

installed. 
 

 

Step 7 Select “Search”. 
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If your search returns zero records, check the data that you have entered and try 
the search again. 
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Section 3: Extend a Solar Pre-Approval Request. 
 

Step 1a After logging in, select “Solar Pre-Approvals”.  

Note: You can click on the picture or the text. 

 
 

Step 1b Alternatively, you can select “Solar Pre-Approvals” from the sidebar 

menu on the left-hand side. 
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Step 2 
The “Extend” column shows dark grey clock icons  for SPA 
requests that can be extended. Requests with the greyed-out clock 

icons  do not meet the extension conditions. 

 
Select a record that can be extended. 

 
Note: You can click on any text in blue or the dark grey clock icon.  
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Step 3 If your SPA request meets the extension conditions, Select 
“Extend”. 

 
The conditions for the expiry date extension are: 

1. Can only be requested once 
2. Is only available 14 days prior to your SPA being expired 

 

Note: If your SPA does not meet extension conditions it will be 
greyed out. 
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You will see this message of confirmation that your SPA assessment has been 
extended. It will provide you with the new expiry date which will be 30 days after 

the original expiry date. 
 

 

 


