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Submit a Solar Pre-Approval (SPA) Request as a 
Guest User.  

<Document Id.> 
 
 

 

Purpose 

 

This Work Instruction describes the steps required to ensure that a 
Guest User can submit an SPA request for: 

1. New solar for an existing property 

2. New solar for a new property 

3. Upgrade existing solar  
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Task Detail: Submit a Solar Pre-Approval Request as a Guest User. 
 

Proceed to Section 1 for a New Solar Request for an Existing Property. 
 

Proceed to Section 2 for a New Solar Request for a New Property. 
 

Proceed to Section 3 to Upgrade Existing Solar. 
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Section 1: Request Details for a New Solar Request for an Existing 

Property. 
 
Step 1 On the Login Screen, select “Welcome Guest”. 
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Step 2 From the Guest Dashboard select “Submit Solar Pre-Approval”. 

Note: You can click on the picture or the text. 
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Step 3  Select “New Solar” as the type of SPA request. 
 

 

Step 4  Select “Yes” under “Is this request for an existing property”. 
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Step 5 Enter either the National Metering Identifier (NMI) or Meter 
Number of the nominated property and select “Search”. 

Note: NMI must be 11 characters and can be located on your 
customer’s electricity account. 

 

 

 

Step 6a  If the address displayed is the correct address associated with the 
NMI/Meter Number, select “Confirm”. 
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Step 6b  If the address displayed is incorrect and you wish to search by a 
different NMI/Meter Number or there is a mistake in the data you 

entered, select “Search Again”. Refer back to Step 5. 
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Step 6c  If the address associated with the NMI/Meter number is incorrect 
and you want to enter the address, select “Enter Address”. 
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Step 6c 
cont. 

 

Enter the alternative address in the fields and select “Confirm”. 
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Step 7  Select the “Solar Details” grey banner. 

Note: There should be a green tick icon in the “Request Details” 

banner. A red error icon  will appear on the grey banner if you 
have not completed the section or the data you have entered has a 

mistake. Review the section of the form if this icon appears. 

 

 

 

Step 8  Select the number of phases for the customer connections. 

Note: If the nominated property only supports a single phase solar 
connection you will see the following message in blue. You will not 
be able to select “Two Phase” or “Three Phase”. 

 

  

 
Step 9  

Enter the “Proposed Total Power Rating”, this will auto-calculate 
the “Proposed Inverter” fields. 
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Note: An error message in red will appear if the power rating entered is too high. 
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Step 10  Select the “Contact Details” grey banner. 
Note: There should be green tick icons in the “Request Details” and 

“Solar Details” banners. 
 

 
Step 11 

 

Enter the name of the customer. 
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Step 12  It is optional to enter the “Solar Installer Details”. 
 

 
Step 13 

 

Enter “Applicant Details”. 

Note: “Application Date” date fixed to today’s date. 
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Step 14 Select the “Confirmation Details” grey banner. 
Note: There should be green tick icons in the “Request Details”, 

“Solar Details” and “Contact Details” banners. 
 

 
Step 15 

 
Read and accept “Terms and Conditions” then select “Submit”. 

Note: The “Submit” button will only appear once the check box for 
“Terms and Conditions” has been selected. 
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Upon submission of the SPA Request form you will be taken to the confirmation 
page. You will see the outcome of your request on the page. 

 
Your outcome will be one of the following: 

1. As Applied For – your SPA assessment has been approved for the 
requested amount (kW). 

2. Reduced Capacity – your SPA assessment has been approved for a lesser 

amount (kW) than requested 
3. Offline – your SPA request has been taken offline for assessment by one of 

CitiPower and Powercor Connections Case Officers 
4. Further Assessment – your SPA request requires further assessment by 

CitiPower and Powercor. Please view the “Additional Information” within 

your confirmation on how to request a Technical Assessment. 
 

You will be emailed a copy of these details as well as a PDF version of your 
assessment. 
 

 

 
  



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 16 of 41 

Step 16  This is your unique SPA reference number. If you click this link you 
will be taken to the SPA Guest Login Page. 

Note: This reference number is used to login to the Guest Login 
Page, along with the passcode. 

 

 

Step 17 
 

This is your unique passcode. If you click this link you will be taken 
to the SPA Guest Login Page. 
Note: This passcode is used to login to the Guest Login Page, along 

with the reference number. 
 

 
Step 18 

 

Select “OK” to be taken to the Guest Dashboard. 
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Section 2: Request Details for a New Solar Request for a New Property. 

 
Step 1 On the Login Screen, select “Welcome Guest”. 
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Step 2 From the Guest Dashboard select “Submit Solar Pre-Approval”.  

Note: You can click on the picture or the text. 
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Step 3  Select “New Solar” as the type of SPA request. 
 

 
Step 4  Select “No” under “Is this request for an existing property”. 
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Step 5  Enter the address of the nominated property. 
Note: The property must be in the CitiPower or Powercor 

distribution area. 
 

  
Step 6  

 

Select “Confirm” to validate the address. 
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Step 7  
 

Select the “Solar Details” grey banner. 

Note: There should be a green tick icon in the “Request Details” 

banner. A red error icon  will appear on the grey banner if you 
have not completed the section or the data you have entered has a 

mistake. Review the section of the form if this icon appears. 

 

 
Step 8  

 

Select the number of phases for the customer’s connection. 

  

Step 9  Enter the “Proposed Total Power Rating”, this will auto-calculate in 
the “Proposed Inverter” fields. 
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Step 10  Select the “Contact Details” grey banner. 
Note: There should be green tick icons in the “Request Details” and 

“Solar Details” banners. 
 

 
Step 11 

 

Enter the name of the customer. 
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Step 12  It is optional to enter the “Solar Installer Details”. 
 

 
Step 13 

 

Enter “Applicant Details”. 

Note: “Application Date” date fixed to today’s date. 
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Step 14 Select the “Confirmation Details” grey banner. 
Note: There should be green tick icons in the “Request Details”, 

“Solar Details” and “Contact Details” banners. 
 

 
Step 15 

 
Read and accept “Terms and Conditions” then select “Submit”. 

Note: The “Submit” button will only appear once the check box for 
“Terms and Conditions” has been selected. 
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Upon submission of the SPA Request form you will be taken to the confirmation 
page. 

 
Your request outcome will always be taken offline for assessment since it is a new 

property. The CitiPower and Powercor team will endeavor to get back to you within 
2 business days. 
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Step 16  This is your unique SPA reference number. If you click this link you 
will be taken to the SPA Guest Login Page. 

Note: This reference number is used to login to the Guest Login 
Page, along with the passcode. 

 

 

Step 17 

 

This is your unique passcode. If you click this link you will be taken 
to the SPA Guest Login Page. 
Note: This passcode is used to login to the Guest Login Page, along 

with the reference number. 
 

 
Step 18 

 

Select “OK” to be taken to the Guest Dashboard. 
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Section 3: Request Details for a Request to Upgrade Existing Solar. 

 
Step 1 On the Login Screen, select “Welcome Guest”. 
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Step 2 From the Guest Dashboard select “Submit Solar Pre-Approval”.  

Note: You can click on the picture or the text. 
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Step 3  Select “Upgrade Existing Solar” as the type of SPA request. 
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Step 4 Enter either the National Metering Identifier (NMI) or Meter Number 
of the nominated property and select “Search”. 

Note: NMI must be 11 characters and can be located on your 
customer’s electricity account. 
 

 

Step 5a 

 

If the address displayed is the correct address associated with the 
NMI/Meter Number, select “Confirm”. 
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Step 5b  If the address displayed is incorrect and you wish to search by a 
different NMI/Meter Number or there is a mistake in the data you 

entered, select “Search Again”. Refer back to Step 4. 
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Step 5c  If the address associated with the NMI/Meter number is incorrect 
and you want to enter the address, select “Enter Address”. 
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Step 5c 
cont. 

 

Enter the alternative address in the fields and select “Confirm”. 
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Step 6  Select the “Solar Details” grey banner. 

Note: There should be a green tick icon in the “Request Details” 

banner. A red error icon  will appear on the grey banner if you 
have not completed the section or the data you have entered has a 

mistake. Review the section of the form if this icon appears. 

 

 

Step 7  Select the number of phases for the customer connections. 

Note: If the nominated property only supports a single phase solar 
connection you will see the following message in blue. You will not 
be able to select “Two Phase” or “Three Phase”. 
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Step 8 Select the reason for the solar upgrade. You can choose from: 

 Adding to existing inverter 

 Replacing existing inverter 

 Adding panels only 

 

 

Step 9 

 

Enter the existing inverter power rating. 

 

 

Step 10  

 

Enter the “Proposed Total Power Rating”, this will auto-calculate 
the “Proposed Inverter” fields. 
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Note: An error message will appear if the proposed total power rating is less than 
the existing inverter power rating, or if the proposed inverter rating is too high. 
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Step 11  Select the “Contact Details” grey banner. 
Note: There should be green tick icons in the “Request Details” and 

“Solar Details” banners. 
 

 

 
Step 12 

 

Enter the name of the customer. 
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Step 13  It is optional to enter the “Solar Installer Details”. 
Note: The data will be pre-populated for a user that is registered 

as a Solar Installer. 
 

 
Step 14 

 

Enter “Applicant Details”. 

Note: “Application Date” date fixed to today’s date. 
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Step 15 Select the “Confirmation Details” grey banner. 
Note: There should be green tick icons in the “Request Details”, 

“Solar Details” and “Contact Details” banners. 
 

 
Step 16 

 
Read and accept “Terms and Conditions” then select “Submit”. 

Note: The “Submit” button will only appear once the check box for 
“Terms and Conditions” has been selected. 
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Upon submission of the SPA Request form you will be taken to the confirmation 
page. You will see the outcome of your request on the page. 

 
Your outcome will be one of the following: 

5. As Applied For – your SPA assessment has been approved for the requested 
amount (kW). 

6. Reduced Capacity – your SPA assessment has been approved for a lesser 

amount (kW) than requested 
7. Offline – your SPA request has been taken offline for assessment by one of 

CitiPower and Powercor Connections Case Officers 
8. Further Assessment – your SPA request requires further assessment by 

CitiPower and Powercor. Please view the “Additional Information” within your 

confirmation on how to request a Technical Assessment. 
 

You will be emailed a copy of these details as well as a PDF version of your 
assessment. 
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Step 17  This is your unique SPA reference number. If you click this link you 
will be taken to the SPA Guest Login Page. 

Note: This reference number is used to login to the Guest Login 
Page, along with the passcode. 

 

 

Step 18 
 

This is your unique passcode. If you click this link you will be taken 
to the SPA Guest Login Page. 
Note: This passcode is used to login to the Guest Login Page, along 

with the reference number. 
 

 
Step 19 

 

Select “OK” to be taken to the Guest Dashboard. 

 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


