
Welcome to 

Your Online portal to apply for 
Building Permits  

 The following is a Step-by-Step 
illustrated guide to apply for a building permit 



Step #1- Click 

"Create New 

Project" 

Step #3- Cleck 

"Next" 

Step #2- Give your 

Project a Name 



Step #4- Choose 

your Municipality 

Step #5 Type your address or 

Roll Number Here- The 

property should drop down in 
the list 

Optional Step #5- Scroll/ 

Pan/Zoom on map and 

choose your Property 

Step #6 Click "Next" 

Town of South Bruce 
Peninsula, Ontario



Step #7- Choose the type of 

work that is proposed 

Step #8 Click "Next" 



Verify your 

Information 

Verify your 

Information! 

Step #9 Click "Finish & 

Create" 



Red "!" indicates 

next steps and/or 

items required 

Instructions and 

items required are 

listed here 

Step #10 Choose 

the "Type" of work- 

New, Addition, 

Repair, etc. 

Step #11 Choose 

the "Description" of 

work- House, Barn, 

Retail, Deck, etc. 



Notice that there are 

new notifications 

Also new required steps 

Step #12- If you are also the 

Owner Click the Pencil, if not 

add an owner here 

Step #13- If you are simply the 

applicant, add Owner here. If 

you wish others to be involved 

in project details, you can also 

add Designers, Engineers, 

Consultants, etc. 



Note that red Asterisks is required 

information 

Step #15- When 

finished click 

"Close" 

Note that you are only the 

Applicant so far 

Step #14- If you are also 

the Owner, check Owner 

here 



Optionally the 

Applicant can 

choose to apply on 

behalf of the Owner- 

if so click here 



Fill in Property 

Owner Information 

Tag Property 

Owner here 



Note: Parties is 

now Complete 

Step #16- Finish 

Application Information. 

Click here 



Step #21- Click Return to 

Application 

Note that red Asterisks is required 

information 

Step #17- Fill in 

estimated project 

cost 

Step #18- Fill in 

estimated size of 

project 

Step #19 Project use 

Step #20- Fill in brief 

project description 



Note that Application information 

is complete 

Step #21- Drag and Drop digital 

drawings here. Certain files are 

mandatory, such as "Drawings" and 

"Site Plan" 



Step #22- If drawings are all 

in a single file, tag multiple 

"Types" where required 

Click "Done" 



Note information is 

complete 

Step #23- Click "Sign Off" 



Step#26- Click 

"Return to Application" 

Step#24- Answer 

these Questions 

Step#24- Answer 

these Questions 

Step#25- Digitally 

"Sign Off" 



Final Step- your application is 

now complete 

Click "SUBMIT APPLICATION" 






