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Building, Planning and Land Development 
Online Applications and Permits 
 
Online Customer Portal User-Guide 

Submit a Construction Permit through the Online 
Customer Portal
To apply for a permit through the Customer Portal, you must be in the Building, 
planning and land development service widget, located on the main dashboard in My 
ServiceOttawa. 

Depending on your application type, submission requirements and steps may vary 
however, the process remains the same for any permit. 

1. From the Customer Portal Home page, under Select an Action, select the Start 
an Application button.
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2. Select the desired application type to start the application process from the 
options available. Each application type that can be submitted online will be 
displayed as its own button, categorized by type.
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3. The Getting Started page initiates the process for all application types. A status 
of Draft will be immediately generated once the application has started. Begin by 
completing the drop-down fields and selecting the available options.

4. Select the Next button to move to the next step or, the Save button to save your 
application to come back to it at a later time.
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5. A series of steps will be outlined to take you through the submission process. 
The number of steps required is based on the application type chosen and will 
differ by type.

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

6. Select the Applicant using the radio buttons available and a work description of 
the job on the Application step.
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7. Search for an address in the Search for an Address search field on the map on 
the Location step. One or more addresses can be selected.
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8. Select the Confirm Selection button once an address has been selected to apply.
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If multiple addresses are available for the property selected, a primary address 
must be chosen from the drop-down list provided on screen. A Choose a 
Primary Address field will generate if this is applicable. Select the drop-down 
arrow to choose a primary address from the list.
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Select the “Additional Information” to complete on the Details step to provide 
further information in the application. Required fields on this step will vary based 
on the application type chosen.
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9. Upload all required attachment types on the Documents step by selecting the 
Upload button. Required documents are noted by a checkmark in the Required 
column of the Attachment Types grid.

Additional documents can be uploaded as required. 
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10. Select the required Document Type field in the upload grid to select the 
document type that is being uploaded. Required types are noted by a red 
asterisk next to the type required.

11. Select the Add Contact button to add additional contacts to the job on the 
Contacts step. Any required contacts will be noted in the step description.
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12. Select an individual or business to be invited to partake in various steps of the 
submission process on the Additional Parties step. All invited parties must have a 
prior My ServiceOttawa account. Permissions can be granted to the individual or 
business through the permissions checkboxes.

13. Select the Send Invite button to send an email notification to the individual or 
business informing them they have permissions and access to the application.
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14. Select the disclaimer acknowledgement checkbox to activate the Submit button 
on the Finish step. A unique file number will now be generated for the 
application.

15. Select the Submit button to send the application to the City of Ottawa. A 
confirmation of the submission will appear at the top of the application’s Activities 
page and the Status will be noted as ‘Submitted”.
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16. The newly submitted application can be found on the Applications tab on the 
main Building Code Services dashboard page when the Home menu is selected. 
A submission confirmation notification, if selected in your account profile, will also 
be sent to the email on file.
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17. An email notification will also be sent to the applicant, if the “Application 
Submitted” notification type was selected in the account profile.
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