
KNYSNA 
BUILDING CONTROL PORTAL



BC PORTAL

Open the site as indicated below:

https://westerncape.collaboratoronline.com

Contact Details for Support: 
Shanelle Pretorius

082 392 4196
shanellep@be.co.za
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https://westerncape.collaboratoronline.com/
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Click – to create new 
Account if not already 

registered on the portal

If an existing user: User 
Name = Email Address



For a New User: You will receive a mail to welcome you. 

Note



5

6

7

Click on the tabs
- Step 1, 2, 3
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The selection here will 
give you the 

functionality to use 
these portal processes 

at any Municipality 
which make use of 

these Services.

Only click submit if you’ve 
completed step 1,2 and 3.

Click
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Click

Click
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Click



Click on the tabs & complete 
all the fields
- Location
- Owner
- Application
- Checklist
- Architectural Practitioner
- Invoicing15
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Note

Only click submit if 
you’ve completed 

all the tabs

Datasource: Click to select 
from a list (do not type)















17

18

Click on the Registration number field, it will be 
highlighted in blue which means you’ve selected 

the relevant Practice.

Click on the Object Ref field, it will be highlighted 
in blue which means you’ve selected the relevant 

Building Plan Application
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All outstanding documents which must be 
uploaded for your application will appear below
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- For 1 document upload 
click Browse. (PDF format)
- If you want to upload 
multiple, click on the open 
folder icon (PDF format)

When document is uploaded it will appear on 
the righthand of your screen and disappear 

on as a outstanding supporting document.22
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Click on the Registration number field of the 
application you are busy with, it will be 

highlighted in blue which means you’ve selected 
the relevant Building Plan Application

Click

Click
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After the pre-check is done by the Municipality, an invoice will be issued and display on the portal for the applicant to view the 
invoice, for payment.

Once the Invoice is generated an outstanding supporting document 
checklist Item is created “Proof of Payment”, which must be 
uploaded once the invoice payment has been made.
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Click

Click to view the 
document



Stage of your application will display on the portal when you log in. 
Initial; Checked; Submitted; Distributed; Final OutcomeNote

After the building plan’s been approved, then the approved plan will be sent to the portal which can be 
viewed by the user. Note that all notification emails sent from the municipality will still be sent to the 
owner/architect etc.

Click to view the 
document
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