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REGISTER

https://westerncape.collaboratoronline.com/default.aspx

https://westerncape.collaboratoronline.com/default.aspx


REGISTER

Complete Information & Submit 



REGISTER

You will receive an E-mail 

Click on the link you will receive in the E-mail

Look in your Junk mail or Clutter Boxes if you 
don’t receive it in your Inbox within 30 
minutes 



ACTIVATE YOUR USER ACCOUNT

Open E-mail

Click on link to activate account 



SIGN INTO THE BUILDING PORTAL

Sign into the Building Portal with 
your Username and Password



BUILDING PORTAL HOME PAGE

You are now signed into the 
Building Portal

Next step:  Register 
yourself/business as a Partner 
on the site.  

* Note:  There can be different 
Partners registered under one 
Business Account.



REGISTER PARTNERClick on the ‘Account’ tab 

Click on the ‘Action’ button next to your Account 
Name or Business Account Name.

Click on ‘Register Partner’ 
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CREATE PARTNER

Complete Information

STEP 1:  Update Partner Details 

1



CREATE PARTNER

Complete Information

STEP 2:  Update Primary Contact Details

Continue on next page
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CREATE PARTNER

Complete Information

STEP 2:  Update Primary Contact Details cont.



CREATE PARTNER

Complete Information

STEP 3:  Update Primary Contact Details cont.

Note:  Only choose Services applicable to 
you, you don’t have to choose all Services.  
You can always go back to your account  at a 
later stage to amend this.

Once you click on ‘Submit’ you have created
a Partner (yourself) and have activated
the applicable services you will use
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PARTNER DETAILS

You can always go back and update your Partner 
Details by clicking on the ‘Action’ button next to 
your name and choose ‘Update Partner Details’ 



ACTIVATE SERVICES

Click on the ‘Action’ button next to your User 
Account Name and click on ‘Activate Services’



ACTIVATE SERVICES

Choose ‘Yes’ or ‘No’ next to each Service
and click on ‘Submit’



READY TO SUBMIT A BUILDING APPLICATION

Now you are ready to submit 
your Building Plan Application



HOME PAGE > BUILDING CONTROL

Click on the Home Page > Click on Building Control



BUILDING CONTROL PAGE > 
BUILDING PLAN APPLICATIONS

Click on ‘Building Plan Applications’ under Sites



ADD BUILDING PLAN APPLICATION

Click on the Action Button 
‘…’ next to your Partner 
name and 
click on ‘Add Building Plan 
Application
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NEW BUILDING PLAN APPLICATION

Complete information under each tab:
Location
Owner
Application
Checklist
Architectural Practitioner 
Invoicing

Understanding your icons:
Detail on the task
Folder – will show if any attachments are   
available…grey = no attachments, yellow = attachments

Workflow – all users involved, date and time, actions  



NEW BUILDING PLAN APPLICATION  
LOCATION

Complete ‘Location’ details



NEW BUILDING PLAN APPLICATION  
OWNER

Complete ‘Owner’ details



NEW BUILDING PLAN APPLICATION  
APPLICATION

Complete ‘Application’ information
Click on Action button ‘…’ 
to choose applicable Main 
Type of Building 
(see pop up on next screen)



NEW BUILDING PLAN APPLICATION  
APPLICATION



NEW BUILDING PLAN APPLICATION  
CHECKLIST

Complete ‘Checklist’



NEW BUILDING PLAN APPLICATION  
ARCHITECTURAL PRACTITIONER

Complete ‘Architectural Practitioner’ 
information



BUILDING PLAN APPLICATION: 
SUPPORTING DOCUMENTATION

Your Building Plan Application 
information will now be 
captured…next you will have 
to upload all the outstanding 
supporting documentation 
required to submit a 
Building Plan Application



‘BUILDING PLAN APPLICATIONS’ PAGE

Click on your Partner Name 
(not the Action Button, only your Partner 
Name so it highlights your name in blue)



‘BUILDING PLAN APPLICATIONS’ PAGE

A new webpart will open under 
‘Building Plan Applications’ and your 
new application you created will be 
displayed here



USER TIP

Create a folder on your 
computer for the specific 
application and save all 
supporting documentation in 
this folder.

ALL DOCUMENTS TO BE 
UPLOADED IN PDF 



UPLOADING OUTSTANDING 
DOCUMENTATION

Each outstanding document 
has an ‘Action’ button

Click on the ‘Action’ button 
next to the Outstanding 
Document and click on ‘Add 
Document’ to upload the 
document to your Application



UPLOADING SUPPORTING DOCUMENTATION
Choose Document Date

Click on ‘Browse’ and choose 
applicable document from your folder on 
your PC (look at ‘Checklist Item Name’ to 
make sure you upload the correct 
document)

Note:  Multiple documents can be 
added…click on ‘Add File’ and       
then on ‘Browse’ again 

Submit document once it has been added

REMEMBER:  DOCUMENTS MUST BE 
UPLOADED IN PDF



SUPPORTING DOCUMENTS

The uploaded documents will be displayed on the 
right hand side under ‘Supporting Documents’ and 
you have the option to delete a document by 
clicking on the ‘Action’ button next to the 
document.



REQUEST PRE-SUBMISSION CHECK

Next you request the ‘Pre-Submission Check’

When you submit the ‘Pre-Submission Check’, the 

Municipality will be able to review and check that 

all documents and information uploaded are correct  

If you would like to add additional documentation 

not listed, you will be able to do so when clicking  

on the action button:                                                            

‘Add additional supporting documentation’

See next page… 



OPTION:  ADD ADDITIONAL 
SUPPORTING DOCUMENTATION

Click on the ‘Action’ button next to your Building 
Plan Application 
and 
click on ‘Add Additional Supporting Documentation’



REQUEST PRE-SUBMISSION CHECK

Click on the ‘Action’ button next to your Building 
Plan Application 
and 
click on ‘Pre-Submission Check’



REQUEST PRE-SUBMISSION CHECK

Click on ‘Submit’ once all your Supporting 
Documentation is uploaded.



STAGE CHANGE TO CHECK

Once you submitted 
your ‘Pre-Submission 
Check’, the stage on 
your Building 
Application will change 
from ‘Initial’ to ‘Check’.  
This means that the 
application must  now 
be checked.

Before Pre-Submission Check was requested:

After Pre-Submission Check was requested:



STAGE CHANGE TO FINAL OUTCOME

Once the Municipality approved the plan, the 
Stage will change to ‘Final Outcome’



THANK YOU


