
BUSINESS 
LICENSE 

APPLICATIONS

Upload Proof 
of Payment



STEP 1:

Log into Western Cape Portal:
https://westerncape.collaboratoronline.com/default.aspx

“Sign In”

https://westerncape.collaboratoronline.com/default.aspx


STEP 2:
• Pro-Forma Invoice Email – you will receive an email that looks like 

the image below.

• Upload the Proof of Payment to the portal by following the steps on 
the next slides.



STEP 3:
Click on the Business License Solution



STEP 4:
• You will be on the screen below – click on the Partner 

under which you have submitted your Business License 
Application



STEP 5:
All the applications will be displayed that you have uploaded 

under that specific Partner



STEP 6:
Click on the relevant Business License – an Outstanding 

Supporting Document for the POP will appear



STEP 7:
• Click on the three dots next to the Proof of Payment
• Click on “Add Business License Application Document 

(Checklist)



STEP 8:
• New window will open - Click on “Choose File”
• Window will open where you can browse files on your PC – select relevant document
• Either double click on document or click once and select “Open”
• Submit the Task



STEP 9:
• After uploading POP – click on three dots next to your Business 

License Application
• Click on “Submit Business License Application”
• New window will open with task that must be submitted
• Once task has been submitted – Municipality will Distribute your 

Application
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