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How to submit on the Collaborator portal 

First Time User 

 

Step 1: 
Use the hyperlink below, to access the portal: 

https://westerncapecollab.collaboratoronline.com/SignIn.aspx??wa=wsignin1.0&wtrealm=https://Wester 

nCape.collaboratoronline.com/_trust/&wctx=https://westerncape.collaboratoronline.com/_layouts/15/Au

thenticate.aspx?Source%3d%252F 

 

Step 2: 
Create a New Account & Follow The Easy Steps. 

 

 

 

 
 
 
 
 
 
 
 
 

 
Step 3: 
Log in, using the requested particulars (Email Address & password) 

 

 

 

 

 

 

 

 

https://westerncapecollab.collaboratoronline.com/SignIn.aspx??wa=wsignin1.0&wtrealm=https://Wester%20nCape.collaboratoronline.com/_trust/&wctx=https://westerncape.collaboratoronline.com/_layouts/15/Authenticate.aspx?Source%3d%252F
https://westerncapecollab.collaboratoronline.com/SignIn.aspx??wa=wsignin1.0&wtrealm=https://Wester%20nCape.collaboratoronline.com/_trust/&wctx=https://westerncape.collaboratoronline.com/_layouts/15/Authenticate.aspx?Source%3d%252F
https://westerncapecollab.collaboratoronline.com/SignIn.aspx??wa=wsignin1.0&wtrealm=https://Wester%20nCape.collaboratoronline.com/_trust/&wctx=https://westerncape.collaboratoronline.com/_layouts/15/Authenticate.aspx?Source%3d%252F


 

 

 

 

 

 

 

 
 

 

 
 

 

 

 

 
 

 

 

 

 

 
 

Step 4: 
After logging into the Portal click on:  “BUILDING CONTROL” (on the left hand side ‘Solutions’ column) 

 

Step 5: 
Then click on:  “BUILDING PLAN APPLICATIONS” (on the left hand side ‘Sites’ column) 

 

Step 6: 
Register a Partner (once-off process) by clicking on the “ACCOUNT” tab (top of screen) 

 
 

 

 

Step 7: 
- The account which was created, will appear under ‘User Accounts’ 

- On the left hand side of the created accounted, will be an ‘action tab’(three dots) with a drop down – Click 

on “REGISTER PARTNER” 

- Follow the Three(3) Easy Steps to complete. 

 

 

 
 
 

 
 

 
 

 

 

 

 

Step 8: 
Once the Partner has been created, you may proceed to SUBMIT a New Building Plan. 

- On the right-hand side, click “NEW BUILDING PLAN APLICATION” 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 
 

 

 

 

 

 

 

 

 
 

 

Step 9: 
Make sure all the required fields are completed, as indicated below: 

- Press “Submit” when completed (Note: when a field was missed, the applicant will have to navigate to the highlighted areas)  

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
Step 10  
(Already a registered Partner): 
When the application has been submitted, click on the Registered “PARTNER”, until it is highlighted & wait  

a few seconds. The created application will appear under the Building Plan. 

 
 

 

 
 
 
 
 
 
 



 
 
 
 

 
Step 11: 
Click on the newly created “Building Plan Application”, until it is highlighted & wait a few seconds. The   

Requested Folders will appear under the “OUTSTANDING SUPPORTING DOCUMENTS”. 

 

 

 

 

 
 
 
 
 
 
 
 
 
Step 12: 
Each Folder needs to be submitted individually, by selecting “ADD DOCUMENT” - ‘action tab’(three dots) 

& complete by clicking submit after each file has been uploaded. 

 

 

 

 

 
 
 
 
 
 
 
 



 
 
 
 
 
Step 13: 
Once ALL the documents has been uploaded, you may proceed to officially submit the building plan 

application to the Building Control Section, by clicking “REQUEST PRE-SUBMISSION CHECK” - ‘action 

tab’(three dots) of the application & “submit”. The stage of the application should change from ‘Initial’ to 

“Check”. 

 

 

 
 
 
 
 
 
 
Step 14: 
The Building Control Section will now issue a “Pro-forma invoice” which will be emailed to the ‘contact 

email address’ of the application (Note: should both Primary & Contact email be the same, the pro-forma will be emailed 

to both).  

IT WILL ALSO BE AVAILABLE ON THE PORTAL UNDER THE SUPPORTING DOCUMENTS – on the right hand side of the 

application. DOWNLOAD & OPEN WITH ADOBE) 

NB!!! The stage of the application will be “CHECKED” until the Proof of Payment(POP) will be uploaded. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 15: 
Click on the “Building Plan Application”, until it is highlighted & wait a few seconds.  

The  Proof of Payment (PoP) Folder will appear under the “OUTSTANDING SUPPORTING DOCUMENTS” at 

the bottom of application. Click on “add document” & upload the requested “Proof of Payment”. After this 

has been done, click on “Submit Application” under the ‘action tab’(three dots) of the application.  

(The stage should reflect “Submitted” after the proof of payment has been uploaded) 

NB!!! The Application WILL NOT CIRCULATE until the proof of payment has been uploaded & the application officially 

submitted. 

 

 

 

 

 



 

 

 

 
 
 

 

 

 

 
 

 

                           

 

 

 
 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

Step 16:  
How to submit Amendments (Re-circulated Building plan application) 
 

 

 

 

 

 

Click on the “Building Plan Application”, until it is highlighted & wait a few seconds.  

All uploaded documents will appear on the right-hand side, under “Supporting Documents”. 

NB!!! Whichever needs to be replaced, as per the amendment letter, must be deleted here first. 

Click on the ‘action tab’(three dots) of the document which needs to be deleted & click “delete” 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

Step 17:  
The folders you have deleted will appear under “Outstanding Supporting Documents”. 

Upload the necessary documents again as per “STEP 11”. 

 

Step 18:  
After the requested/necessary Amendment documents have been uploaded, you may proceed to officially 

submitting the amended application by clicking “Submit Amended Application” & click ‘submit’  

NB!!! The stage will reflect “Re-circulate” 

 

 

  

 

 

 

 

 

 

 

 

 



 

 
 
 
 

 

 

 

 

 

 
 

 

Step 19: 
FINAL  OUTCOME  
Once you see the application has reached the “Final Outcome” stage, it means the application has reached 

its final point of Circulation & the Approved Building Plan with necessary inspection sheets has been 

emailed to both the Primary & Contact email address. 

NB!!!  The Section 7 Approved application is only valid for 12months & Section 13(minor building works) Approved application is 

valid for 6months only. 

 

 

 

 

 

“You’ve Done It”  
 


