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This booklet is designed to guide you step by step through the
process of applying for a permit online. You will find each step
fully illustrated to show you how it will look onscreen.

Items that you are required to select or click on will be shown
in Bold.

GETTING STARTED:

In order to take advantage of this new service, you will need:
* apersonal computer with an Internet connection,
e an email address; and
 an Internet browser with 128-bit encryption support.
If you are unsure about the level of encryption that you are currently
using, run your web browser then click Help and About. If you need to
upgrade your browser or level of encryption, please go to the browser’s
website.
Examples include:  http://www.microsoft.com
or
http://www.netscape.com.

Once you have met the above requirements, you can start the application
process by going to the following City of Winnipeg website:

http://www.winnipeg.ca/ppd

and clicking on the Permits Online link.
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e From here, you will need to click the link: Permits Online.

There are currently 7 options on this menu page.
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The first 3 links contain general information that is accessible to the general
public.
The last 4 links are more secure. You will be required to sign-in with an

email address and password. This is necessary to avoid abuse of the system.

First time users will be required to register with the City in order to apply
for permits online. Click Registration for first time users.

If you have already completed the registration process, click on Apply
for a permit and proceed to page 7 of this booklet.

Permits Online
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REGISTRATION FOR FIRST TIME USERS:

Winnipeg Permits Online

First timo users must rogister bafor applying for its.,
Plaass sign-in using your registered email 10 and password,

ARE YOU A FIRST TIME USER?

% 5 ¥
mwu'?mhwdmw%mh rogister
REGISTERED USERS SIGN-IN HERE

Email Addrass : [ |
password:[ |
Logon|

r please

Registration for
Permits Online
isa

TWO STEP
process.
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‘erter your el address and then cick here.

i e

In this first step, you will be required to enter your:

* email address

» password - It is recommended that your password be at least 6 characters
long, and contain a combination of letters and numbers.

* a “forget” question and answer - If you ever forget your password, you will
be asked the “‘forget” question and will need to supply the correct answer.
For this reason, ensure that your “forget” question and answer are easy to
remember, but hard for someone else to guess.

e When you have entered the required information, click Proceed.

This first portion of
your registration will
be sent to City of
Winnipeg staff for
review. Once reviewed
you will be sent an
email containing a web
link pointing back to
the Permits Online
website where you
will proceed with the
second step of your
registration.

Winnipeg Permits Online

Add your registration information

Note: Depending on the day and time of your registration you
may receive this email within a few hours of submission or it
could take up to two days.
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Q After receiving the email and clicking on the web link, you will be asked to

enter in your email and password for confirmation.

Winnipeg Permits Online

Homa

Go To
City of Winnipeg

wabsite

Planning,

Dlvllu“:n:nl Please identify yourself

Email Address | |

Log Off Password: l— _Logen |

€@ sclect and highlight the Contractor type. Click Next to proceed.

Winnipeg Permits Online

Please select Registration Type

Licensed Electrical Contractor
Licensed Plumbng Contractor
Contractor

3 nccess the Permits ¥
Ownar services may be saded in the hitute

MA——G

Cumently

Registration Process
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6 Please enter in the applicable information. Click Update.

Winnipeg Permits Online

Edit your registration information

Please enter the following e

Email Address

First Nalne:i

Last Name: |

Organizauon:’..

Address Liml:].

Address Line 2:]

el el Bl ] B B

Phone

Fax Number: l

City of Winnipeg Contractor Licence No.: |

Provincial Contractor Licence No.: I

This second step of your registration will now be processed by City of Winnipeg
staff. Within one to two business days, you should receive an email notifying
you that your registration has been approved and your name and password
activated.

0 Registration Process



APPLYING FOR A PERMIT:

Q Once your registration has been approved, you will be able to click on
Apply for a Permit and log in with your email address and password.

IMPORTANT: Ifyou leave the Permits Online system part way through
the process, your application will be terminated and you will need to
begin again.

\'I|'|||||:|u ]

45 2 ragistared
Fubmit revised do

o that we are

Winnipeg Permits Online

First time users must register befor applying for parmits,
Please sign-in using your reg omail 1D and

ARE YOU A FIRST TIME USER?

1o rogister

[ et iy
REGISTERED USERS SIGN-IN HERE

Email Address : | |

anrd:] |
FORGOT YOUR PASSWORD?

Lk are usar but forgot please
T artor yous emal axhess and e chck here

_Forgot Password |
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From the first screen, please select and click on the permit group you
wish to apply for.

Winnipeg Perﬂ]its Online

Residential Permits
Housing

Trade Permits

Electrical Signs On

Plumbing Commercial
Plumbing Residential

Next, select and highlight the type of permit and type of work. Click
Proceed.

Winnipeg Permits Online

Home

Permits Online

To

City of Winnipeg

website Permit Type:  XOOOOUGO

Property & Please Select one type:

Development JOOOK AN,

wabsite XXOOOOOOUOK
Log Off| Please Select one type of work: lxxmxxxxx i

_Proceed |

§  Applying for a Permit



@ Enter in the address for your permit and click Proceed.

Note: If civic address is not available please type Not Known as the
street name.

Winnipeg

Permits Online

Select Permit Details

Permit Type: Housing - SFD - Construct New

Please choose Job Site adgre:
House Number: | |
Street Name [

e

Mote: When typing the sireet name, please make sure the first letter is capilalized and the
rest are in lower casa. For example, type Portage. NOT portage or PORTAGE. Also, do NOT
type the sireet type (e.g. Avenue)

_Proceed |

If applying for multiple permits, you may add another address to the list

When you are done entering addresses, click No more addresses,
Proceed.

Winnipeg

Permits Online

Home Select Permit Details
Go To

moiuﬂﬂunlm Permit Type: Housing - SFD - Canstruct New

Planning,

mm Is there another Job Site address?
wabsite

House Number: l J

Log Off|

Streot Name |

| Add this Address to the list |

No more addresses, Proceed @
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You will now need to provide some details regarding the permit you are
applying for. Type in as much information as you can, ensuring that you
supply the mandatory data indicated by the red stars. If you have set up a
trust account, an option will appear on this screen - select yes if you wish
to pay this permit from your account.

Permit type: Housing (SFD; Construct New)

Rapid Service
Number: 522341

Job Site: 360 Cumberland AVE
Applicatin Date: Mar 10, 2009

Description of
work:

Location: |

Type of Application: * | j

FOUNDATION ONLY
Required ?;: *

Proposed Start Date: * |

Cves CNo

é‘-

Number of Stories: * [1
Imperial / Metric Values:
perial / | ol

Finished Space Maln |
Floor:

Finished Space Second [
Floor:

Finished Space Lower [
Floor:

Total Area Finished Space [
(Sq.M /Ft): *

Unfinished Space Main |
Floor:

Unfinished Space Second [
Floor:

Unfinished Space Lower I
Floor:

Unfinished Space Garage: |

Total Area Unfinished [
Space (Sq. M / Ft): *

Declared Construction [
Value (no commas): *

Variance required: * T yes & No
Pay by Trust Account: * Cygs @ g *m

Update

Click Update when you are done. If your permit applies to multiple addresses,
you will also have option to copy this information to the next address or to all
the addresses.

10 Applying for a Permit



@ The last screen will show the addresses and permit fees for your application(s).

» To review or edit information regarding your permit, click on the
relevant address button.

e To attach PDF documents, click on the SubmitDocs button. (see step
16 for instructions)

e To view information on documents to be submitted, click on the
doucment information link.

*  Once information is deemed correct click Finish.

IMPORTANT: It is critical that you click Finish. Failure to do so will
result in an incomplete application.

T

i e Permits Online

Permits Online
Permit List

Address talance Subimil Does
114 Crofton BAY | FdN1.30 1

Fans dus this Paint: san130

vt or et the olormation regarding your sppkation s, chek the releant
vu
agw "
3dsbl

Your Application is not consbdered complete until you have submitted all required
on roquired with this

tnformation on the documentation recuired wih this aookcation

T subimit your application, click the FINISH bulton, Failure 1o do 5o may resull an in
Imcomplete application,
Lrmusn |

To submit PDF's of your documents,

*  highlight and select the type of document (site plan, building plan or
correspondence), then

» click on the browse button and select the document's pdf files.

*  Click on the Submit Docs button

NOTE: If Password Security Settings are used on the PDF, please ensure
that under Permissions (restrict editing) that the changes allowed option
is set to allow commenting and high resolution printing. This is
required to send you notes if any revisions are required.

-y,

or's Oiffice. | Compencil | Cantant | Mape | Frungain

Winnipeg Permits Online

Please choose Document
Site Plan -|

s My B |
' sack|

* NOTE: If Password Security settings are used on the PDF. Please ensure that
under permissions (restrict editing) that the changes allowed option is set to allow
commenting and high resolution printing. This is required to send you notes if any

revisions are required.

Applying for a Permit 11



@ File Successfully submitted
e To submit more PDF documents, click on OK.
*  When you have no other documents to submit click on Cancel.

/7 192.168.59. 3
it View Favores Tools Help L)
e Obp 1oz asgsesaman. || HwO- mv Pagew STook~ "

Windows Internet Explorer

1) Al successiidly subenittad! Click OF to submit mons files.or
“ CRCEL when done?

[oe | o |

You have now completed your Internet application. It will now be
processed by City staff and you will be contacted by telephone or email
with any questions, or when your application is complete, Upon review of
your application, any applicable additional fees will be applied.

To determine what documents must be submitted with your application
please click on the link. All documents can be mailed, couriered or hand
delivered to:
City of Winnipeg, Zoning & Permits Branch, Unit 31 - 30 Fort Street,
Winnipeg, R3C 0K7 Attention: Internet Applications.

You now have the option of:
» Viewing the status of your permits, or
* Applying for another permit.

s | Couscil | Gontsst | Maps | Frangsin

~ M.

Permits Online

Thank you for applying for a permit. Your agplication will now be reviewed
and processed by City stafl. You will be contacted by City staff, via

. telephone or email, with amy questions, or when your application is
complete.

o= 1f you are unable to attach POF's of your documents, they can be mailed,

courbered or hand dellvered to City of Winnipeg Zoning & Permits Branch,
Unit 31-30 Fort Street, Winnipeg, Manitoba, RIC OK7, Attention:Tnternet
Applicatiions. .

* Ioview the status of YOUr DROTNLS
To apply for another parmit
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SUBMITTING REVISED DOCUMENTS:

To submit revised documents, click on View the Status of my Permits/
Submit Revised Documents/Online Payments.

To submit PDF's of your documents, click on Submit Docs button

*  choose the type of document (site plan, building plan or
correspondence), (screen shot 16)

e click on the browse button and select the document's pdf files.

Click on the Submit Docs button

File Successfully submitted (screen shot 17)
e To submit more PDF documents, click on OK.
e When you have no other documents to submit click on Cancel.

W 'i|||||£:-. o

i Home My Permits Status

ick o the column headir to sort the respective coh
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ONLINE PAYMENT:

To make online payments, click on View the Status of my Permits/
Submit Revised Documents/Online Payments.

@ Select the permits to be paid by checking off box on left hand side

@ Click on the Pay Selected Permits button at bottom.

14 Payment
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» | Carvers | Mayor's Ofice | Couscil

Contact | Mapn | Francain

Winnipeg - Perrrlits Ol'lline

Fee Amount:

Online Service Fee:

GST (on the Online Service Fee):
Grand Total:

Card Type:

Card Explration (MM/YY):

Mame (as it appears on the card):

Payment

Card Number: [

$433.17
$0.00
$0.00
$433.17

Visa ha

[o3s =

Pay Mow | Pay Later Cancel I

@ *  Select the card type,

e Enter the card number,
*  Enter the expiry date; and

»  Type in the name shown on the card
¢ Click on the Pay Now button

Payment 15
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more information please contact:

Zoning and Permits Branch
PH: 204-986-5140
FAX: 204-986-6347

or

311

Non-Emergency
City Services

Winnipeg
at your service.
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