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 NY-SUN INCLUSIVE COMMUNITY SOLAR ADDER APPLICATION GUIDE 
Follow this step-by-step guide to complete and submit an Inclusive Community Solar Adder 
application. Under Round 2 of the program, Contractors must now use the Portfolio Submission 
process if they plan to use the same acquisition provider, subscription manager, acquisition 
strategy and customer engagement protocol for multiple projects. Section A of this guide 
provides step-by-step instructions on how to submit a primary application. Section B describes 
how to submit a subsequent application.  

A. HOW TO SUBMIT A PRIMARY APPLICATION 
1. Login to the NYSERDA Portal at portal.nyserda.ny.gov. 

 
2. Click the “Submit a New Application” tab. 

 
 

https://portal.nyserda.ny.gov/PortalLoginPage
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3. Click the “NY Sun – Inclusive Community Solar Adder” tile. 

 
4. From the dropdown, select “Primary” to begin a primary application. See Section B 

for how to submit a subsequent application. To begin the application, click “Start.” 
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Project Information (Step 1 of 6) 

5. From the first dropdown, select the project you would like to submit a primary 
application for. The project that is selected for the primary application is up to the 
discretion of the Contractor. 

6. From the “Project Type” dropdown, select the incentive type the project received.  
a. For Upstate projects that received Phase One NEM, the Market Transition 

Credit, or the Community Credit, select “Upstate project that received Phase 
One NEM, the Market Transition Credit, or the Community Credit.”  

b. For Upstate projects that received a NY-Sun MW Block and/or Community 
Adder incentive, select “Upstate project that received a MW Block incentive 
and/or the Community Adder.”  

c. All Con Edison projects can select “Con Edison project” from the dropdown.  
d. To avoid delays with the application, confirm that your selection is correct 

based on the previous incentive that you received under NY-Sun. 
7. Identify if the project is applying to be a Community Benefit Project by selecting 

“Yes” or “No.” Community Benefit Projects will receive a higher incentive. 
8. Enter the expected commercial operation date for the project by selecting the 

quarter from the dropdown and entering the year. 
9. Enter the bill discount the project will be offering its subscribers. The Inclusive 

Community Solar Adder program requires projects to offer a minimum 10% bill 
discount to eligible customers.  

10. Select whether eligible residential subscribers, eligible non-residential subscribers, 
or both will be targeted by the project. If both, select the “Eligible Residential 
Subscribers” and “Eligible Non-Residential Subscribers” options.  

a. Note: Eligible residential subscribers are required for all Inclusive Community 
Solar Adder projects. 

11. Select all the applicable methods that the project will use to confirm the eligibility of 
residential subscribers. 

12. Select all the applicable methods that the project will use to confirm the eligibility of 
non-residential subscribers on the project. If the project will not be targeting non-
residential subscribers, select “Not Applicable.” 

13. From the last dropdown on this page, identify if the project will sign up customers 
for the project using door-to-door sales. 

14. To move to Step 2 of the application, click “Continue.” 
 

See image on the following page.  



 

4 
 

 

  

5. 
 
 

6. 
 

7. 
 
 

8. 
 

9. 
 

10. 
 
 
 
 
 

11. 
 
 
 
 
 
 

12. 
 
 
 

13. 
 



 

5 
 

Project Contacts (Step 2 of 6) 
 

15. Confirm that the Contactor and Payee information is correct and matches the NY-
Sun application. If changes are required, they must be made to the NY-Sun 
application. If there is an error in the contact information you may contact 
communitysolar@nyserda.ny.gov. 

16. Add the project’s Customer Acquisition Provider by clicking “Add a Contact.”  
17. From the first dropdown, select “Customer Acquisition Provider” then enter the 

required information. Click the “Primary” checkbox if they are the primary contact. 
When finished, click “Save Changes.”  

a. Note: All projects are required to identify the Customer Acquisition Provider. 
Applicants can add as many contacts as necessary if there are multiple 
contacts for the Customer Acquisition Provider. 

18. Projects must indicate any subcontractors that are working on customer acquisition 
and customer management activities. To add subcontractors, repeat Steps 16 and 17 
but select “Subcontractor for Primary Contractor” from the “Contact Role” 
dropdown of the pop-up window. Applicants must detail the roles and 
responsibilities of each subcontractor in the “Please list any activities that this entity 
will be doing for this project”, which is the last field in the pop-up window.  

19. To move to Step 3 of the application, click “Continue.” 

 

 

 

 

 

See images on the following page. 

 

  

mailto:communitysolar@nyserda.ny.gov
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16.  
 
 
 
 
 
 
 
15. 

17. Customer Acquisition Provider 
Pop-Up Window: 

18. Subcontractor for Primary 
Contractor Pop-Up Window: 

New York Solar Sales 
 
 
New York Solar 
 
 
New York Solar 
Developers 
 
New York Solar 
Developers 

Jake Smith 
 
 
Olivia Page 
 
 
Mary Rao 
 
 
Tom Hender 

(212) 123- 
4567  
 
(212) 987- 
6543 
 
(212) 111- 
2222 
 
(212) 222- 
3333 

jake@email.com 
 
 
olivia@email.com 
 
 
mary@email.com 
 
 
tom@email.com 
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Community Benefit Project Information (Step 3 of 6) 

Projects can qualify as Community Benefit Projects, which are projects that provide a higher bill 
discount, incorporate measures that increase access to community solar, and demonstrate a 
greater commitment to the Eligible Subscribers and their surrounding communities as discussed 
below.  

In order to qualify for the Community Benefit Project incentive, projects have to meet one of 
the following: 

• Offer a 20% bill discount to all the ICSA-eligible subscribers and demonstrate a 
minimum of three of the criteria listed on this page; or, 

• Offer a 15% bill discount to all the ICSA-eligible subscribers and demonstrate all five 
of the criteria listed on this page. 

 
20. Enter the answers to the community benefit project questions. 

a. If you are applying for the higher Community Benefit Project incentive, select “Yes” 
next to the criterion that will be used. Answer the supplemental questions for that 
criterion to demonstrate how it will be met. 

b. If you are not applying for the higher Community Benefit Project incentive, select 
“No” for each criterion. 

21. To move to Step 4 of the application, click “Continue.” 

 

 

 

 

 

See image on the following page. 
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Application Review (Step 4 of 6) 
 

22. Carefully review the information on this page, including the NY-Sun Incentive 
Program information, the listed Project Participants, the Project Site information, 
and the Project Information. 

23. If any information needs to be changed or corrected, use the “Previous” button at 
the bottom of the page to navigate to earlier steps in the application. 

24. Read the Certification Statement. 
25. To submit the project application in accordance with the stipulations of the 

certification statement, use the “Electronic Signature” button to link to a DocuSign. 
Alternatively, use the “Print” button to sign a hard copy. Note, the “Electronic 
Signature” feature can only be sent to one entity. If there is a payee, the contractor 
may use the “Electronic Signature” option but then must download the 
electronically signed application as a PDF and email it to the payee for signature. 

26. To move to Step 5 of the application, click “Continue.” 

Documents (Step 5 of 6) 

27. Use the “Choose File” button to upload all required documents. The required 
documents include: 
• The actual Community Distributed Generation Disclosure Form for the project 

that a customer will be subject to; 
• The actual residential subscriber contract that a customer will be subject to; 
• A list of all the projects that will be submitted as subsequent applications; 
• A list of the geo-eligibility zip codes that will be targeted for the project; 
• An affidavit signed by the primary contractor and the subscription provider 

confirming they have entered into a contract for working together on the ICSA 
projects; 

• The signed application; 
• The completed ICSA Marketing and Implementation Plan; 
• Physical mail collateral to be used;  
• The door-to-door marketing collateral to be used (this may include doorhangers, 

one-pagers, fact sheets, and so on); 
• Examples of social media posts to be used; 
• The email marketing to be used; 
• Other marketing materials to be used, such as advertisements; and, 
• A customer experience demonstration video showing the journey that a 

customer experiences as they sign up for the community solar product.  
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28. If this application is for a project that achieved commercial operation between June 
7, 2022 and October 12, 2023, you must also upload the project’s “Initial Allocation 
Form,” ”Initial Host Summary Report,” and the “Letter confirming commercial 
operation from the utility” in the “Other Documents” section.  

29. If you need to split documents into multiple files because of size constraints, you 
may upload any additional files in the “Other Documents” section.  

30. To move to the final step of the application, click “Continue.” 

 

 

 

27. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

28. 

Optional Documents 
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Submit (Step 6 of 6) 

31. If you are ready to submit the application, click the “Submit” button. Once you click 
“Submit,” you will not be able to edit the application. 
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B. HOW TO SUBMIT A SUBSEQUENT APPLICATION 
Contractors must use the Portfolio Submission process if they plan to use the same acquisition 
provider, subscription manager, acquisition strategy and customer engagement protocol for 
multiple projects. With the Portfolio Submission process, a contractor first submits one 
complete application (known as the Primary Application) to be reviewed by NYSERDA. Once the 
primary application is reviewed and approved, the contractor will be allowed to submit other 
applications (known as Subsequent Applications) that use the same acquisition provider, 
subscription manager, acquisition strategy, and customer engagement protocol as the Primary 
Application. To submit a subsequent application as part of a portfolio, complete the following 
steps. 

 

1. Click the “Submit a New Application” tab in the NYSERDA Portal. 

 
2. Click the “NY Sun – Inclusive Community Solar Adder” tile. 
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3. From the dropdown, select “Subsequent,” then click “Start.” 

 

Project Information (Step 1 of 6) 

4. From the first dropdown, select the project you would like to submit a subsequent 
application for.  

5. From the next dropdown, select the primary application that this application is 
connected to. 

6. Select the incentive type the subsequent project received in the “Project Type” 
dropdown.  

a. For Upstate projects that received Phase One NEM, the Market Transition Credit, 
or the Community Credit, select “Upstate project that received Phase One NEM, 
the Market Transition Credit, or the Community Credit.”  

b. For Upstate projects that received a NY-Sun MW Block and/or Community Adder 
incentive, select “Upstate project that received a MW Block incentive and/or the 
Community Adder.”  

c. All Con Edison projects can select “Con Edison project” from the dropdown.  
d. To avoid delays with the application, confirm that your selection is correct based 

on the previous incentive that you received under NY-Sun. 
7. Enter the expected commercial operation date for the subsequent project by selecting 

the quarter from the dropdown and entering the year. 
8. Enter the bill discount the subsequent project will be offering its subscribers. As a 

reminder, the Inclusive Community Solar Adder program requires projects to offer a 
minimum 10% bill discount to eligible customers.  

9. To move to Step 2 of the application, click “Continue.” 
 
 

See image on the following page. 
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4. 
 
 

5. 
 
 

6. 
 

7. 
 

8. 
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Project Contacts (Step 2 of 6) 

This information shown on this page is automatically filled in from the primary Inclusive 
Community Solar Adder application and cannot be changed. 

10. Confirm the Contractor’s company, name, phone number, and email address. If the 
project has a payee, confirm their contact information as well. 

a. Note: This information must match the NY-Sun application. 
11. Then confirm the contact information for the Customer Acquisition Provider and any 

subcontractors. 
12. To move to Step 3 of the application, click “Continue.” 

 
 
 

 

 

 

 

  

New York Solar Developers 

New York Solar Developers 

Tom Hender 

Mary Rao 

(212) 111-2222 

(212) 222-3333 

tom@email.com 

mary@email.com 
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Community Benefit Project Information (Step 3 of 6) 

Projects can qualify as Community Benefit Projects, which are projects that provide a higher bill 
discount, incorporate measures that increase access to community solar, and demonstrate a 
greater commitment to the Eligible Subscribers and their surrounding communities as discussed 
below. Community Benefit Projects cannot submit a subsequent application. 

 
13. Projects applying for the Community Benefit Project Added Incentive cannot submit 

subsequent applications. The answers on this page will automatically have “No” 
selected. Applicants are unable to make changes to this page.  

14. To move to Step 4 of the application, click “Continue.” 
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Application Review (Step 4 of 6) 

15. Carefully review the information on this page, including the NY-Sun Incentive Program 
information, the listed Project Participants, the Project Site information, and the Project 
Information. 

16. If any information needs to be changed or corrected, use the “Previous” button at the 
bottom of the page to navigate to earlier steps in the application. 

17. Read the Certification Statement. 
18. To submit the project application in accordance with the stipulations of the certification 

statement, use the “Electronic Signature” button to link to a DocuSign. Alternatively, use 
the “Print” button to sign a hard copy. Note, the “Electronic Signature” feature can only 
be sent to one entity. If there is a payee, the contractor may use the “Electronic 
Signature” option but then must download the electronically signed application as a PDF 
and email it to the payee for signature. 

19. To move to Step 5 of the application, click “Continue.” 

 

Documents (Step 5 of 6) 

20. Use the “Choose File” button to upload all the required documents. The required 
documents include: 

• The actual Community Distributed Generation Disclosure Form for the project 
that a customer will be subject to; 

• The actual residential subscriber contract that a customer will be subject to; 
• The signed application; and, 
• The subsequent application attestation (which can be found on NY-Sun’s 

Resources for Contractors page in the “Inclusive Community Solar Adder 
Resources” section). 

21. If this application is for a project that achieved commercial operation between June 7, 
2022 and October 12, 2023, you must also upload the project’s “Initial Allocation Form,” 
“Initial Host Summary Report,” and the “Letter confirming commercial operation from 
the utility” in the “Other Documents” section.  

22. If you need to split documents into multiple files because of size constraints, you may 
upload any additional files in the “Other Documents” section.  

23. To move to the final step of the application, click “Continue.” 

 

See image on the following page. 

https://www.nyserda.ny.gov/All-Programs/NY-Sun/Contractors/Resources-for-Contractors
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Submit (Step 6 of 6) 

24. If you are ready to submit the application, click the “Submit” button. Once you click 
“Submit,” you will not be able to edit the application. 

20. 
 
 
 
 
 
 
 

21. 

Optional Documents 


	A. How to submit a primary application
	B. How to submit a subsequent application

