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Contact Information 
 

Telephone: (905) 896-5660 
Note: staff personnel are available during normal business hours to assist you with this online service. 

email : eplanbuild.info@mississauga.ca 
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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 Web Portal is the mechanism chosen to achieve this goal.  The Plan and Build eServices Centre is the vehicle 
that the Planning and Building Department uses to deliver services online. It has been live since November 2003 with 
proven success. 
 
The Schedule Inspection service and My Applications when used in combination can be a very effective way to 
schedule inspection for you construction project. The intent of providing these services to our clients is to allow people to 
satisfy themselves in the convenience of their offices or homes via the Internet.  
 
Schedule Inspections 
 
Site personnel can schedule inspections before, during, and after normal business hours. This feature is available to any 
one who has the Application WEB ID and application number. Inspections can be scheduled for the following business 
day up to midnight. 
 
Clients can access information from the issued Building Permit Notice to schedule inspections online, anytime. You will 
need the combination of your Permit number and WEB Access ID. Simply enter these two pieces of information and 
access a simple and easy to use page to select and Inspection Type, Inspection Date. You can also schedule inspections 
for specific UNITS with you project (townhouse, apartment units, or other multiple unit projects). 
 
My Applications 
 
This feature will allow clients to bookmark applications so they need not enter the WEB Access ID number and application 
number each time they wish to view their application status.  Additionally, this feature contains the Notify Me option, 
which automatically sends an email informing of changes in application activity status. If your permit has multiple 
inspection discipline (Building/Structural, HVAC, Plumbing, or Fire Prevention), this feature will sent you an email 
notification once the Inspection has completed the final sign off.
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How do I Register to use this Service 
 
Registering and creating a portal account is the best way to utilize our Plan and Building eService Centre.  To access 
Application related services, registration is NOT mandatory however, you will find that it is to your benefit to create such 
an account. To create an eCity Web Portal account, simply follow the steps below. 
 
Step 1 - 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. You will receive a confirmation email of successful registration.  
 

• Create a username that is easy to remember and one that reflects your agency. Usernames and passwords are 
case sensitive. 

• Email is unique and you can only create one account with one email address. 
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Login and View Permit Status 
 
Once you have your Username and Password, you may access this service by visiting and logging into 
www.mississauga.ca. 
 

  
   
After you have successfully logged into the eCity portal you will need to navigate to the Plan and Build eServices 
Centre. 
 

We do have a friendly URL that you can access directly by creating it as a desktop icon or by saving it to your Favourites. 
www.mississauga.ca/portal/services/planbuild � main Plan and Build eServices landing page 

www.mississauga.ca/portal/services/scheduleinspections � direct link to Schedule Inspections page 

www.mississauga.ca/portal/services/myapplications � direct link to My Applications page 
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My Applications 
 

The My Applications feature is your best way to manage multiple applications.  
 
Once you have logged into the portal, navigate to the View Building Permit App Status page as described above. Look 
up your application number and WEB ID, press the Submit button. Once you do this, the combination of the Application 
Number and WEB ID is automatically saved to your My Applications area. You do not need to subscribe to this service 
separately; it comes packaged with your portal account.  
 
If your application happens to have been submitted in a Group, where there are other applications grouped together at the 
time of submission to the Building Division, looking up any one of the applications in this group will result in all applications 
and WEB IDs being saved to My Applications. 
 
Once the system has added your application number and WEB ID to My Applications, it will also automatically subscribe 
you to Notify Me. This feature sends you an email each time there is a change to an Activity that is associated with your 
application. For instance, once your application has been reviewed in the Zoning Section, the examiner will update the 
Activity status. This will then initiate an email informing you of the status change as well as providing a link in the email to 
view the conditions.  After you have added a number of records you can make My Applications your first stop when 
visiting Plan and Build eServices Centre. 
 
To access the My Applications page, log in to the portal, navigate to Plan and Build, select My Applications from the left 
hand navigation menu or click on the Edit/More link in the My Applications narrow portlet box.  You can also bookmark 
this page or even create a desktop icon to access this page directly. 
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Expanded Screen 
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For direct access to My Applications or Schedule Inspections, save the above 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. 
 
Step by Step instructions are found below and will work for Internet Explorer 6.0: 
 
Step 1 
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Step 2 
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Step 3 
 

 
 

We have ‘friendly URLS’ that you can also use to access these pages directly: 
 

Page Name Friendly URL 

My Applications www.mississauga.ca/portal/services/myapplications 

View Building Permit App Status www.mississauga.ca/portal/services/buildapplications 

Schedule Inspection www.mississauga.ca/portal/services/scheduleinspections 
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Schedule Inspection from Permit Status Page 
 
This method is recommended to for the Homeowner or Contractors for smaller projects since this page will provide quick 
overall status of the permit inspection. Although registration is not required, it is highly recommending that you such create 
a portal account (see How do I register to use this service section).  
 
You can access this page directly with this URL: 
 
http://www.mississauga.ca/portal/services/buildapplications 
 
Login using your portal account and enter your Application Number and Web Access ID (found on your Building Permit 
Notice). Press the Submit button. The website will display the Building Permit Status page. If you have already been using 
our system to track your permit prior to issuance, you will notice that Application Status pages have been replaced with 
the Building Permit Status pages (since your permit has now been issued). Note: you CANNOT schedule inspections until 
your building permit application has been issued. From this page, you can review your permit/inspection status. Once you 
are ready, simply click on the Schedule Inspection link. 



City of Mississauga / eCity – Managing Applications User Manual 

Updated:  Jan 2007    13 

 

Schedule Inspection from Schedule Inspection Page  
 
Once you arrive at this page, you can quickly schedule inspections. People should note that this application has been 
design to provide an online service to different user groups. Generally, the production home and condo builder will be the 
main user of this application. However, the application can be used by anyone to schedule an inspection on an issued 
building permit. 
 
Direct access URL: http://www.mississauga.ca/portal/services/scheduleinspection 
 
Look up Building Permit  
 
If you have arrived at this page from the Building Permit status page, the Application Number and WEB Access ID will be 
populated in the two-lookup fields. If you are accessing this page directly, you will need to enter the Application Number 
and WEB Access ID manually. 
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Schedule Single Inspection  
 
Once you have retrieved your building permit, you will be transferred to the Schedule Inspection page.  
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Once you have the Address selected you can start to enter other information. 
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Schedule Multiple Inspections  
 
At the time of permit issuance, you building permit record maybe subdivided into Permit Units. This will happen in the 
case of multiple unit residential permits (townhouses, apartment building, condo buildings). This will facilitate the 
scheduling of inspections for portions of the permit to reflect construction practice. For example, a permit for a townhouse 
block is issued as one permit, yet the building contains 6 units. The creation of 6 separate Permit Units will be linked to 
the permit and will allow you to schedule inspections against specific units in the building. 
 
Available Permit Units will only be displayed if there are Permit Units available. 
 
Whatever inspection type and inspection date you select will be used to create separate inspections for each unit you 
select. 
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Confirmation Screen 
 
The confirmation screen will display your inspection request. Please review before submitting your request. Please keep 
in mind that this is a request. The city requires 24 hour notices for an inspection. If you are requesting an inspection within 
the 24-hour period, we will make every effort to accommodate your request. If there is a scheduling or workload conflict 
for the Inspection assigned your permit, you will be notified by phone.  
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View Previous Inspection Results 
 
You can see a complete history of all previous inspection results carried out on your permit. This page can be accessed 
from the Schedule Inspection page. 
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Inspections Result Page: 
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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. 
Using earlier versions of either browser may cause problems in viewing and accessing some secure pages.  
 
Currently operating in the following browsers: 

• MS Internet Explorer 6.0 sp2 

• MS Internet Explorer 7.0 

• Netscape 7.0.2 

• FireFox 1.5.0.4 
 
This portal has also been designed to be best viewable in an 800 by 600 resolution. Using a lower resolution will result in 
horizontal and vertical scroll bars. 
 
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 your settings.  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. 
 
Service Pack 2 Issues 
 
The MS Windows XP Service Pak 2 may create some problems when attempting to display staff contact information.  
Both of these features are considered to be pop ups.  Service Pack 2 and IE 6.0 have a PopUp Blocker feature in IE 6.0 
under the Tools menu. You may need to adjust these settings.  You can add www.mississauga.ca to allow pop ups from 
our site and still keep your pop up blocker activated. 
 

 



City of Mississauga / eCity – Managing Applications User Manual 

Updated:  Jan 2007    22 

 
Application Error Message  
 
Once you enter your Application Number and WEB ID and you press Submit you may be confronted with ‘Invalid 
application number and external Web ID’.  Possible reasons why this message is displayed are: 
 

• You have entered an incorrect application and WEB ID combination. 

• You may have misinterpreted a character or number when entering the WEB ID.  It is sometimes difficult to 
distinguish some numbers and letters.  Try some different combinations of these characters, once you have the 
correct sequence, add the record to My Applications and in this manner you will never have to re enter the WEB 
ID as it will be stored with your portal account 

 
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 browser by pressing your F5 function key or 
using the Browse Refresh icon. 

 
 
 
 
 
Contact Information 
 
In the event of questions or problems, email staff at eplanbuild.info@mississauga.ca. 
 
 


