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General Information:   

Welcome to the online permit submission. Building Services now prefers to accept all 
permits digitally.  

To help you with this process, we have developed the following instructions.  

1. Please make sure that your documents are signed as required.  Save and identify 
each document separately.  To make this process quick and easy, we suggest 
using the following naming convention: 

• Name of your document – project address.  Here are some examples: 
o Application – project address 
o Drawings – project address 
o Ownership/Authorization – project address 
o Site Plan – project address 
o HVAC or Mechanical – project address, etc. 

 
2. When you are ready to submit your permit, you can do so through our web portal. 

• Go to our Web Portal.  

 
 

https://portal.springwater.ca/CityViewPortal
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• Select “Apply for a Building Permit” under Building Services to open the Login 
screen. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Complete the Sign In information if you already have a portal account. If you do 
not, you will need to click on Register to create an account.  

• You will start to fill in the information as it pertains to your project.  

                     

https://portal.springwater.ca/CityViewPortal/Account/Logon
https://portal.springwater.ca/CityViewPortal/Account/Register
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3. A lot of the information you will be entering will be the same as what you have 
entered on the application form, but it is not an application form so please be sure to 
include the application form for your project in the attachments. All our application 
forms are available on our website.   
 

4. You can save your application as a draft while you are working on it and come back 
to complete it later. You would click “Save this Application for Later”. An email will 
be sent to you with a link to your application. When you are ready, click on the link 
and it will take you back into your application.  
 

5. Before clicking the “Submit” button, be sure to answer this last question. 

 
If you miss it and press submit, your application will be cancelled. 

 
6. Watch for the confirmation message that will include your building permit application 

number (it may take a moment or two).  For example, it could be: PRDK20260999. 
In this example, PR means Permit, DK means Deck, 2026 is the year of submission 
and 0999 is the number of your permit. 

 

Most building permit applications will be reviewed within 10 business days. You will be 

notified by a Building Services team member if there are any outstanding documents 

required to complete the review of the permit application, if there are any clarification or 

corrections needed to comply with regulations, and once your application is ready for 

issuance. An invoice will be sent by email to the applicant for permit fees following the 

completion of the review of the permit application. Once payment is received the 

Building Permit card and approved permit documents will be issued to the applicant.  

Construction is not permitted until your permit has been issued. 

Please contact Building Services if you have not received any response to your 

application following the 10th business day. 

https://www.springwater.ca/en/living-here/building-permits-and-applications.aspx#Application-Forms
https://www.springwater.ca/en/living-here/building-permits-and-applications.aspx#Application-Forms

