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Contact Information 
 

Purchase Compliance: 
 
Planning and Building Customer Service staff are available during normal business hours for client support. Normal Office 
hours are between 8:30 am and 4:30 pm, Monday to Friday, excluding statutory holidays.  
 
Contact Phone:  905.615.3200 ext.5806 
email:   eplanbuild.info@mississauga.ca 
 
 
Purchase Tax Certificate 
 
For inquiries and comments about this service, send us an email at tax@mississauga.ca. Should you require immediate 
assistance, contact the Tax Customer Support line at 905-896-5575 during regular business hours: Mon - Fri, 8:30 am - 
4:30 pm, excluding statutory holidays. 
 
There is no after hours support available for these services  
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Description of Service 
 
 

The City of Mississauga is committed to being known as the city most connected to its residents and clients and our new 
eCity Portal is the mechanism chosen to achieve this goal. 
 
City Manager=s vision statement... A People should not have to visit City Hall to conduct business. @ 
 
The Plan and Build eServices Centre is the vehicle that the Planning and Building Department plans to use to deliver 
services online. The Purchase Compliance Report and Purchase Tax Certificate features allow clients the ability to 
purchase these products themselves. The intent of providing these services to our clients is to allow people to >serve 
themselves= via their office or home computers via the Internet. The goal is to provide clients with real time access to 
these services to increase customer service and at the same time realize the benefits of off loading traditional service 
channels to the Internet. 
 
Purchase Compliance Report 
 
This feature allows clients the ability to serve themselves by finding a subject property, purchasing the report, and 
accessing the report almost instantaneously.  The service includes the following information based on real time queries to 
our database: 
 

• Outstanding Work Orders and Violations (Building Code, Fire Code, and Bylaw Enforcement) 
• Outstanding or Open Bylaw Complaints 
• Currently property Zoning designation (include links to PDF files) 
• Committee of Adjustment (including links to committee decision text) 
• Outstanding Building Permits (applications in process that have not been issued) 
• Outstanding Inspections (issued permits not signed off) 
• Heritage Status 
• The report will contain internal links to download applicable zoning bylaw excerpts to a PDF file and links to 

Committee of Adjustment Decisions. 
 
User Interaction 
 

• User will access this page and login to our website. 
• Users would then be able to search for properties either with and address or a roll number. If the system finds an 

exact match 
• User would review the information presented on the screen to ensure that they have the correct property. The 

system will display some basic property information and owner name. Users will also have the ability to access 
our online mapping to confirm their selection 

• Once the user is satisfied with the select , they can click on the Purchase Compliance Report for this Property 
• The user will be taken to our eStore pages where they will complete the transaction 
• Once payment is confirmed, the product will be shipped to the users Digital Downloads page where they can 

access the report and print. 
• An email will be sent to the user confirming the purchase and provide them a unique Order ID for reference 
• A second email will be sent once the order is ready in the Digital Downloads page. This email will contain a link 

back to the Digital Downloads page. 
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Sample Compliance Report 
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Purchase Tax Certificate 
 
This feature allows clients the ability to serve themselves by finding a subject property, purchasing the report, and 
accessing the report almost instantaneously. This service will result in the production of a tax certificate that will show the 
account balance on the selected property based on a given date. The Tax Certificate ships with 24 hours. 
 
User Interaction 
 

• User will access this page and login to our website. 
• Users would then be able to search for properties either with and address or a roll number. If the system finds an 

exact match 
• User would review the information presented on the screen to ensure that they have the correct property. The 

system will display some basic property information and owner name. Users will also have the ability to access 
our online mapping to confirm their selection 

• Once the user is satisfied with the select , they can click on the Purchase Tax Certificate for this Property 
• The user will be taken to our eStore pages where they will complete the transaction 
• Once payment is confirmed, the product will be shipped to the users Digital Downloads page where they can 

access the report and print. 
• An email will be sent to the user confirming the purchase and provide them a unique Order ID for reference 
• A second email will be sent once the order is ready in the Digital Downloads page. This email will contain a link 

back to the Digital Downloads page. 
 
 
Sample Tax Certificate 
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How do I Register to use this Service 
 
To access purchase able services such as Purchase Compliance Report and Purchase Tax Certificate, the user 
requires to be logged into our portal. To create an eCity Web Portal account, simply follow the steps below. 
 
Step 1 - How do I Create a Portal Account 
 
Create an eCity portal account by visiting www.mississauga.ca and click on the Register Here link 
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Step 2 - Complete Registration Process 
Complete the Registration Information screen and submit.  Upon completion, you will receive an email confirmation of a 
successful registration.  
 
Tip:  Create a username that is easy to remember and one that reflects your company. If there many people in your 
company the will be using these services, it is best that they create separate accounts because products will be shipped 
to a single email address.  

Tip(s): 
 

• When entering Phone Numbers and Fax numbers just enter the digits, no spaces 
• There is no field for a Phone ext, do not enter this in the Phone Number field 
• Your Password must be a minimum of (6) characters or numbers and cannot contain any part of you username 
• You can complete the Billing Information at the same time (you will eventually be asked for Billing Information 

when you purchase your first product) 
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Step 3 – Confirmation of Registration 
 
Once you have completed the registration process successfully, the page will be refreshed and the page will display you 
Username and a welcome message. You will also receive an email confirming your registration. 
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Login and Access Plan and Build eServices Centre 
 
Once you have your Username and Password, you may access this service by visiting www.mississauga.ca 
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After you have successfully logged into the eCity portal you need to navigate to the Plan and Build eServices Centre. 
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Hint : 
 
For direct access to Purchase Compliance Report or Purchase Tax Certificate, save the page as a Favourite and 
then send the link to your desktop. This way you only need to double click on the desktop icon and log in. 
 
The process to complete this is described below and will work for Internet Explorer 6.0: 
 
Step 1 
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Step 2 
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Step 3 
 



City of Mississauga / eCity – Compliance & Tax Certificate User Manual 
  
 

  
06/11/2006 14 

Using the Services  
 
The process involved with using the Purchase Compliance Report or Purchase Tax Certificate is also identical.  
 
Step 1 – access our website at www.mississauga.ca 
 
Step 2 – login with your username and password 
 
Step 3 – access the Plan and Build eServices page 
 
Step 4 – Select Purchase Compliance Report or Purchase Tax Certificate service 
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Step 5 – Look up your Property 
 
You can find the property by entering the address OR the roll number. When the system finds a one to one match, you will 
be taken to the Property Confirmation page, if there are multiple requests from your query you will see a Property Listing 
page where you can click on one of the properties. 
 

 
 
 
Hint(s) : 
 

• When looking up a property by address you can access our street name list to confirm spelling a data structure to 
avoid frustration. 

 
• For Compliance Reports, do NOT enter the street type in the street name field as this will result in not records 

found. The Tax Certificate street name field does permit the inclusion of the street type but is better not to include 
it. 

 
• Our new Roll Number search is a type ahead and excludes to ‘21’ 

 
• You can do wild card searches on the Street Name field, so if you are unsure of a spelling, just enter the first 3 or 

4 characters 
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Example of multiple property listing page : 
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Step 6 – Property Confirmation Page  
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Purchasing Services 
 
Once you have confirmed your property selection and clicked on the Purchase Compliance Report for this Property, you 
will be taken our Mississauga eStore pages. If you have not logged in, you will be prompted to login. This section of the 
manual will provide you with a step by step mechanism to complete your purchase. 
 
Step 1 – Production Description Page 
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Step 2 – Quick Cart Checkout Page 
 

 
 
Hint : you add your internal file number or reference number in the Address 2 field. This data will be displayed in your 
Order Confirmation email and may make it easier for your internal billing and accounting people. 
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Step 3 – Checkout 
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Step 4 – Order Confirmation Page 
 

 
 
 
 
At this point in the process you will be receiving (2) emails. The first email will be an acknowledgement of your order 
request and it will include your ORDER ID. The second email will tell you that your order has been processed and is 
available in your DIGITAL DOWNLOAD CENTRE. There will be a link in this second email that will bring back to our site 
and the DIGITAL DOWNLOAD CENTRE. 
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Receiving the Products 
 
Digital Download Centre 
 
Compliance Reports ship immediately and will be available in your DIGITIAL DOWNLOAD CENTRE a couple of minutes 
after you make your payment. You can use the link to Digital Download Centre displayed in the above screen print to 
directly access this page or you can access your Digital Download Centre from the My Profile page, Purchase 
Compliance Report page, Purchase Tax Certificate Page, of Services Online/Mississauga eStore page (as displayed 
below). 
 
Tax Certificates are process in a nightly batch process and will be shipped within 24 hours (except on weekends and 
holidays). If you request a Tax Certificate on a Friday, it will be normally shipped on the following Monday. In this case 
your second email will be your notification that the Tax Certificate is ready. Use the link in the email to access the 
DIGITAL DOWNLOAD CENTRE. You will need to login to displays your digital downloads. 
 

 
 
Your digital download will remain on the site and always be available. The most recent downloads are displayed first in 
the above page. You can also sort by the Order ID. When you have more that 25 digital download files, the screen 
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pagination will activate. You will need to use the pagination feature to access digital download files by selecting a page 
number. 
 
Tip:  
 

• Once you have your report displayed, you can choose to print the output to a PDF file if you have a PDF writer 
installed on your PC. This way you can copy this as file to your local PC or network. 

• Once you have your report displayed, you can right click and select Properties. You can then copy the direct URL 
to a file or bookmark it as a Favourite in a separate folder. 

 
Order History 
 
You can also access a history of your orders through our Order History page. You will need to login before you can see 
your order history. Order History can be accessed from My Profile page or Services Online/Mississauga eStore page. 
 

 
 

Click on the Order # link to access detailed information about that specific order.



City of Mississauga / eCity – Compliance & Tax Certificate User Manual 
  
 

  
06/11/2006 24 

Having Problems? 
 
Browser Issues 
 
The City of Mississauga eCity Portal has been designed to work best with the latest version of MS Explorer and Netscape. 
Early versions of either browser may experience problems in viewing and accessing some pages.  
 
The portal has also been designed to be best viewed in an 800 by 600 resolution. Using a lower resolution will result in 
horizontal and vertical scroll bars. 
 
If you cannot print the Compliance Report or Tax Certificate, your browser security settings maybe set to HIGH. Different 
browsers and different versions of operating systems have different interfaces to adjust security settings. Security settings 
may also be locked down if your company has a PC locked down policy (in this case you will need to get your IT 
Representative to adjust the settings for you). The security settings may also be locked down or pre set by your ISP 
(Internet Service Provider). This is typical if you are using Rogers Yahoo or Bell Sympatico services. You should be able 
to contact your service provider to help you adjust your security settings. 
 
Browser Issues – Pop Up Blocker 
 
Newer versions of Internet Explorer 6.0 with Service Pack 2 will have an option under the Tools menu for a Pop-Up 
Blocker. When you click on the address link in the Digital Downloads page, this is considered a Pop-Up. Your company 
may have decided to enable the Pop Up Blocker and set the sensitivity to High. This will cause the Digital Download – 
HTML report to fail or be blocked. 
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Error Message  
 

 
 
The above examples are the (2) common error messages displayed to the screen. The one on the left indicates that your 
criteria will result in too many records and the system is asking you to refine your selection criteria. In this case, you could 
simply enter the street number. The error message on the left simply means that our system did not fine any matching 
records. This happens most time with the Street Name being incorrect. 
 
Cannot Locate Property  
 
You may find that you do not have sufficient information to complete the query portion. For example you may only have a 
portion of a legal description and no roll number or address. You may have a survey that visual describes the property 
and no way of communicating that to our application. These are usually situation where the land is vacant and is 
described in terms of reference plans.  
 
You should be able to use our Property Search and Online Mapping features to retrieve either the complete address or 
roll number. If you have at least the street name, you can enter that in the Street Name field. You should get a page listing 
all the addresses and roll numbers on that street. The list will also contain the Legal Description. You can try to match up 
with the Legal Description displayed. You can then click on the Address link to go to the Property Confirmation page 
where you will see Owner Information. 
 
If you are still having no luck in finding the property, please contact us by phone and we will able to assist you in finding 
you property. 
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Blank Screen 
 
From time to time you may also experience a blank screen. This is a known bug in our application and our vendors are 
working to resolve this issue. When you experience this, simply refresh your browse by pressing your F5 function key or 
using the Browse Refresh icon.  
 

 
 
Your may also experience this type of blank screen if you fail to acknowledge the Privacy statement on the Payment 
page. 
 
 
Printing Problems 
 
When you print you may experience a problem whereby the right hand side of the printed output runs off your page. The 
issue here is that when the report was configured, it was configured with a specific printer driver using Windows XP. Your 
printer maybe different and we cannot possibly design a printed report that addresses all configurations.  
 
The simply solution involves a minor change to your printer setup. You would need to access your printer setup and 
change the page orientation from portrait to landscape. You may get a few more pages printed but you will get all the data 
displayed. 
 
 
 
 


