Ottawa

Building, Planning and Land Development
Online Applications and Permits

Customer Portal User-Guide

Municipal Information Form

The Municipal Information Form provides the Municipal Clerk official notification of all
applications for a new Liquor Sales License or outdoor areas being added to an existing
Liquor Sales License in your municipality. To submit a Municipal Information Form and
access the online 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.

1. To create a MySO account, access the website at:
https://ottawa.cal/en/serviceottawa. Once on the MySO page, select the “Create
an account” button (the last button on the page) to begin. Follow the instructions to
create and activate your MySO account, then continue to follow the “Building,
Planning and Land Development System Registration” instructions.

My ServiceOttawa

Login

Email address

Password

Forgot your |

password?

Don't have an account?

Your ServiceOttawa 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
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Ottawa

Building, Planning and Land Development System Registration

To access the system, you must first complete a one-time registration process
(described immediately below) for the services listed under “Building, planning and
land development”.

2. 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 Serviodf Mo Seftings -  Help  Logoul | FR |
Dashboard
Welcome
rt survey. Take the : rvey.
Services

Update your address o view Rsﬂ ptar your watye ylity gcsount Add yo uaort}, tax account 1

—
renewals

Tracking Humbar Rc; ster ar renw y ;.g upt
202001002073 Closed

Submit new request and view history »

Building, planning and land
development

. Open air fire parmits.

Apply for of renew open air fire parmits. Apply, manage and pay fior records and repons

Building, Planning and Land Development Application and Permit System 2



Ottawa

3. The system registration requires a complete profile. Create your profile here by
completing all the required fields, then check the “I consent to the sharing of my
information with this service” checkbox and select the “I agree” button.

Building, Planning and Land Development

# Register for Building Code Services Account online access

Consent to share

Collection of information

& Personal profile info

Title

v
tt name
¢t name
Languige preferance
v
UnitApt
Addrece (1
Agdrece (2
ty
L]
v
tial code
untn
v
none
.
Phone extencion
Altsrnate phone
.
Arernete chone extencion
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4. Once the registration process is complete, you will be immediately redirected to the
“‘Building Code Services” home page where you may now begin to submit
applications through the online Customer Portal.

IVIV SQI’\"IC@'(')&LBWI Home Outstanding Fees & LMSProject + m@E 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

Ei 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
Filter by
All actions required ~ T
File Number Type Location Status Last Activity
0 results
Rows perpage: 10 w  0-0of0

Building, Planning and Land Development Application and Permit System 4



Ottawa

5. From the Building Code Services Home page, under “Select an Action”, select
the “Start an Application” button.

N.h,. SQI\-"'ICCI'ﬁ’)ﬂlmﬂ Home | OutstandingFees & LMSProject + M@ 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

& START AN APPLICATION

Dashboard

ACTIONS REQUIREDG) APPLICATIONS FROFESSIONAL/CONTRACTOR
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6. From the Start an Application page, select the desired application type using the
available application type buttons to start the application. The available buttons
represent all application types that are currently available to be submitted online.

MV SerV-ice‘@mm Home Q Search Outstanding Fees & Jannee Training + D& English «
P

Start an Application

Construction Related Permits

Select one of the following permit types to begin your application or choose
from other applications below for non-construction related requests.

CONSTRUCTION PERMIT DEMOLITION PERMIT POOL ENCLOSURE PERMIT

CHANGE OF USE TEMPORARY PERMIT SEPTIC PERMIT

Master Plan Applications

To apply for a new Master Plan use the button below.

MASTER PLAN APPLICATION

Addressing and Signs Applications

SIGN PERMIT SIGN MINOR VARIANCE 9-1-1 BLADE SIGN

PRIVATE ROAD NAMING HIGHWAY NAME CHANGE CIVIC NUMBER CHANGE

Other Applications

Select one of the following types to begin your application.

nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn QUEST MUNICIPAL INFORMATION FORM

AGENCY LETTER OF APPROVAL ZONING INFORMATION LETTER
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7. The Getting Started page initiates the process for all application types. Read the
“Getting Started” information and complete the required fields. Once the Getting
Started page is saved, a unique file number (located directly after the main heading)
will be immediately generated. You may save or delete your application at any time
using the “Save” or “Cancel” buttons at the end of each application step page. Then
select the “Next” button.

h"{V Ser‘i(\(ﬁr{‘)ﬂl’nu—l Home @, Search Outstanding Fees & Jannee Training ~ 3@ English =

‘?,’ Municipal Information Form
(<

e auaa o0 | commerctal Status

Draft

Gettlng Started

the Alcohol and
! 3

+ A Municipal Information Form {MIF) quired to Jé Jbl tted to the C
with an Agency Letter of Approval (AL A'- ation f v and
approval

yroval for the three Agency Letters
5, Ottawa Pub -ieahl and
i cipa f-’J‘HIﬂF rl\l 1010]{
Each of | ||| 2e agency letters proval

requires an inspectiol

= Ared asterisk (*) indicates a mandatory field

Apphication Descrigtior
Commercial

S S m e

Next, a series of numbered steps will be outlined to take you through the
submission process including, application, location, details, and contacts. The
number and details of steps required is based on the application type chosen and
will differ by type. You can track your progress using the steps tab group located
immediately after the “Status” heading. Complete each step by reading the
information and instructions, then completing all required actions, then selecting the
“Save” and “Next” buttons located at the end of the page.

NOTE: Additional information on completing each step may be available in other
Customer Portal User Guides.
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8. Complete the Application step by reading the information and instructions, then
completing all required actions, then selecting the “Save” and “Next” buttons located
at the end of the page.

My Servlce(htana Home Q Search OutstandingFees & JanneeTraining ~ @@ English ~

Locat

? Municipal Information Form

.‘/II’F—VZC'VE;’-—CCC-E'I ng’ﬂ;ﬂ;wa - Status
Draft
- —0 ; . ; v
GETTING APPLICATION LOCATION DETAILS CONTACTS FINISH
STARTED
Application Step 2 of 6
Applicantis *

O Authorized Agent @ Property Owner o Professional/Contractor

Work Description *
Liquor License application
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9. Complete the Location step by reading the information and instructions, then select
and confirm the property address and complete all required actions. Then select the
“Save” and “Next” buttons located at the end of the page.

M\ g‘\,r\,it e Home Q Search OutstandingFees & JanneeTraining » @B English +

0,3 Municipal Information Form

202400081 Commanci Status

_°_°_°_ 4 5 v

ETTING PPLICATION LOCATION DETA CONTACTS FINISH
STARTED

Location Step30f6

mouse, zooming r
ar highlighted.

b}
% Primary Location

X addeess

YT T A7

Confirm selection

/ CONFIRM SELECTION

Selected Properties

« 101 CENTREPOINTE DR Ottawa, ON

© Choose a Primary Address
i

a primas

Primary Adress
101 CENTREPOINTE DR, Ottawa, ON s

Additional Information

If required, enter additional information

«prev m ¥ oeLeTe wext >
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10. Complete the Details step by completing all required actions, then selecting the
“Save” and “Next” buttons located at the end of the page.

My Service(&)ﬂ-mm Home Q Search OutstandingFees & JanneeTraining v @B English «

L NG Mummpal Informat|on Form
0 MIF-2024-000481 m'wa al 101 CENTREPOINTE DR, Ottawa, ON Status

0 0 0 @ : 2

Details Step 4 of 6
Ottawa Bar & or
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11.Complete the Contacts step by reading the information and instructions provided.
Select the + Add Contact button to add the required contact of Property Owner to
the application. Select the “Save” and “Next” buttons located at the end of the page.

M\"T SEIVICE‘@(DVG Home Q Search OutstandingFees & JanneeTraining - [E English «

"’ Municipal Information Form
0 . P Status

MIF-2024-0004581 Commercial 101 CENTREPOINTE DR, Ottawa, ON

Draft

oO—0—0 090 -

GETTING APPLICATION LOCATION DETAILS CONTACTS FINISH
STARTED

Contacts

This section can be used to manage contacts and notifications related to this Step 5 Of 6
permit. We would recommend adding your contractor, designer, architect or
engineer, if applicable

The following contact type(s) are required:

» Property Owner

4 ADD CONTAGT

O Contact Type Name
":N = ':l
D Property Qwner - Jannee Training
D Applicant Jannee Training
O Professional / Contractor LMS Corp
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12.Complete the final Finish Application step by reading the disclaimer and selecting
the “I| acknowledge the disclaimer”. Select the “Save” and “Submit” buttons.

1 Home Search Outstanding Fees & Jannee Training -
My Service a s

BE English -

€4® Municipal Information Form

0 File Number Description Location
MIF-2024-000481 Commercial 101 CENTREPOINTE DR, Ottawa, ON

Status

Draft

GETTING APPLICATION LOCATION DETAILS CONTACTS
STARTED

Finish Application

Disclaimer *

By acknowledging this disclaimer, | consent to the collection of my persona
infarmation on this form for the purpose of processing and communicating with
me. | understand that the City of Ottawa will maintain all requests in a database
for administrative purposes. Questions regarding this collection may be
addressed to (613)580-2424 ext.29312

acknowledge the disclaimer.

FINISH

SUBMIT
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13.The Activities page will appear, displaying a notification at the top of the page with
an application number, confirming that your application has been submitted. The

page includes a summary of the application details and the option to withdraw the
application.

My ServieOttana

¢,
,0 a— Statug

Activities

Jtstanding Fees Q  Frovite supglemental gocuments

PROVIDE

CETARS

Summary

Details

Contacts
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