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Building, Planning and Land Development
Online Applications and Permits

Customer Portal User-Guide

Create a My ServiceOttawa (MySO) Account and

Building, Planning and Land Development Registration

= To submit an online application and access the Customer Portal, an account with My
ServiceOttawa (MySO) and registration with the new Building, Planning and Land
Development system is required.

= If you already have a MySO account, you may login using your existing account and
skip to the “Building, Planning and Land Development Registration” instructions in
this document.

= Otherwise, use the following instructions to create and activate your MySO account,
then continue to follow the “Building, Planning and Land Development Registration”
instructions. Once complete, you may then use the online Customer Portal
submission service.
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1. To create a MySO account, access the website at:
https://ottawa.calen/serviceottawa. Once on the MySO page, select the “Create
an account” button (the last button on the page) to begin.

My ServiceOttawa

Login

Email address

Password

Forgot your password?

Don't have an account?

Your ServiceOtiawa account allows you access to multiple city services and
information in one place.

View the status of your service request, collection calendar or pay your
property tax and water & sewer bill all through your account

Create an account

2. Once on the Create your account page, complete the required fields and read the
“My ServiceOttawa - Terms of Service.” Check “l have read and agree to the terms
of service” checkbox, and select the “Create account” button to create your account.

My ServieOttawn

Create your account

Al fields are required to create your account.

My ServiceOttawa - Terms of Service

In creating and accessing an account on the My ServiceOttawa

Email address Portal on Ottawa.ca (the "Portal"), you warrant that you have
= read and expressly agree to be bound by the following Terms of
Service

Confirm email address
User Information
]

You warrant that you are the My ServiceOttawa customer
identified in the My ServiceOttawa account registration process
and that all information provided is accurate and current to the

LN best of your knowledge. The City of Ottawa reserves the right to
suspend or terminate your My ServiceOttawa account should
you provide false information, or otherwise fail to comply with
these Terms of Service =

Password

Confirm password
a,
O I have read and agree to the terms of service
Password rules

@ Length of at least 8 characters, maximum of 25 Create account

© Contains uppercase and lowercase letters
@ contains numbers

@ Passwords match
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3. After creating your account, an activation link will be sent to the email you
provided. This link will be valid for 48 hours. From the email, select the “activate your
account” link. You will be directed to a MySO webpage where you will be asked to
enter the password you created for your account during the account creation
process. Enter your password in the “Password” field and select the “Activate
account” button.

My Servicedttma Help  Login

Almost there!

Activate your account by entering your passward. You will then be asked to login to access your ServiceOttawa account

Account activation

4. Once your MySO account is activated, if you are not taken to the main Dashboard
page, you will be taken to the “My ServiceOttawa” login page where you can enter
your email address and password once more, then select the “Login” button to arrive
at the Dashboard page. You can always login to the “My ServiceOttawa” Dashboard
page by visiting https://ottawa.cal/en/serviceottawa. Once you have successfully
logged in, continue with the “Building, Planning and Land Development Registration”
instructions following the next graphic.
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Building, Planning and Land Development System Registration

To access the system, you must first complete a one-time registration process, as
outlined on the next page, for the services listed under “Building, planning and land

development”.

1. From the “Building, planning and land development” service widget, select the
“Apply, manage and pay for” link to access the system and begin the registration

process.

My Sers i tawa
Dashboard

Welcome LMS Project

Your My ServiceOttawa homepage allow:

To help us improve your experience, we i

Services

‘m Garbage and recycling
\

FOR: 101 CENTREPOINTE DR

Next collection date:

12-Jan-2022 8

View all collection schedules and
reminders

r n Service requests
L

There are no Service requests open for
ms_info@oltava ca

Create a new service request »

# ‘ Open air fire permits
|

Apply_for or renew open air fire permits

u quick and easy access fo information that is important to you

e you

Help  Logout E|

Settings

to participate in a short survey. Take the survey,

’ 6' Water utility bill

Register your water utility account to pay your ay your bil

bill, view water usage, sel up usage alerts, and

print your bill, or view your account summary

more:

A Pet registration and h eSubscriptions
) renewals )
Sign up to receive Cily of Ottawa news through your

Register or renew your pef's registration and
update your pet's information

e-mail

development

i Building, planning and land
|

Apply, manage and pay _for Jecords and reports in
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2. The system registration requires a complete profile. Complete your profile here
by completing all the required fields, then check the “I consent to the sharing of
my information” checkbox and select the “I agree” button.

£z
vy Service®™ Weme

LMS

# Repister your LMS account for online access.

Consent to share

Collection of information

& Personal profile info

This

Firc nama (redLind
Lect name

Lenguage preferance
UnitiApd

addrsce (1)

Addrece (2)

Frovinee

Focial sode

Country

Phona [recuind,
A"

Prions extensicn

Aftsmats phone

i

Afternate phone extencion
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3. The registration process is almost complete. A “Prior Customer Record” page
will open.

i. Registration almost complete. Please choose whether to link to a prior Customer record or not.

Prior Customer Record

If you received a notice from the City of Ottawa containing a PIN, you may
associate your account with the Customer Record on file for you. Choose one of
the following options below.

Link

Enter the Customer PIN you received to correctly associate your account.

Customer PIN

LINK USING PIN

Do Not Link

If you do not wish to link to an existing account.

DO NOT LINK AND CONTINUE

If you received a notice from the City of Ottawa containing a PIN, you may associate
your account with the Customer Record on file for you. Enter the received PIN in the
“Customer PIN’ field below and select the “Link using pin” button

Link

Enter the Customer PIN you received to correctly associate your account.

Customer PIN

LINK USING PIN
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The “My Profile” page will open with a message confirming the Customer was
successfully linked.

Home Q Search Outstanding Fees & Aimee Training «

I@ Customer "Aimee Training” successfully linked. l

My Profile

DETAILS CONTACTS BANKING INFORMATION

Customer Details

Selecting the “Home” button on the top menu bar, will take you to the Building Code
Services dashboard page.

If you did not receive this notice, proceed to the “Do Not Link and Continue” button to
proceed. You will be immediately redirected to the “Building Code Services” home
page where you may begin submitting applications through the online Customer Portal.

I\(/IV Sen Home OutstandingFees & LMSProject + @@ English ~

Building Code Services

Welcome to Building Code Services. Here you can apply for and manage
applications for Access to Building Permit Records and Compliance Reports.

Select an Action

B START AN APPLICATION

Dashboard

ACTIONS REQUIRED APPLICATIONS PROFESSIONAL/CONTRACTOR

Actions Required

Here you can view the status of your active applications and address
outstanding items.

Applications
Aiachons requirea * X
. e len - | sua L
0O results.
Fi p: 0w 0Dof0
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