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Each user will need to register a

1. User Account — this allows the user to access
the Portal

2. Partner Account — this allows the user to
register applications (i.e Building plan
applications)

Where to access the Portal:

https://westerncape.collaboratoronline.com
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https://westerncape.collaboratoronline.com/

When opening the link, you will see
this screen.

@‘C llabora
Select the ‘Create an Account’ to - O a \_/ @

create the User Account

-~ ™
i User Name
5’ Password
Sign In \
Forgot password? I Create an account I
4 J
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Complete all the fields Q.C ollab

Mame™

The email address you enter in
will become your Username to Surname”
log into the site

Cellphone Number™

This email address will also be
used to send the Password
Reset email if you reset to
change your password

Email Address™
Confirm Your Email Address™
Password™

Once done select the ‘Submit’
button Confirm Your Password™

ﬁ Type the code shown:

Show another code

“Collabc

Submit




Once you have created the
User Account.
A Partner/ Practice needs to be
registered in order to submit [
g o .,3,
applications. C O l la

Home  Inbox  Reports

Once logged in select the
‘Account’ tab

On the User Account Web Part,
select the action button to
view the options.

Select ‘Register Partner’

User Account

Action Nams Email Mobile Numbar

.
" Action ® admin@be.co.za 0832503051
L
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O Activate Services
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On the Register Partner task you will
need to complete all of the required

fields

Step 1: Update Partner Details

- Complete the details [seris e
pertaining to company / Primary User Email | 20min@be.co.23
|nd |V|d u aI Step 1: Update Partner Detail A Step 2: Update Primary Contact Details  Step 3: Active Services
| Pariner Typ= * |
Step 2: Update Primary Contact Details L
- Primary contact details Note: Pmces Which £ ot slow o s A
. . . |Please request the primary user to grant you access to their practice.
i.e. contact information Registration Number = |
Duplicate Registration
Mumber
Step 3: Activate Services Trading As*
- Make sure to select to [Company Type* " s 20w
Activate the service you |Professionsl Entty* [Nt Applicable V] Ermary User Emed admin@boe.co za

Professional Entity Murmber |

Step 1: Update Partner Details  Step 2: Update Primary Contact Details

require. i.e. Building Plan
Services e Aclvee Buiding Flan

Activate Events and Film

Services *
| Activate AQ Services * |
| Activate \Weste Services * |
Activate Land Uss

Application Services *
Activate WeylLeave

‘ Services
e Collaboratol T




Collaborator Portal Training - Building Control b @
You are invited to attend our online training sessions. The training _ U S l n e S S -

sessions aim to build up your understanding of the Collaborator Portal
and will be based on the electronic submission of a building plan
application.

“ INNOVATING BUSINESS ™

Join Zoom Meeting

Tuesdays at 10h00

Meeting ID: 610 052 1373
Passcode: Training

Should there be any queries please send an email to:
support @collaboratoronline.com

’ | Western Cape R e d Ta p e
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https://zoom.us/j/6100521373?pwd=cVc5Yjl5Y01QWEQxTGs3Z1BESlEzUT09

