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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:  

 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:  
         The CEO/Director’s South African ID or a passport number and date of birth (for foreign 

nationals who do not have permanent residence in South Africa) 
         A current email address that originates from your organisation   
         A letter of authorisation (giving you permission to create an organisation profile on e-Services).  
          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:  

Company type  Forms required for registration  

Form code as per Companies 

and Intellectual Properties 

Commission  

Close corporation  
Founding Statement or Amended 

Founding Statement  
CK1 or CK2  

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 14.3  

Co-operative  Registration Certificate  CoR 14.3  

State-owned Companies  Registration Certificate  CoR 14.3  

External companies  Registration Certificate  CoR 14.3  

Trust  
Acceptance of Trust as Trustee for all 

members (as per website )  
n/a  

Sectional Titles/Body Corporates  

Identification document with signatories 

of persons acting on behalf of Body 

Corporate  

n/a  

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
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*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/default.aspx  

2. Click on the eServices Icon below  

 

 

 

 

 

 

http://www.capetown.gov.za/en/rev/Documents/PARTNERSHIP_REGISTRATION.pdf
http://www.capetown.gov.za/en/Pages/default.aspx
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3. Click on the Registration and select Register on the Plans and Land Use Applications box 
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Individual/ Sole Proprietor Registration process 

 Complete the information required below 
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 You will receive an e-mail or SMS that your registration was successful.  It takes between 1 and 3 

days to be registered. 

 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 

 

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 

8000 
P O Box 298, Cape Town 

8000 
P O Box 298, Cape Town 

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 transactions once this 

time has lapsed. 

e-Services 

City of Cape Town 

 

  

mailto:help.uces@capetown.gov.za
https://eservices.capetown.gov.za/
https://eservices.capetown.gov.za/
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Activating the Building Plans and Land Use service on eServices 

 

 Log in to the eServices portal 
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 Access the Service Activation tab 
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You will receive a notification to indicate that the service has been activated? You may then proceed 

to submit Building Plans or Land Use Applications via the portal. 
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Organisation Registration Process 

 

Identify the Service required 

 Select the Service/Services you require 

 Complete the Organisation Details 

 Capture an Authorising Official 

 Capture an Administrator 

 Complete the Data Privacy Statement

 

 Click on Building and Land Use Applications 

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

registration process 

 Click on Continue 

 

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

organization. 



12 

 

 

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 to manage (nominate) 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 

 

 Enter the organisation’s details in the relevant fields (fields with red asterisks must be filled in) 

 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 

 Click ‘Browse’ to attach a scanned copy of the relevant document (as prescribed on the previous 

page) 

 Click ‘Upload’ 

 Click ‘Continue’ 
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Identifying the authorising official 

 

 Enter information in the relevant fields (fields with red asterisks must be completed) 
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6.  Click ‘Browse’ to attach a scanned copy of a letter of authorisation 

7. Click ‘Upload’ 

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

9. Click ‘Upload’ 

10.  Click ‘Continue’ 
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Assigning an Administrator 

 

 Enter information in the relevant fields (fields with *asterisks must be filled in) 
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*If same as Authorising Official, tick box 
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 Click ‘Browse’ to attach a scanned copy of a power of attorney document 

 Click ‘Upload’ 

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

 Click ‘Upload’ 

 Click ‘Continue’ 

 

Completing registration/ Data Privacy Statement 

 Click ‘Data privacy statement’ to read the statement 

 Tick the box to agree to the statement 

 Click ‘Register’ 

 

 

 

 

The following screen will appear if the registration has been successful. 
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The information will then be sent to be processed by agents at the City of Cape Town. The 

attachments 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). 

 

 

 

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

 

 

 

Accepting the administrator nomination 

 

 You will receive an e-mail from E-Services to inform you that you have been assigned as an 

administrator 

 Click on the link provided in the e-mail 

 

 

 

 

 Enter your details and login to E-Services 

 If you are a new user click on ‘Register here’ to register 
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 Click on ‘My user roles’ 

 

 

 Select ‘Accept’ in the Operation drop-down box 

 Click ‘Save’ 
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 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 
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Maintaining the nominated users in specific roles 

 Enter your details and login to E-Services 

 

 

 

 

 

 Click on the ‘Organisation administration’ tab 

 

 

 

 

 

 

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

 

 

 

 

 Click on ‘Add nominee’ to nominate a rates processor 

 Enter the nominee’s details 

 

 

 

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

 

 

 

Nominated users 

 

Accepting the user nomination 

 

 You will receive 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 
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 Enter your details and login to E-Services 

 If you are a new user click on ‘Register here’ to register 

 

 

 

 Click on ‘My user roles’ 

 

 

 Select ‘Activate’ in the Status drop-down box 
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 You will receive an e-mail from E-Services to inform you that your role has been successfully 

activated. 

 Click on the provided link 

 

 

 

 

For assistance on how to submit Building Plans and Land Use Management Applications through 

eServices, refer to manual:  

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


