
TOWNSHIP OF NORTH DUNDAS CLOUDPERMIT APPLICATION GUIDE

Township of North Dundas  |  Cloudpermit application guide 1

Entranceways and Civic Signs

Using an existing building application

A step-by-step guide to creating a new entranceway and civic sign application from an already submitted building permit.

Before you begin

• Open an existing, submitted building permit application.

• Have your proposed entranceway or civic sign details ready.

• Prepare a site plan showing the proposed entranceway and/or civic blade location.

IMPORTANT:

This process requires you to create a new project from an already submitted building application.
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Step 1 — Open the submitted building application

Open your submitted building permit application. Under Options , select Copy as a new workspace . 
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Step 2 — Create a new project

Select Create a new project . Enter a descriptive name, such as Property address - Entranceway , then click Next . 
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Step 3 — Confirm the property location

Search for the property address, confirm the correct property and click Next . 
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Step 4 — Review the parties

Select the parties you want to include in the new workspace. Review the details, then click Next . 
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Step 5 — Select attachments to carry over

Select any attachments to carry over from the building application. A site plan is required. Carry it over only if it shows the 

proposed entranceway and/or civic sign location. Otherwise, select nothing and click Next ; you can upload the site plan later. 

Jason Forget
Rectangle




TOWNSHIP OF NORTH DUNDAS CLOUDPERMIT APPLICATION GUIDE

Township of North Dundas  |  Cloudpermit application guide 7

Step 6 — Create the workspace

Review the property, parties and selected attachments. Click Create Workspace to continue. 
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Step 7 — Change the application category

DO NOT DO ANY WORK IN THIS CURRENT WORKSPACE. YOU MUST CHANGE THE WORK CATEGORY BEFORE 

PROCEEDING. Open Options and select Change category, work type or work target . 
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Step 8 — Select Entranceways and Civic Signs

Choose Entranceways and Civic Signs from the category menu, then click Save . 
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Step 9 — Complete the required application form

After the category is saved, the Entranceway & Civic Application form should appear under Application Forms. 

Open the form. 
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Step 10 — Fill out and sign off the form

Complete all applicable fields. Select the purple Sign-Off button. 
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Step 11 — Confirm the signed form

After selecting Sign-Off , click OK at the top right of the form to confirm the sign-off. 
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Step 12 — Return to the workspace

Once the form is confirmed, select Close Forms and Go to Workspace at the bottom right of the screen. 
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Step 13 — Review the site plan and attachments

Check that a Site Plan is attached. If one was not carried over, upload the required plan. Once all required tasks are complete, 

sign off and submit the application. 
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Step 14 — Confirm submission

Once the application has been submitted, a confirmation screen will appear. Select Proceed to Workspace to review your 

submission. 





