
EVENT 
APPLICATIONS

How to Register the 
Application for the Event



User account & partner account

Users need to register a:

• User Account – allow user to access 
Portal

• Partner Account – allow user to 
register applications



STEP 1:

Access Portal at:
https://westerncape.collaboratoronline.com/default.aspex

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


STEP 2:

Select “Sign In”



STEP 3:

When signed into the Western
Cape Portal, click on Event
Applications on the left hand
side

Event Applications



STEP 4:

Register Application for Event

• Click on Company/Partner/Individual 
you registered.

• Click on “Action” button.

• Select “Register Application to Host an 
Event”

• Complete Application to Host an Event
Task will open

• Complete all mandatory fields



STEP 4 
(continued):

• Provide description & dates 
applicable to event.

• Event size is determined by 
Number of Participants & 
Spectators.

• Section under Notifications –
who needs to get notifications 
back from Municipality



STEP 4 
(continued):

• Under each tab complete 
applicable fields.

• TRAFFIC Tab Screenshot

• Screenshots of each tab on 
next slide



STEP 4 (continued): • Complete all tabs & hit “Submit” once completed



STEP 5 :

Upload Support Documents 
required for Registered Event

• Once application has been 
completed – task close & 
application appear on home page

• Depending on details in application, 
certain Supporting Documents must 
be uploaded.

• Highlight Checklist Item Name & 
select “Add Documents”



STEP 5  (continued):

• Task New Support Document will 
open

• When “Browse” button is selected –
Windows Browser Folder will open

• Applicant can search computer, 
where documents have been stored



STEP 6:

Submit Application

• One applicant has attached all 
Outstanding Supporting 
Documents – click on “Submit 
Application”

Stage Action New Stage

Checked Submit the Application Submitted


