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Chapter 1. Accessing the Portal  

COJ Building Permitting Project is an internet-based system and is accessible via any web 

browser. A browser must therefore be installed in your computer before starting to use the 

system. To get to the system; 1. Open your preferred web browser (e.g. Google Chrome, 

Firefox and Safari), we will be using Mozilla Firefox throughout this tutorial; 2. On the address 

bar, enter the COJ Building Permitting System. Portal system address 

https://cpms.joburg.org.za and hit enter to continue. You will be presented with the 

homepage as shown. 

1 

 
1.1 Registration/Create Account  

Registered Physical Planners, Architects, Structural Engineers are the only entities allowed to register 

and submit development proposals on COJ Building Permitting Project. To register for an account, 

click on  “Sign Up” 
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Figure 1: Sign-up or Register   

 

Click “Sign Up”  

1. Fill in your full name in the “full name” field.  

2. Fill in your email address in the “username” field, note that your email address will be used as 

your username. 

3. Fill in your email address in the “enter email” field  

4. Confirm your email address in the “confirm” email field. 

5. Provide a unique password in the “new password” field. 

6. Confirm the password in the “confirm password” field. 

7. Fill in your mobile number in the “mobile phone” field. 

8. Please click on the “registered as” drop down field and select the relevant progression. 

9. Optional – please click on “choose file” to add your profile photo. 

10. Having reviewed our terms and conditions, as well as our privacy policy, please click on “save 

and continue”. 
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Figure 2: Additional details (For Architects) 

 

 
1. If you are an architect, further details are required: 

2. Fill in your SACAP ID in the “SACAP ID” field. 

3. Fill in your full name in the “name field”. 

4. Fill in your email address in the “email” field. 

5. Optional – provide your postal address in the “postal address” field. 

6. Select your category by clicking on the “category” drop-down field. 

7. An email confirmation request is sent to your email address. 

 

1. Click on the link in the email address to activate your account. 
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1.1.1 Logging In 

 After activating your account, click on the login link. The following form will appear. Provide valid 

details and click on the Sign In button 

Figure 3: Logging In 

 

1.1.2. Resetting your password  

If you have forgotten your password, follow the steps below:  

Figure 7: Forgot Password 

 

 

Click on “Forgot Password” the login page Enter your email then click ‘Reset my password’ button. 

Figure 7: Password Recovery 
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Input your username or email address in the box indicated in red above. 

Figure 8: Lost Password Recovery Email 

 

Check your email inbox for the password reset email sent by the system. 

Figure 9: Changing Passwords (Following the link)

 

In case you cannot view the password reset email, kindly check your spam for the same. Follow the 

instructions sent on the email to reset your password. Login with the new password after you have 

done the password reset. 

 

1.1.3. Editing Your Account Details  

To edit your account click on the logout arrow & from the dropdown click ‘account settings’ You will 

then be presented with your account details 

2 

● Edit Basic Details – this tab allows you to view basic details like your name, email address, and 

username. 

 

 Figure 10: Edit Basic Details  

Logout 
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Figure 11: Edit Additional Details  

 

You can edit your details by clicking on “Edit Additional Details”. This allows you to change: 

i. Your full name 

ii. ID Number 

iii. Email Address 

iv. Physical Address 

The “My Activity tab” – allows you to view activity logs of your account. It an action and the date the 

date that it was taken. 

 

 

 

Figure 12: My Activity Tab 
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1.1.4. Logging Out  

To get out of the system, click on the logout icon, on the drop down click on “Log Out” 

 

1.2 INTERFACE OVERVIEW 
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1.2.1 Main Navigation Menus  

To navigate around the system, you will make use of the menu bar at the top of the User interface 

Figure 13: Main Navigation Menus 

 

 

1. Dashboard – A collection of information on services and forms i.e. Construction Permits, 

Inspections and Occupation Certificates. The dashboard also shows statistics on applications, 

more government services and Notifications and Messages directed to you.  

2. Make Applications – Allows you to make submissions and track progress for all applications 

you have submitted.  

3. Support – Displays Support messages sent to your account from reviewers.  Feedback– This 

displays a form to fill out to give feedback on any issue. 

4. Get Estimate – allows you to get an estimate of fees for applications  

5. Shared Applications – allows you to view and manage all shared applications. 

 

Figure 4: Dashboard 
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The dashboard will be clear on your first log in. On subsequent log ins it will indicate your recent 

applications, detailing: 

1. Services – Applications that you have previously completed. 

2. Ref no – Application reference number. 

2.1. Clicking on the Application reference number allows you to view application details 

including the: 

2.1.1. Downlowdable documents from the system 

2.1.2. Payment details and invoices 

2.1.3. Reviews, which allows you to see the administrative users that have processed your 

application. 

3. Stage – Specifies the stage that the application is on with regards to the approval workflow. 

4. Payment – Indicates if an application has been billed, paid or a payment is pending 
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Figure 5: Recent Bills 

 

The Recent Bills tab allows youto note which bills are due, and the amount of the due bill. If a bill is 

pending, you can register your proof of payment by clicking on the pay now button. 

Clicking on the “Make Application” Tab you can view your options of applications that  you can 

make. It must be remembered that only Registered Architectural Proffessionals in good standing can 

make applications for the a Building Permit. 

1.2.3 Paginations 

 Pagination is the process of dividing records into discrete pages. This enables a user to move from 

one page to another while searching for records. There is a special navigation tailored to perform this 

function. The navigation is numbered. This is illustrated below:     

  

 

 

CHAPTER 2: MAKING AN APPLICATIONS 

2. About Applications  

Applications are the building plans you submit to acquire a permit. These applications are then 

reviewed and vetted by the relevant departments. 

2.1 Submitting Applications (Building Plan Application) 
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While on your dashboard, click on “Make Application” Then click apply now  

 

Figure 6. Make Application 

 

 

 

 

 

 

Applications catered for on the system are: 

1. Building Permit Application (Registered Architectural Professionals Only. 

2. Hoarding. 

3. Section 7(6) Application. 

4. Request for demolition permit. 

5. SDP Application. 
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Figure 16: COJ 

 
When you click on an application type, you will be presented with a form to fill in the required details. 

Fill in all the required details with correct information the submit when done. Attach all the required 

documents. 

1.1. Using the GIS Details 
The Reviewer can view the GIS details of an application. To access this view they must click GIS View 

as indicated below. 

 

They must then input the Stand Number and Township Name that has been specified on the 

application form, and then click search. 

 

Upon clicking search the system will return the property details, which then must be selected. Upon 

making the selection the property will be indicated on the GIS visualizer.  
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The user will be able to discern any information pertaining to the property in question. 

 

 

 

Figure 18: COJ- Building Permit Application Form  
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Figure 19: COJ- Building Permit Application Form 3 

 

 

Figure 20: Building Plan Form 4 

 

To Complete an application, fill in all the mandatory fields of the application, that are marked with a 

*. Should anything mandatory be omitted or the wrong field values be inputted, the system will not 

let you carry on to the next page until the error is resolved. Upon completion of the forms and 

uploading of the mandatory documents, you will review the application.  
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Figure 21: Review your entry 

 

 

Once you ensure everything is correct, click “Submit” button. You will get a message that your 

application has been successfully submitted. 

 

On submission, your application will get a temporary reference number beginning with "BDP" e.g. 

BDP-AAA0001. You will use this number to track the progress of your application in the system.  
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2.2 Viewing an Application To view all applications you have submitted. Go to the Dashboard and on 

the recent services, all applications are listed here 

Figure 22: Viewing an application 

 

Click on the ‘Application No’ or the ‘View’ icon of the application you want to view. 
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Chapter 3 Invoicing and Payment 

3. Receiving and Viewing of Invoice 

Figure 23: View Invoice 

 

Clink “Print Invoice” to view the invoice. 

Figure 24: Invoice 

 

On the invoice you will be able to view: 

1. The invoice number. 

2. Invoice date. 

3. Invoice Expiry date. 

4. List of fees. 

5. Total. 

6. Invoice Status. 

Figure 25: Invoice Bar code 
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Figure 26: Pay Invoice 

 

To pay the invoice click on the pay now button. This allows the you to record your payment made by 

cash or through EFT. 

To record the payment input the field shown in figure 27. 

Figure 27: Record payment 

 

1. Invoice type – Which application type are you payig for: 

i. SDP 

ii. Building Permit 

iii. Water Connection 

iv. Demolitions 

v. Hoarding 

vi. Inspection 

vii. S7(6) 

2. Payment Type can be either: 

i. Cash 

ii. EFT 

3. Reference Number: should be the INVOICE NUMBER, as indicated in figure 24. 
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4. Upload Proof of payment by clicking  “Select file” , an uploading a file from 

you computer. 

5. If it was a cash payment, specify your receipt number. 

6. Specify the date of capture by using the calander pick. 

7. Click Submit. 

A payment will only be marked as paid when CoJ has confirmed receipt of the payment in their 

Standard Bank Development Finance Account. 

Figure 28: Paid Invoice Confirmation and Application Progress 

 

You can track the progress of the payment under the “stage” 

Figure 29: Approval Notification 

 

You will receive a Approval Notification will be sent to you, upon approval from the approving 

department. 

Figure 30: Stage change to Approval Notification 

 

Figure 31. Permit Received 

 

You can view the permit by clicking in the document listed under the downloads tab.  


