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Overview 

OVVIO includes functionality for external users to access the application (or components there-of) 

and to load submission such as Building Plan and Land Use Applications. 

This document will show you how to access the OVVIO portal, view your existing applications and 

guide your through the steps of submitting your own applications (building plan / land use applications 

etc). 
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1. How to Access the OVVIO Portal 

To access the OVVIO Portal, navigate to https://gis.kouga.gov.za/ovvio/ in a Google Chrome, 

Mozilla Firefox internet browser (OVVIO is optimised for use on screens which are 7 inch and 

larger at a minimum resolution of 800×600). 

Once the landing page of the portal has been reached, login with the credentials you have 

received. 

 

You will see the OVVIO dashboard containing links to the applications you can access 
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2. View your Building Plan Submissions 

From the dashboard select the "Building Applications" button to view a list of your Building Applications 

(you will only be able to see your own Building Plan Applications submitted via the portal) 

 

To view all your applications, leave the Filter Screen blank and click the "Select" button.  Alternatively, 

complete some of the fields on the filter to receive a filtered list of all your applications. 

 

A list of your Building Plan submissions will be displayed. 
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Click on a Building Plan to view the specific Building Plan details 

 

The following Statuses are applicable to Building Applications: 

• Missing Documents - There are outstanding Documents to be attached to the Application 

• Open - This is the status of a new application  

• Assessment Phase - The application is being assessed 

• Recommendation Made - A recommendation has been made by the BCO  

• Resubmitted - If a submission was Deferred and a re-submission was made 

• Plan Approved - The submission was approved by the AO 

• Plan Refused - The submission was refused by the AO 

• Inspections Completed - Required inspections have been completed 

• Occ Cert Issued - An Occupation Certificate was issued 

• Closed - The application is closed 

In addition to Application Information the Building Application Information screen also includes a Workflow 

diagram indicating the current actions being undertaken in the processing of the application. 
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Please note following Navigation Tools which help you to move between the various screens / views in 

OVVIO (all the tools might not be available for use at the same time) 

 

NOTE: Do not use the back & forward buttons on your browser to return to previous pages  
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3. Submit a Building Plan 

A. Add a Building Plan 

To submit a new Building Plan, select the Building Applications button on the Dashboard 

 

Select the "New" button. 
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Complete the Erf details (Either Land Parcel or Sectional Title Unit) to which the Building Plan will apply and 

click the "Add" button. 

 

Note: Please contact the municipality if you cannot find the Land Parcel or Sectional Title Unit you are 

looking for. 

The Building Application information screen will open, with the Erf information linked. Some ownership 

information will be pre-populated based on the information available from the municipality.  Complete the 

details for the Building Plan Application. 

The following mandatory fields must be completed. 

• Owner Name 

• Owner Postal Address 

• Owner ID 

• Work Type 
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Note: Please ensure that you select the correct Planning Office should there be more than one Planning 

Office in the Municipality 

Continue by specifying a Work Type from the drop down list: 

 

Depending on the Work Type specified above the following additional mandatory fields might have to be 

completed in the Building Details section: 

• Designer  

• Deposit Type  

• Building Type 

• Scope 

• Floor Area 
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To complete the Designer / Engineer / Builder / Plumber information start typing the name of the person / 

company. A list of options will be displayed. Select one of the option to apply it to the form. 

 

Note: Please contact the municipality if the Designer / Engineer / Builder / Plumber lists do not include the 

option you are looking for. 

After completing the form select the Add button to submit the application. 

A summary of your application will be displayed including the Plan No as well as the fees payable. 

 

A pdf confirmation of the application submission will also automatically download (please ensure that your 

browser's pop up blocker is disabled to allow you to view the download) 
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B. Pay Application Fees 

You can settle the Fees Payable using the secure PayFast online Payment Gateway.  Selecting the Pay option 

will divert you to the various payment options provided by PayFast (www.payfast.co.za) including options to 

pay via EFT or Credit Card. 
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C. Upload Documents 

On submission the Status of the Application will be marked as Missing Documents 

Proceed with your application by attaching the required documentation to the application.   

 

To attach a document, select the Document Type from the list of Documents Required for Application 

section 

 

Select the option from the Toolbar on the right. This will open the Document Manager 

window.  

Start by selecting the Submissions folder (under BUILDING CONTROL) then select the New button to add a 

Document. 
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Select the Browse option and locate the files you want to upload from your device (you can also drag and 

drop the files in the space provided) 

 

Once selected, you can edit the file name and complete the optional fields listed. Select the Update button to 

start uploading the selected Document. 
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After the document upload is complete the Document will be displayed as a Linked Document. 

 

Next, you need to confirm that that the Document has been provided. To do this select the Edit option.  

 

Select the Yes option from the Provided field and specify a Document Reference Nr (Completion of the 

Document Date is option).  

 

Select the Update button to update the record. 
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Click on the Building Application number or select the Return button to return to the Building Application 

Information.  

 

The status of the Required Document will now be updated and indicated in black text. All outstanding 

Documents will be indicated in red.  

 

Proceed to upload all the Documents Required by following the above process. 

Should you deem a Document not to be required for submission as part of your application you can mark it 

as not provided. 
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To do this select the Edit button next to the Document Type.   

 

Specify the "No" option under the Provided field and provide a motivation.  

 

The Document Required status for the Document will now be updated accordingly. 
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Once all the Required Documents have been uploaded the Status of your application will change from 

Missing Documents to Open. 

 

 

The municipality will now be notified of your submission 
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4. Tracking the Status of a Building Plan Submission 

As the application is processed so the Status of a submission / application will change. 

 

The following Status indicators will apply: 

• Missing Documents - There are outstanding Documents to be attached to the Application 

• Open - This is the status of a new application  

• Assessment Phase - The application is being assessed 

• Recommendation Made - A recommendation has been made by the BCO  

• Resubmitted - If a submission was Deferred and a re-submission was made 

• Plan Approved - The submission was approved by the AO 

• Plan Refused - The submission was refused by the AO 

• Inspections Completed - Required inspections have been completed 

• Occ Cert Issued - An Occupation Certificate was issued 

• Closed - The application is closed 

 

The applicant can view the Status of the submission as it is being process by the municipality. 
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To print the reports relating to the submission select the option from the Toolbar. Select the 

required report sections under the Detailed Report tab and click on the Print button to print a pdf report. 

 

A Building Application Report in pdf format will be generated and downloaded. (Please ensure that the pop-

up blocker in your Internet Browser application has been switched off) 
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To access the standard system reports for an application, select the Additional Reports tab. Click on a Report 

option to print the report in a pdf format. 

 

Note: Reports are only available for the completed phases of an Application. Reports for uncompleted 

phases will not be selectable. 
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