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Building, Planning and Land Development 
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Customer Portal User-Guide 

Submit An Access to Building Permit Records Online
To submit an online application for an Access to Building Permit Records (ABPR), you 
must be in the Building, planning and land development service widget, located on 
the main dashboard in My ServiceOttawa (MySO). A MySO account is required to 
access and submit applications on the Building Code Services online Customer Portal. 

1. From the Building Code Services Home page, under Select an Action, select 
the Start an Application button.
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2. From the Start an Application page, select the desired application type of 
Access to Building Permit Records, by selecting the button type, under the 
Other Applications section at the bottom of the page.

3. The Getting Started page initiates the process for all application types. A 
unique file number (located directly after the main heading) will be immediately 
generated once an application has started.
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4. Read the Getting Started information and complete the required fields using the 
drop-down options provided.

You may save or delete your application at any time using the Save or Delete 
buttons at the end of each application step page. 

5. Select the Next button to proceed.

6. A series of steps will be outlined to take you through the submission process 
including, location, contacts, and documents.

A green coloured step indicates a completed step, black indicates the current 
step and grey indicates an incomplete step. 

Follow through each step by reading the information and instructions provided 
and completing all required actions. All mandatory fields are marked by a red 
asterisk.  Select the Next button located at the end of the page, to proceed 
through the steps.

7. The Finish step in the process, titled Application Summary, can only be 
accessed once all steps have been completed with green circles on all process 
steps.
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Acknowledgment of the disclaimer is required to submit the application. Read the 
disclaimer information and select the “I acknowledge the disclaimer” checkbox. 
 

Once the disclaimer is checked, the Submit button will become activated and the 
application can be submitted. 

8. A notification will appear at the top of the page with an application number, 
confirming that your application has been submitted.
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A confirmation email, if the email notification of Application Submitted type was 
selected, will be sent to the email provided in your profile.

To add email notifications to your profile, select the My Profile menu in the top 
business menu bar, and scroll to the Notifications section. Select the 
checkboxes to add or remove notifications, then save your selections.
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