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Registration Requirements:

1. For Individuals (property owners) or Sole Proprietors, the process and requirements are the
same.
To register for e-Services, you will need:
e A copy of your South African Identity Document (ID)

Once you have registered, you will be sent a username and password that enables you to login and
choose the individual service you'd like.
Problems with registration can be addressed to Help.uces@capetown.gov.za

2. For Organisations

If you represent a company, you need to register the company and the members. You yourself will
have to register also as a separate Business Partner, if you are not one already. Please see following
requirements taken from our website.

To register for e-Services, you will need:
e The CEO/Director’s South African ID or a passport number and date of birth (for foreign
nafionals who do not have permanent residence in South Africa)
e A current email address that originates from your organisation
e Aletter of authorisation (giving you permission to create an organisation profile on e-Services).
e To provide your South African ID or a passport number and date of birth (for foreign nationals
who do not have permanent residence in South Africa)

Please also provide the following forms as per your organisational type:

Form code as per Companies
Company type Forms required for registration and Intellectual Properties
Commission
F i tat tor A
Close corporation ound!ng statement or Amended CK1 or CK2
Founding Statement
Private Company Registration Certificate CoR 14.3
Section 21 (Non Profit) Registration Certificate CoR 14.3
Public Company Registration Certificate CoR 14.3
Incorporation (Professionals) Registration Certificate CoR 143
Co-operative Registration Certificate CoR 14.3
State-owned Companies Registration Certificate CoR 14.3
External companies Registration Certificate CoR 14.3
Acceptance of Trust as Trustee for all
Trust . n/a
members (as per website )
Identification document with signatories
Sectional Titles/Body Corporates of persons acting on behalf of Body n/a
Corporate
Partnerships Partnership detail form, as per link below * [n/a



mailto:Help.uces@capetown.gov.za
http://www.justice.gov.za/master/m_forms/Acceptance_trustee.pdf

*For Partnerships, please find the attached form at:
http://www.capetown.gov.za/en/rev/Documents/PARTNERSHIP REGISTRATION.pdf

eServices Registration Process

1.

Access the City of Cape Town's website: http://www.capetown.gov.za/en/Pages/defau

2. Click on the eServices Icon below
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http://www.capetown.gov.za/en/rev/Documents/PARTNERSHIP_REGISTRATION.pdf
http://www.capetown.gov.za/en/Pages/default.aspx

3. Click on the Registration and select Register on the Plans and Land Use Applications box

Welcome to the City of Cape Town's e-Services website.
Accounts Use this site to access the City of Cape Town's services onling, 24 hours a day, 7 days a

Careers week, Please note that registration is required for most of these; others are gateways to
Gity PetFinder approved third party sites. More services will be added as they are developed.

Hectronic invoices

Service Requests

Reportinfrastructural defects .
Meter readings ; 4 Reqier
- } Street lights » Login
Conveyancing » Meter queries » Pay
Municipal accounts v Road repairs » \iew -

Municipal accounts

Flm permit bookings

» Hooding » Meter readings

» Conveyancers

Hans and Land Use
Registration

Service Requests

Traffic fines Latestjobs » Register

\khide licence renewal » \Vlew vacndes b Login .
» Register » Application fo;ﬁs,///-,/,
¢+ Apply online » FAQs }ﬂz
» Contact detsils 4{/‘9/,
= s

"

¥ Register
» Al pets
» Animal Bylaw 2010




Individual/ Sole Proprietor Registration process
e Complete the information required below

e@'| © https://eservices.capetown.gov.za/inj/serviet O ~ @ O |E&aj‘ ‘-'4 ) User Registration

File Edit View Faverites Teools Help

CITY OF CAPE TOWN
ISIXEKO SASEKAFPA
STAD KAAPSTAD

Making progress possible. Together.

Registration

& Personal information

*Title: | Ms v

=

* Name: " Enter firstname as displayed on your ID/Passport *
* Sumame: " Enter surname as displayed on your ID/Passport *
* Initisls:
Resident type:
# | South African permanent resident Foreign national

* oy Fassport number:

[ User information

* Usemname:
* E-mail:

Your e-mail address must be unigue to you and should not belong to other people as well.
Please ensure you type it in correctly so that we are able to communicate with you successfully.

* Repeat e-mail:

=0 Contact details

Telephone number:
Fax mumber:

Cellphone:



e You willreceive an e-mail or SMS that your registration was successful. It takes between 1 and 3

days to be registered.
e Once you are registered, you will receive an e-mail confirming your registration.

From: noreply@capetown.gov.za [mailto:noreply@capetown.gov.za]
Sent: 25 January 2016 10:40 AM

To: Johanna Doe

Subject: Successful registration for Prepaid electricity

CITY OF CAPE TOWN
ISIXEKO SASEKAPA
STAD KAAPSTAD

Making progress possible. Together.

Civic Centre Iziko Loluntu Burgersentrum
12 Hertzog Boulevard 12 Hertzog Boulevard Hertzog-boulevard 12
Cape Town 8001 iKapa 8001 Kaapstad 8001
P O Box 298, Cape Town P O Box 298, Cape Town P O Box 298, Cape Town
8000 8000 8000

Email: help.uces@capetown.gov.za
Website: eservices.capetown.gov.za

Dear Johanna Doe,

Your application for the service Building Plan and Land Use Applications has been approved.
You are now registered on the City's e-Services portal with the following details:

Business partner number: 8660999000

Please note that it takes approximately an hour for the service-specific tabs to appear on
your e-Services account after confirmation of registration. You may proceed to log on to the
e-Services website via eservices.capetown.gov.za to carry out your tfransactions once this
fime has lapsed.

e-Services
City of Cape Town



mailto:help.uces@capetown.gov.za
https://eservices.capetown.gov.za/
https://eservices.capetown.gov.za/

Activating the Building Plans and Land Use service on eServices

e Login to the eServices portal

Accounts
Careers
City PetFinder

Hectronic invoices

Aim parmit bookings
Meter readings
Conveyancing
Municipal accounts
Hans and Land Use
Registration

Senvice Requests
Traffic fines

\khide licence renewal

Welcome to the City of Cape Town's e-Services website.

Use this site to access the City of Cape Town's services online, 24 hours a day, 7 days a
week. Please note that registration is required for most of these; others are gateways to
approved third party sites. More services will be added as they are developed.

Reportinfrastructural defects

Municipal accounts

» Register
» Street lights » Login
» Meter queries » Pay e
» Road repairs » Vew - 1
» Hooding » Meter readings
» Conveyancers it

Latest jobs

» \lew va@ndes ¥ Login = =%

» Register » Application forms -

» Apply online i /:/’/.’

» FAQE s A
’ &nnaw‘&%’% .
z <

o B -

." »
,“

Plans and [a-nd Use Ap;;licah'—as

» Register
» Al pets
» Animal Bylaw 2010
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File

Edit View Favorites Tools Help

CITY OF CAPE TOWN
ISIXEKO SASEKAPA
STAD KAAPSTAD

Making progress possible. Together.

e-Services

Username * jdo=

Passviord®  ees.

LogOn

Not registerad yet? Register here

Forgotten your password? Reset your password here

Forgotten your username? Retrieve your username here

Missing passwiord e-mail? Check/change your e-msil sddress here
Frequently asked questions? Find e-Services FAQ here

] I [ESREEN =

°@| ©Q https://eservices.capetown.gov.za/irj/portal?NavigationTarget=na. O ~ @& & H @ Welcome to the City of Cape T...| © City of Cape Town x | ‘ {ni

3 £

File

Edit View Favorites Tools Help

Making progress possible. Together.

I Home  Municipal sccounts  Prepaid Elecrcty  Motar vehice licensing.

My user menu

= Welcome

= My profile

Welcome to e-Services

= My user roles
= Service activafion
+ Contact us. Dear User

= Frequently asked questions

The e-Services website has been designed to enable you to interact with the City of Cape Town online.

The My profile page shows the informafion you provided during registration. ou can change these details should you need fo. Please note that
doing so does not change any information you may have provided in other services (for example in 'Careers’). It only changes the data relevant
t0 your user registration.

The My user roles page (specific to organisation registrations) shows a list of the roles assigned to you by other people in your crganisation. You
need to activate these roles to begin transacting. The user administrator will be responsible for the deactivation of these roles when required.

The Service activation page (specific to individuals) lists the different services available on this website.

Iore information about the City and its services, as well as interesting news articles, contact details and other useful information can be found on
the City's general information website www capetown gov.za

NOTE:

It takes approximately an hour for the service-specific tabs to appear on your e-Services account after confirmation of registration.

Access the Service Activation tab

>

<|
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CITY OF CAPE TOWN
ISIXEKO SASEKAPA

STAD KAAPSTAD ——
Making progress possible. Together.
Home  Municipal accounts  Prepaid Electricty  Motor vehicl licensing |
My user menu
[41¥] L]
= Welcome
. il . . .
My profie Service activation
= My user roles
= Service activation
= Contact us
= Frequently asked questions Senvice name Senvice description St.. Status description
Signage Online application for signage <*  Inactive
(temporary signs and general
signs)
Vehicle lic. Motorvehicle licence renewal @  Active
_— e e
Building pl... Submit building plan and and < Inactive
use applictions online {Incl. SOLE
FROFRIETOR)
Prepaid el Purchase prepaid electricity for @  Active
" one or more meters online
conveyan___ Rates clearance senvice for SOLE <+ Inactive
PROPRIETORS OMNLY
$upp|ier g Supplier self-senvice for SOLE < Inactive
FPROFPRIETORS OMLY

Municipa| __Viewrates and service account @  Active
details, balances and payments

You will receive a nofification to indicate that the service has been activated? You may then proceed
to submit Building Plans or Land Use Applications via the portal.

10



Organisation Registration Process

Identify the Service required
e Select the Service/Services you require
o Complete the Organisation Details
e Capture an Authorising Official
e Capture an Administrator
e Complete the Data Privacy Statement

CITY OF CAPE TOWN
ISIXEKO SASEKAPA
STAD KAAPSTAD

Organisation registration

Making progress possible. Together.

»—l 4

Services Organisation Authorising official/contact person registration Administrator registration Data Privacy Statement

e Click on Building and Land Use Applications

e Enter Business Partner number, if available. If not, Revenue will provide this number during the
registration process

e Click on Continue

5
e(r— 7 https://eservicesl.capetown.gov.za/sap/bc/webdynpro/sap/zcur O ~ @ € ” Z7 Organisation Registration

File Edit View Favorites Tools Help

CITY OF CAPE TOWN
ISIXEKO SASEKAPA
STAD KAAPSTAD

Organisation regisiration

Making progress possible. Together.

» . -

Services O isation isil person registration Adminisfrator registration Data Privacy Statement

Service Tick to Activate Service
Building plans and land use applications v

e-Signage

Conveyancing
Municipal accounts

Supplier self-service

Business partner number:

Continue

Please provide required documentation and register your office administrator and nominees for your
organization.



Please note:

1. Administrators and Nominees must be business partners/customers with the City of Cape Town.
If they are not current business partners with the City, a Business Partner number will be created

for them

2. An administrator’s role/task is fo manage (hominate) the organization’s members (nominees)

that need to submit applications.

3. If an administrator wants to submit applications on behalf of the organization, they need also to
be nominated (nominee) to be able to do this. An administrator can nominate herself/himself

for this purpose.

Identifying the Organisation

e Enter the organisation’s details in the relevant fields (fields with red asterisks must be filled in)
e In addition to this the user will need to upload a copy of one of the founding documents listed in

the table on the next page which are dependent on the organisation type
e Click ‘Browse’ to attach a scanned copy of the relevant document (as prescribed on the previous

page)
e Click ‘Upload’
. Click ‘Continue’

CITY OF CAPE TOWN
ISIXEKO SASEKAPA
STAD KAAPSTAD

» B

Services Organisation Authorising official/contact person

Making progress possible. Together.

registration Administrator registration

Data Privacy Statement

-

#: denotes a compulsory field

@ Online Help
{4 Organisation
* Organisation name:
* Type of organisation:
* Entity Type:
* Registration number:
Business partner number:
Address

* Street/number:
* postal code/city:
* Country:

PO Box:

Please attach Founding Statement or Amended Founding Statement (CK1 or CK2)*
Browse... ]

C:\Users\iryneveldt\Desktop\Portal Demonstration 22 April 2016\CK Registration Document. pdf

Back

Online help for this process may be found by clicking here

Malema Architects

Closed Corporation (CC) -
Legal Entity v [

2009/56952/23 E|

H|

ZUMA ROAD 26
8000 | CAPE TOWN

South Africa ~

Continue

12



Identifying the authorising official

o Enferinformation in the relevant fields (fields with red asterisks must be completed)

CITY OF CAPE TOWN
ISIXEKO SASEKAPA
STAD KAAPSTAD

Organisation registration

Making progress possible. Together.

s B

Services Organisation Authorising official/contact person registration Administrator registration Data Privacy Statement

@ Online Help

Online help for thizs process may be found by clicking here
& Authorising official/contact person registration
# Title: w
#* First name:
# Sumname:
* Initials:
# | dentity type: v
# |dentification number:
* Country of issue: | South Africa w

* Pogition in crganisation:

Business pariner number: 7l
*Tel:

* E-mail:

* Please attach a scanned copy of the letter of authorsation: Download Template

Browse... | Upload

* Please attach a scanned copy of identity document:
Browse. .. Upload

Back Continue

13



@ Online Help

Cnline help for this process may be found by clicking here

& Authorising officialicontact person registration

* Title:

# First name:

* Sumame:

* Initials:

# |dentity type:

# |dentification number:
ountry of issue
* Position in organisation:
Busziness pariner number:
#Tel:

* E-mail:

* Please attach a scanned copy of the letter of authorisation:
Browse... | Upload

* Please attach a scanned copy of identity document:
Browse... | Upload

Back

Mrs  w
Jane
Bond

J

SA Mational Identity Number

5104150030080
Direclor

el
0215559999

Jane@Bond.co.za

Download Template

CUsersiryneveldt\Deskiop\Portal Demonstration 22 April 20168'\Power of Aftorney pdf

Co\Userstiryneveldt\Deskiop\Portal Demonstration 22 April 20168\Copy of 1D.pdf

Continue

14



Organisation registration

Services Chrganisation Authorising officiallcontact person registration Administrator registration

& Online Help

Qnline help for this process may be found by clicking here

A Authorising official/contact person registration

* Title

* First name

* Surname

* Initials

* |dentity type

* |dentification number.

* Country of issue

* Position in organisation
Business partner number.
* Tal

* E-mail

* Please attach a scanned copy of the letter of authorisation

Browse... | Upload

* Please attach a scanned copy of identity document

Browsz.. | Upload

Saowth Africs w

Dowmload Template

Continwe

Diata Privacy Statement

= 0 N o

Click ‘Upload’

Click ‘Upload’
0. Click ‘Continue’

Click ‘Browse' to attach a scanned copy of a letter of authorisation

Click ‘Browse’ to attach a scanned copy of an identity document

15



Assigning an Administrator

& Administrator registration
Same as authorising officiall contact person

Browse... | Upload

Back

* Title:

* First name:

# Surname:

* Initials:

|dentity type:

* |dentification number
* Country of issue:

* Tel:

# E-mail:

# Please attach a scanned copy of the letter of authorisation:

Enter information in the relevant fields (fields with *asterisks must be filled in)

CITY OF CAPE TOWN

ISIXEKO SASEKAFA

STAD KAAPSTAD

Making progress possible. Together.
Organisation registration
» B
Services Organisation Authorising officialicontact person registration Administrator registration Data Privacy Statement

i@ Online Help

Online help for this process may be found by clicking here

South Adrica w

Download Template

Continue

16



*If same as Authorising Official, tick box

igd Online Help

& Administrator registration

Online help for this process may be found by clicking here

Download Template

Browse. ..

Back

* Please attach a scanned copy of the letter of authorisation:

Upload
Back Continue
@ Online Help
Cinline help for this process may be found by clicking here
& Administrator registration
Same as authorising officiall contact person
#Title: | Mr
# First name: | Michael
* Surname: | Knight
* |nitials: | M
|dentity type: | SA Mational Identity Number v
* |deniification number. | 8403030142085 e
*Tel | D215553888
* E-mail. | Michael@Knight.co.za

Download Template

C\UserstryneveldtiDesktop\Porial Demonstration 22 April 2018\Power of Attormey.pdf

Continue

17



e Click '‘Browse’ to attach a scanned copy of a power of attorney document
e Click 'Upload’

e Click ‘Browse’ to aftach a scanned copy of an identity document

e Click ‘Upload’

e Click ‘Continue’

Completing registration/ Data Privacy Statement

e Click ‘Data privacy statement’ to read the statement
e Tick the box to agree to the statement
e Click '‘Register’

CITY OF CAPE TOWN
ISIXEKO SASEKAPA
STAD KAAPSTAD

Organisation registration

Making progress possible. Together.

» B -4

Services QOrganisation Authorising official/contact person registration Administrator registration Data Privacy Statement

CITY OF CAPE TOWN
ISIXEKO SASEKAPA
STAD KAAPSTAD

Organisation regisiration

Making progress possible. Together.

» B 4

Services Organisation Authorising official/contact person registration Administrator registration Data Privacy Statement

i Data Privacy Statement

We endeavour to ensure that the data you submit to us remains confidential and is used only for the purposes stated in the Data Privacy Statement. Please confirm that you accept it below
Data Privacy Statement

The Data Privacy Statement is displayed in a new window. If the display of additional windows is currently suppressed by a pop-up, you must first de-activate this sefting.

v Yes, | have read the Data Privacy Statement and accept it.

Back Register

The following screen will appear if the registration has been successful.

18



CITY OF CAPE TOWN
ISIXEKO SASEKAPA
STAD KAAPSTAD

Making progress possible. Together.

Successful submission

You have successfully submitted your application for e-Services.
Reference # 2009/159045/23/00001. Kindly take note of this reference number and quote when making an enguiry.

An e-mail confirming your registration will be sent to you in due course once the documents you submitted have been verified. Simultaneously
another email notification will be sent to the individual assigned to the administrator role in order to inform the user of that assignment Steps to
proceed will be provided in the email.

Thank you for taking an interest in the City of Cape Town's e-Services.

The information will then be sent to be processed by agents at the City of Cape Town. The
aftachments will also be verified. If the documents are found to have any discrepancies then an
e-mail will be sent to the contact with reason for rejection.

If the documents have met the requirements two e-mails will be sent, one to the authorising
official (Example i) and another to the administrator (Example ii).

Dear <CONTACT>

<ORGANISATION> has been successfully registerad for the City of Cape Town's E-Services. <CONTACT> has been added to <ORGANISATION> as the primary
contact persen for online access. The online account was registered on <DATE>,

if you have any queres, pleassa contact us via<e-MAIL> or <NUMBER>,

City of Cape Town
E-Sarvices

This e-mail will have a link included in it which links to the registration screen.

19



Dear <ADMINSTRATOR>

You have been assigned as an admini for <ORGANISATION>'s E-Services account at the City of Cape Town.

E-Services enables you and/or your appointed designate to:

Transact online wAth the City 24/7 = no more queues st valk in centres and lengthy phone calk
View the status of the organisation’s rates and services accounts

Dbtain coples of related invoices

View 1e organisation’s weter sewerage and =lectricity consumplion history in chart form
initinte paymenty

View the orgenisation’s un paid invoices

View & history of the crgenisation’s paid invoices as well as any invoices in the payment process
View n history of the crgarisation’s payments snd the allocation of their payments to the various imvoices
View the credits due to the organisason

See the arganisaton’s future meter resding dstes

Enter meter readings wthin the meter reading due cate window

To complete your registration, please click on the following link <LINK>. You will then receive a confirmation e-mail with a URL that will enable you to login. Once you have
done so, you can designate the responsibility for the above to another person in your erganisation. To do so, please activate your rofe as administrator in MY USER ROLES page
on E-Services. You will receive ancther confirmation e-mall once you have done so.

If you have any queries, please contact us via <E-MAIL> or <NUMBER>,

E-Services
City of Cape Tovmn

B. Administrators

Accepting the administrator nomination

e You will receive an e-mail from E-Services to inform you that you have been assigned as an
administrator
e Click on the link provided in the e-mail

Dear <ADMINSTRATOR>

You have been assigned as an administrator for <ORGANISATION>'s E-Services account at the City of Cape Town.

E-Services enables you and/or your appointed designate to:

o Traneact onine with the Oty 24/7 — no mare quaues at walk in centres and lengthy phone calls
o View the status of the orgamsabon's rates and services accounts

*  Obtain copies of relatod involces

. View the org 'S water, age and oty
o Initiate payments

*  View the organisation”s unpald invokes
.

.

.

.

.

hustory in chart form

View a history of the organisabon’s pasd invosces as well as any nvoices in the payment process
View 2 history of the organisalion’s payments and the allocation of their payments to the various i
View the credits due to the organksation

See the organisation’s future mater reading dates

Enter moter readings within the meter reading due dete window

To complete your registration, please click on the following link <LINK>, You will then receive a confirmation e-mall with a URL that will enable you to login. Once you have done
50, you can designate the responsibility for the above to another person in your organisation. To do <o, please activate your role a5 administrator in MY USER ROLES page on E-
Services. You vill recelve another confirmation e-mail once you have dore so.

i you have any queries, please contact us via <EMAIL> or <NUMBER>.

E-Services
City of Cape Town

o Enter your details and login to E-Services
e If you are a new user click on ‘Register here’ to register



77N CITY OF CAPE TOWN
‘ ISIXEKO SASEKAPA
Sy STAD KAAPSTAD

Making progress possible. Together.

e-Services

Username * |

Password *

Log On

Not registered yet? Register here

Forgotten your password? Reset your password here

Forgotten your username? Refrieve your username here

Missing password e-mail? Check/change your e-mail address here
Frequently asked questions? Find e-Services FAQ here

Click on ‘My user roles’

31030 90 RIN IONR TR

THIS CITY NOKS FORYOU

Home
E-Services

[l .
« Weizome
Welcome to E-Services

Dear gusst

E-Serioes bas been designed to enabie you to interact with $he Cy of Cape Toan anlee.

The Ny profile’ page shons e information yee provided dunng registratios., You cae change these detais shaud you seed to. Please note that domg 50 does ret change any réoreation you
may have sonded n cther £-Services (for examole under Careers). X oriy changes the data relavant o your wse ragstabie

The Wy user rolas’ pags shows 3 lst of the rales assgeed to you by «f‘!mrk 10 your crganisation as wel a¢ your pavate regetabon (f you have dore o). You meed 1o acosot thess rales
o Degin transachaq. Yo can 250 decine thaw by deactivabinyg the indidal racord. Orce registared, you nead o contact the adminsratar  be remeved from the assgred role.

The ‘Service regetrabon’ page kets the Giffrert sanvions avaladie on th nebste, Hare yeu will soe ahat services are avalable 324 which of thass yeu are registersd %t se.

Further rformation 2baut the Cly ané ts senvices, 35 wel 25 intaresting neas aricas, contadt details and other wsefl information car be ourd on the Cay's general infirmation websts

nww capetowt g

If you have ary quenes, comments or compiaints about the website, plcese ewal &

Select ‘Accept’ in the Operation drop-down box
Click ‘Save’
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> My User Roles

750 6wy Latie SROWS 3 FEE of 18 FIIS SIEGNNS 15 You By CENY PSRN 370 / OF OEATSION, ORNT Wi T SUIUL of your
« Sene Sogvbenen eQonaRs Ty You Can Accopt Indrvduil rSpOnERERIeS Dy MTvitrg he Swwiciated OM Vo (an 3k Mciine yiur reponairy by
7 = Gnactvating any Inchidua recond. Once regetirnd you will need to contact the Thert farty Admwvitrater i oeter to be removed
o~ fesem the amiprac 10

More (Prv) Lid Agrensratc Nomirated 20002412 21.12.099% Mocest  *| ‘ ( : >

i

You will receive an e-mail from E-Services to inform you that you have been confirmed as an
administrator. Click on the provided link

Dear <ADMINSTRATOR:

Congratulations] You have successfully sctivated your role as <ROLE> for <DRGANISATION®'s E-Services account. Please login using the link below to access the available online
services and/or designate these tasks to another individual in your organisation:

<LINK>

W you hawe any queries, pleaze contact us via <EMAIL> or <NUMBER>,

E-Servces
City of Cape Town




Maintaining the nominated users in specific roles
e Enter your details and login to E-Services

CITY OF CAPE TOWN
ISIXEKO SASEKAPA
STAD KAAPSTAD

Making progress possible. Together.

e-Services

Username * |

Password *

Log On

Not registered yet? Register here
Forgotten your password? Reset your password here

Forgotten your username? Retrieve your username here
Missing password e-mail? Check/change your e-mail address here

Frequently asked questions? Find e-Services FAQ here

e Click on the ‘Organisation administration’ tab

TS CITY WORKS. FOR YOU

=2

Nose
L5

e
* Wicome

oy e
« Wy gser wes
* Bervice Regintation

* Contact w8

Welcome to E-Services

Desr guest

E-Sorvioes has bean desgned 10 anile you 10 itaract wih Ta Sty of Cags Town enine

™ My

may haw

6 W YOur GGINEStoN 38 well 3

¢ . YO Nave €00 S0). Yo Decd t9 SC0SRE hess roles
rattnd. ONCE (6gistared, you need to s

O 15 ba 18MAVIG rom the ssigred rok

w2 bt of tha roles Sechg
10 Bogn Wansatieg. You Can 360 Seckng INam Dy CeachvAtng the e

TG "Servich reguUEration’ pags s 1he SINEran: sarvices avalatie on N w Yo il G WNAE SErvicas 316 DuBiable Are whch of hede yOu Br ragistErad 10 uek

Rurher DRrmation abeut the Tty 860 23 6rvios, 53 wol 48 INCA0MING News SrTICEN, CONtACt O0tale and olher usefl INOIMALON Can e fousd on T CEy's QANOral INTOMMATton webets
RIS 00y 23
1f yOu Nave A0 QUENad, CONIMENTS & COMMIINTS JDOUT THe wEdE e, (Faate SMa €00y CERPLanallN, (X

e Click on the ‘Rates and services maintenance’ tab. (Planning & Building Development

Management uses the Rates and Services Maintenance section for this purpose as business

partners are stored and used form a central location in the City.)
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THES OTY YIORKS FOR YOU

Home

C-Semvons | Organdsation admanistration
(o] .

+ Orguasseran somratiwton

Organisation administration

Administratcn section aions users that have been assi0med 36 Administratars to manage and martain the difersnt roles and services for the organisations % which they a7e
. Tstrators cee edd and remave users for spechc services, and regater adddiors’ onine services far the organseton. Adwinstrston can slss 0dd or remeve ather sdrurisirstor
or the sssgred orgavsaton

Plasse select the option o the lef meru thet you wish 1o carry eut. Once sefected you will be prompted o select the apolcable orgenisation that you mish te mantan for that speafic serviee. You
can then add o rervove ssere for the selected service. New users wil be ronfied vis emel of ther new role and once eccected they wil be sbie b transact on the systern lor Ihe spechied servce

¢ Click on ‘Maintain users’ to manage user roles of the selected organisation

s caims e

THS CITY WWORES FOR YOU

Rates and services user maintenance

. Loroatyer mecteaaaze The Iowing Tabie Shows & 141 OF the CAEANISEAE JEHIGR0S 12 YOU 46 BN Admimutransr. SU6Ct the rgeaabon At you with 52 SATinuter by LIcking on e Organeanon buow

Sedect ceganisation

e -
CRR My Lt [Mactnn mers’
1e500nG260 [SECLT N

* D1anIsten a3 et et [

e Click on ‘Add nominee’ to nominate a rates processor
e Enter the nominee’s details

B i

W CHTY WSS FOR Yo

e

I e e ]
vaw .
e —
Rates and services user maintenance
K e Saa ST ATS B e sae S e en 51 D WpeTaRTe T iee 813 s e
» Arevy wwwe

ot (o B e aa
Porsgert (sute ot ion amea’
P s o
B ol
Srpeet (e G B e
Eoaapen o b s

[

L e e e

ot (e Son et Snra

DRI IR IR R R IR

P gt (s5m S P clapen

You will receive an e-mail from E-Services to inform you once the nominee’s role has been successfully

activated.
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Dear <ADMINISTRATOR>

<NOMINEE> has been successfully activated as the <ROLE> for <ORGANISATION>.

If you have any queries please contact support via email: <E-MAIL>.

E-Services department
City of Cape Town

e Click on the ‘Administration maintenance’ tab to manage the administrators of the Organisation

Organisation administration

Rxes ond servces marmeasnce
3 The Organisaton AITnstratcn soton dlons asers that have beer 3s50ned a3 Administracans to manage ard martain the difere~t roles and senvices for the organisations %o which they are
sxgred. Adminstrators cer sdd end remove users for specfc services, and regater addtions’ onlne services far the organastion, Adwiristrstors can sles ndd or remove other sdministrator
wser sccounts for the assgned organsaten.
Mwe«m-«nunlamvw»wmwmtmu Once seiected you will be orompted to select the spolceble organaation thet you with te mentain for thet specic servios. You
©an then 864 or rervave wser for the selected service. New users mil be ronbed v umtdlvo rew role and onoe wlny-nudebtmm»esv-w-'vm-p«md
p S 4

Nominated users

Accepting the user nomination

e You willreceive an e-mail from E-Services to inform you that you have been nominated as a

rates processor
¢ Click on the link provided in the e-mail

Dear <NOMINEE>

Intiate payments
View & unpaid invoices

<LINK>

E-Services
City of Cape Town

You have been nominated by <ORGANISATION> to transact on its City of Cape Town E-Services <CONTRACT ACCOUNT> account as a rates processor, This will enable vou to)
view the status of CORGANISATION>'s rates and services accounts and:

Obtawn copes of its related invoices
View Bs water, sewerage and ole ctricty consumption history in chaet form

View a history of its pald inwvoices a5 well as any invoices in the payment process

Viewr a hestory of its payments and the allocaton of ther paymants to the various invoices
View the credits due to it

See its future meter reading dates

Enter meter readngs within the maeter reading due date window

To register, plesse click on the following link:

Once you are able to access the <ORGANISATION> E-Services account, please activate your role under MY USER ROLES.

1f you have any queries please contact us via <EMAIL> or <NUMBER>.
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Enter your details and login to E-Services
If you are a new user click on ‘Register here’ to register

r‘-‘\ CITY OF CAPE TOWN
‘ ISIXEKO SASEKAPA
\._,} STAD KAAPSTAD

Making progress possible. Together.

e-Services

Username * |

Password *

Not registered yet? Register here

Forgotten your password? Reset your password here

Forgotten your username? Refrieve your username here

Missing password e-mail? Check/change your e-mail address here
Frequently asked questions? Find e-Services FAQ here

Click on *My user roles’

- T

THES CITY WORKS FORYOU

E-Services
| 1o ' 4
* Wricome
| o Welcome to E-Services
* My wswr ok
Do ousit
Server Fapetator
| E-Services has been desigred 1o erabie you b ideract with the Cy of Code Tomn oriee.
+ Coticien

The Wy detalks’ Soge shons Se ieformetion yee orowded dusng regsiraice. You con thange these delars shauld you nesd 12, Pleese ncte el dong 9 does net charge any rformeben you
=y bave provided i oher E-Services (R examcle urder Carers'L It only changes the dete relevent & your sanr fegstrabion.

The Wy sour roins’ cocm hons @ hak of S roles 3ss0ned 1o you by o Decole in yasr organsaton o wal 95 your Svate regateon (F rou have dose 30, You need & scomct these roies
8 Segn etsacteg. Voo can akic duilne S by Seectivateg P indiadeal record, Orce reguteed, you reed B cortact e adeunstoator 19 Se removed from the sssigned el

The ‘Servces’ cege iots e Sfferent services eveiable on the sebote. Mere you wal see vhat services are avedalie and which of Lhese you a1e regiibered io wee.

Further ssformeton abset Se Cfy ordd & varvons, o5 well o5 rtarestog nuws srtcies, sontact detalls and cther sseful infsrmaton can b foend o0 the Chy's seneral informaten webste -

LRVRT R S e

i you heve 207 Gueties, ComTts oF cormplents abeuk the vebste, Slesse el sinn PaacRann.anaL

Select 'Activate’ in the Status drop-down box
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THS Q7Y WORKS FOR YOU
|
Home. e  servces acourts|
E-Services
{ ‘ .
- Viekame [F
VPt My User Roles
The foliowing table shows & It of the roles assigned 2o you by tther pecple and / o argarisatons, together aith the sttus of your responsibilty. You can accept ndnidual resporsbelises by
o by werrcies avating the assaciated role. Once regatared you wil naed to contact the Third Party Admingtrator in oréer to be removed from the seogned ro.
= Senvice Regatraten.
Contoct
- -
Role Bunrest Parner Accourt State
Rates processor CRAIG Pry L1d Q00200073026 Actwated

e You willreceive an e-mail from E-Services to inform you that your role has been successfully
activated.

e Click on the provided link

Dear <MOMINEE=

Congratulations! You have successfully activated your rale as <ROLE> for [ORGANISATION]'s E-Services actount. Please login using the link below to access the
available onling services.

CLIMNE=
I you have any queries pleasa contact support via email: <E-Mall>.

E-Servicas
City of Cape Town

For assistance on how to submit Building Plans and Land Use Management Applications through
eServices, refer fo manual:

How to submit a Building Plan through the eServices Portal (DAMS).



