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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
Service Ottawa (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. You may then use the online Customer Portal submission service.

1. To create a MySO account, access the website at:

https://ottawa.cal/en/serviceottawa. Once on the MySO page, select the
“Create account” button (the last button on the page) to begin.

My Service(@ﬁawa

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

My ServiceOrttana Help  Login

Create your account

Allfiel

My ServiceOttawa - Terms of Service

re required to create your account

Email address

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 Sewice‘fr)ﬂm-‘-n Help  Login

Almost there!

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

Account activation

Password

&

Activate account

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, then select the “Login” button to arrive at the Dashboard page.
You can always login to the “My ServiceOttawa” Dashboard page by visiting
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https://lottawa.cal/en/serviceottawa. Once you have successfully logged in, continue
with the “Building, Planning and Land Development Registration” instructions
following the next graphic.

My ServiceOttawa

Login

Email address

Password

orgot your

-

password?

Don't have an account?

Your ServiceOttawa account allows you access to multiple city services and
infermation 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

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”.
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1. From the “Building, planning and land development” service widget, select

the “Apply, manage and pay for” link to access the LMS system and begin the
registration process.
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Dashboard

Welcome

=y, Take the survey.
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Submit new request and view history »

Building, planning and land

development

Braly_for or renew open air fire parmits Apaly. manage.ansd pay for records and repots
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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.

Building, Planning and Land Development
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The registration process is now complete. You will be immediately redirected to the
LMS “Building Code Services” page where you may now begin submitting
applications through the online Customer Portal.

I\/IV Sen’icéﬁ]ﬁDWI Home OulstandingFees & LMSProject ~ [@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

i 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 Stans Last Activity
Dresults
Rowsperpage: 10 v  0-00f0
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