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The aim of the online Building Application 
Process is to allow for a more efficient way to 
register a building plan. The online application 
allows homeowners/architects to log onto the 
website and monitor the progress of the 
online applications without having to 
physically come to the Municipality.

THE AIM OF THE ELECTRONIC BUILDING PLAN APPLICATION



APPLICATION STAGES

Building Application Life Cycle



REGISTER A BUILDING PLAN APPLICATION

After the user and partner account has been 
registered. You will be able to upload the Building 
Plan Applications. 
On the Landing Page select Building Control, then 
Building Plan Application. 

On the Web Part Practice, the 
Practice that was previously 
registered will appear.



REGISTER A BUILDING PLAN APPLICATION

Click on the Action Button, and select Add 
Building Plan Application. An online application 
will display

On the Web Part Practice, the 
Practice that was previously 
registered will appear. 



REGISTER A BUILDING PLAN APPLICATION

The Task “Add Building Plan Application” 
will open
All required fields will need to be 
completed, as well as all the blue tabs 
(Location, Owners, Application, Checklist, 
Architectural Practitioner and Invoicing). 
Click on Submit once done



UPLOADING SUPPORTING DOCUMENT

When the application has been loaded 
you will need to upload the supporting 
documents. Highlight the Application 
and the Web Part ‘Outstanding 
Supporting Documents’ will show all the 
documents that need to be uploaded

Select the Action Button and click on 
‘Add Document’.



UPLOADING SUPPORTING DOCUMENT

This will open a Task “New Supporting 
Document”. Click on the field ‘Choose 
File’ and Submit.

This will allow you to search your 
Computers File Explorer, attach the file 
and select Submit once completed. Do 
this for all Outstanding Supporting 
Documents on the list 



REQUEST PRE-SUBMISSION CHECK

Once all the Outstanding Supporting 
Documents are attached, the application 
can be submitted for the Pre-Submission 
Check.

Select the Action Button and click on 
‘Request Pre-Submission Check’.

The stage of the application will change 
from INITIAL to CHECK



SUBMIT APPLICATION

Once the Municipality has checked the 
application, the stage of the application 
will change from CHECK to CHECKED. 
Only on this stage can the Proof of 
Payment be added (See UPLOAD 
OUTSTANDING SUPPORTING 
DOCUMENTATION)

Once Proof of Payment is uploaded,
highlight the application, select the 
Action Button and click on Submit 
Application.

The Application stage will change from 
CHECKED to SUBMITTED



AMENDED APPLICATION

Once the application has been Checked 

and Distributed by the Municipality and 

they find that the application requires 

amended Building Plan etc. Then you will 

be required to update the application with 

the correct document.

The stage of the application will then 

change from DISTRIBUTED to TO BE 

AMENDED



AMENDED APPLICATIONClick on the Action button of the 

SUPPORTING DOCUMENT you 

want to replace select the Action 

Button and click on Delete and 

upload as before (See UPLOAD 

OUTSTANDING SUPPORTING 

DOCUMENTATION)

Once all amended documents have been 
added, on the Action button a new option 
will appear. Select

‘Submit Amended Application’, then the 
application will move to Stage RE-
CIRCULATE.



Collaborator Portal Training - Building Control

You are invited to attend our online training sessions. The training 

sessions aim to build up your understanding of the Collaborator Portal 

and will be based on the electronic submission of a building plan 

application.

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

https://zoom.us/j/6100521373?pwd=cVc5Yjl5Y01QWEQxTGs3Z1BESlEzUT09

