BUSINESS
LICENSE
APPLICATIONS

Upload Proof
of Payment



( “ STEP 1:

Sign In
| Email address | Log into Western Cape Portal.:
| Password I https://westerncape.collaboratoronline.com/default.aspx
Sign In | “Sign In”
Forgot password? Create account
h A
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https://westerncape.collaboratoronline.com/default.aspx

STEP 2:

* Pro-Forma Invoice Email — you will receive an email that looks like
the image below.

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

Pro-Forma Invoice

B invoice.pOF

C

Good Day,
Attached a pro-forma Invoice which has been generated by the Business License Department for your application.
Please log onto the Westem Cape Portal in order to attach the proof of payment.

Should you experience any problems in viewing the pdf document please proceed by saving the file to your local drive before opening it. I the problem keeps occurring. we suggest you upgrade your Adobe Viewer to the latest version else you might have to consider
uninstalling and reinstalfing it 3s this is often related to 3 installation malfunction.

Your Business License Team

File attached: Invoice PDF 139 KB

T: +27 (0)28 313 8000 | F- +27 (0}28 312 1804

E enquiries@overstrand.gov.za

W

Vision Statement: “To be a centre of excellence for the community™

PRIVACY AND CONADENTIALITY DISCLAIMER: The Overstrand Muricipality and Staff are committed to ensuring that it safeguards personal/private information of data subjects and to respect their right to privacy in accordance with the provisions of the South African
Constitution, the Protection of Personal Information Act. 2013 (POIPA) and the Promotion of Access to Information Act, 2000 (PAIA).

This email message contains information which may be confidential, personal, private, or privileged in nature and i intended solely for use by the recipient and others authorized to receive it for the spadific purpase for which it was sent. fyou are not the intended
recipient, you are prohibited from using, misusing, disseminating, altering, forwarding, storing, or copying the information, and are hereby notified that such action in relation to the contents of this information is unlawful which may resuit in your being held liable arising
out of your non-compliance. If you have received this message in eror, please notify the sender immediately and delete and/or destroy the message from your system.

Thiis email is subject to a disclaimer available HERE<h! ? e 12r>, and which disciaimer includes 3 description of how any personal information that may be provided will be processed.

NOTICE: The Overstrand Municipality fimits all e-mails, induding attachments, to 35ME. Your message will not be delivered if it exceeds this imit. Plesss create a shorter message, remove attachments, or consult your system administrator if your message exceeds the fimit.

Please consider the environment before printing this comespondence.
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STEP 3:

Click on the Business License Solution

Home Inbox Reports Account

fCoHab

T
il WESTERN CAPE

Capital Projects

Event & Film \ \_ ~“OMe

ATor Portal

Environmental The Portal enable users with registered accounts to create and submit applications on

Land Use service from local municipalities.
Wayleave

Business Licence

Transfers

Properties g“S("m [ﬂdil/idllﬂ(
Outdoor Dining Acco“"r Acco“"r

Tourism Signage
E=m -
Site Contents [ ]

Please ensure that the information you submit is accurate and correct. Do not
family members or sensitive information about an individual) unless
consent to it being supplied.
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STEP 4:

* You will be on the screen below —click on the Partner
under which you have submitted your Business License
Application

[ ports t
L ]
Collab
+ t ape m
Business Licence
f rading
Librariez
1
. Let's get started...
Discussions o initiate a new application click on the Mew Business Licence Application Link
'''' Partner
3J5I"|ESE cence Actian Objectral Registration Humber Pradiice | Usar Mame Professional Entity
Docume
te Content :
1957860 1957860 Berdine Practice Testing TWK SACAP
1552046 1952046 Berdine Testing Practice Swellendam SACAP
280268 2280268 Sadé Test Met Applicable
3553047 3553047 Person Test SACAP
3619434 3619434 Berdine Test Cverstrand SACAP
38B0RSZ 3880653 Worksession Test Met Applicable

4101378 4101378 Testing Individual Account Met Applicable




STEP 5

All the applications will be displayed that you have uploaded
under that specific Partner

Partner

Actian Objectral Registration Number Practice / Usar Mame Professional Entity

1557880 1957860 Berdine Practice Testing TWK SACAP
1932046 1952045 Berdine Testing Practice Swellendam SACAP
2280268 2280268 Sadé Test Mok Applicable
3523047 3553047 Person Test SACAP
3615434 3613434 Berdine Test Overstrand SACAP
3880652 3880653 Vaorksession Test Mok Applicable
4101378 4101378 Testing Individual Account Mot Applicable

Business Licence Applications

Actian Olsjectrel Type of Licence

Trade Name Eif Nuimibes Docurment Stalus On Premises Reference

4140704 Food Provision Berdine Test Berdine 123 2025-07-07 Checked Comglete 2652704
4111077 Food Provision Testing BH Pty Lid Berdine Hugo 123 2025-0e-19 Distributed Complets 2682076
4101376 Food Provision Berdine Company Py Lid Berdine 123 2025-06-12 Distributed Complete 2673966
apea32e Food Provision Berdine Huga Phy Ltd Leanne 2581 2025-06-09 Distributed Complets 2677002
4059335 Food Provision Berdine Test Upgrade 2 Berdine Hugo 123 2025-05-28 Diistributad Complete 2670065
4055948 Food Provision Berdine upgrade Test Berdine Hugo 1234 2025-05-28 Submittad Complets 2663582
4063435 Food Provision Cellzb Trade Berdine Hugo 123 2025-05-26 Checked Complete 2668550
4049527 Food Provision Berdine Test 2 Berdine Hugo 123 2025-05-18 Initial Complete 2663751
4034573 Food Provision Berdine Collab Test Berdine Hugo 123 2025-05-09 Checked Comglete 2655365
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STEP 6:

Click on the relevant Business License — an Outstanding
Supporting Document for the POP will appear

Business Licence Applications

Actian Objectrel Type of Likence Trade Mame Business Cramer Esl Numriier Application Date: Slage Dacument Status On Premises Relference
A1y v v v v v v v i
4140704 Food Provision Berdine Test Berdine 123 2025-07-07 Chaded Complete 2692704
4111077 Food Provision Testing BH Pty Ltd Berdine Hugo 123 2025-06-19 Distributed Completa 2682076
4101376 Food Provision Berdine Company Pty Ltd | Berdine 123 2025-06-12 Distribubed Complete 2678956
4054324 Food Provision Berdine Hugo Pty Ltd Leanne 2581 2025-06-09 Distributed Complete 2677002
4059395 Food Provision Berdine Test Upgrade 2 Berdine Hugo 123 2025-05-28 Distributed Complete 2670065
4058545 Food Provision Berdine upgrade Test Berdine Hugo 1234 2025-05-28 Submitted Complete 2669882
4063439 Food Provision Caollab Trade Berdine Hugo 123 2025-05-26 Chaded Complete 2668550
40409527 Food Provision Berdine Test 2 Berdine Hugo 123 2025-05-18 Initial Complete 2663751
4034573 Food Provision Berdine Collab Test Berdine Hugo 123 2025-05-09 Chaded Complete 26559369

Cutstanding Supporting Documents

Actian Object Rel

Checklist Ttem Code Checklist Iem Name CheckBst Itern Desscriplion

Proof of Payment Proof of Payment
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STEP 7:

* Click onthe three dots next to the Proof of Payment

* Click on “Add Business License Application Document

(Checklist)

Outstanding Supporting Documents

fuctian Object Refd hescklist Item Code Cheackst Tiesm Name
Ackion x I Proof of Payment
¥ Detail |

g5 Relationships

. Motes

# Workflow history
[ Budit Trail
[ Folders

uuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuu

{J) Add Business Licence Application Supporting Document {Checklist) |

hecklist [tem Desoriptian Sagquenca
Proof of Payment 360
Type of Inspection

Stage



STEP 8:

* Newwindow will open - Click on “Choose File”

 Window will open where you can browse files on your PC - select relevant document
 Eitherdouble click on document or click once and select “Open”

 Submit the Task

s, ¥ W B e 2o
sauss, ¥ W B @ 2O

Extension Application Reference 4140704 p
Business Licence Application Stage “
Checklist Item Code 36 P

Proof of Payment

Checklist ltem Name €y Open

& = ~ 4 [ < Bedine > Porial Tests » Fvent Test

Document Date * 2025-07-07 LR
Organize ~ New folder
Uploaded By 1957857 :
Name Status Type

ﬁ Home
Status Uplnaded B~ All surrounding residence Form - Noise P 136 Adobe Acroba

A Gallery
Proof of Payment Uploaded Yes Berdine - Busine Appropriate fire protection 202 2 :36 Adobe Acroba

Contigency Plan 2023/01/2: 36 Adobe Acroba
File . | B Do Covid Form
| Choose File | No file chose Io=imy 2
L Downloads # Details of gas installation
| Subi E Documents # Emergency Contact List

= Pictures » Evacuation Plan z 24 Adobe Acroba

B i -

Coom [ e |
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STEP o:

* After uploading POP - click on three dots next to your Business
License Application

 Clickon“Submit Business License Application”
* New window will open with task that must be submitted

* Once task has been submitted — Municipality will Distribute your
Application

Business Licence Applications
Actian Objectrel Type of Licence Trade Name Business Owner EsT Numiber Application Date Stage Document Status On Presmises B
T T T
Action x Berdine Test  Berdine 123 2025-07-07 Checked  Complete 2692704
% Detail IE;"“Q BHPY | Berdine Hugo 123 2025-06-1% Distributed  Complete 2682076
b5 Relationships Berdine
Company Pty | Berdine 123 2025-06-12 Distributed  Complete 267E966
o~ MNotes Lkd
#27 Workflow histo i
L Ll E:;dl_';f HUZO | canne 2581 F025-06-05 Distributed | Complete 2677002
|4 Audit Trail
] Folders Eep;d:;?t Bardine Hugo 123 2025-05-28 Distributed  Complete 2670065
) Submit Business Licence Application Berdine i - e ]
upgrad Test Bardine Hugo 1234 2025-05-28 Submitted = Complete 2660882
40634359 Food Provision Collzh Trade Bardine Hugo 123 2025-05-26 Checked  Complete 2668550
4049527 Food Provision Berdine Test 2 Berdine Hugo 123 2025-05-18 Tnitial Complete 2663751
4034573 Food Provision Berdine Collab | o ine Hugo 123 2025-05-0% Checked  Complete 2659365

Test
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