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Overview 

OVVIO includes the ability for external users to access applications (or components there-of) and to 

remotely load submissions, including Building Plan and Land Use Applications. 

This document will show you how to access the OVVIO portal, view your existing application(s) and 

guide you through the steps of submitting your own land use applications. 

Note: Building Plan Submissions are addressed in a separate manual. 
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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. Viewing your Land Use Applications 

From the dashboard select the "Land Use Applications" button to view a list of your Land Use 
Applications (you will only be able to see your own Land Use 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. 
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A list of your Land Use Application submissions will be displayed. 

 

Click on a Land Use Application to view the specific application details 

 

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. Submitting a Pre-Consultation Application 

NB: Make sure that your municipality is utilising this function before submitting a pre 

consultation.  

This section will be updated when the Municipality adopt the on-line pre-consultation 
process. 

4. Submitting a Land Use Application 

 To submit a new Land Use Application, select the "New" button. 

 

Select the Application option. If you select to submit an Application you can link your Application to a 
previously completed Pre-Consultation Application. 

 

Complete the required information and click on the Add button. 

Note: If a Pre-Application Consultation (See the relevant section dealing with Pre-Consultations) was 
linked the previously completed Application information will be automatically populated. 

The following mandatory information must be provided for both a Pre-Application Consultation and an 
Application 

• First Name 
• Surname 
• Description 
• Phone Nr or Cell No 
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Complete the required information and select the Add button 

 

The Land Use Application Information screen will be displayed with the completed information. Select 

the Edit button to change / update the information.  

Proceed with your submission by linking it to a Land Parcel and specifying the Type of Application 

being submitted. 

 

Click on the Land Parcel link button to open the Land Parcel search screen 
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Specify your search criteria 
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Select the applicable Land Parcels and click on Add to link them to your Application 

 

 

 

 

Select the Return button to return to your Application 
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Proceed with your Application by selecting the Application Type link 

 

 

Select the Application Type from the list and select the Update button. The Fees for the Application 

Type will be displayed when the Application Type is selected. 
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A summary of your Application is displayed with an updated Status of: "Missing Documents"  

 

 

 

 

 

Continue with your application submission by scrolling down and uploading the Documents Required 

for the Application: 
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5. Upload Documents (Documents Required for an Application) 

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 Name 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 LAND USE APPLICATION) then select the New 
button to add a Document. 

 

 

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) 
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Once selected, you must 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. This will remove the red 'error' 
text in the above image. 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 Land Use Application reference 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 remaining 
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. 

To do this select the Edit button next to the Document Type.   

 

Specify the "No" option under the Provided field and provide a motivation.  
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The Document Required status for the Document will now be updated accordingly. 

 

Once all the Required Documents have been uploaded and confirmed the Status of your application 
will change from Missing Documents to Open. 
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The municipal officials will now be notified of your submission by the OVVIO system. 

Nothing stops you from sending them an email though. 


