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How to Apply for a New Entranceway / Civic Sign Permit
A step-by-step guide to submitting a standalone entranceway permit application through Cloudpermit.

Before you begin

• Open the North Dundas Cloudpermit portal.

• Have your property information and proposed entranceway details ready.

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

Note: This guide covers a new, standalone application. Applications linked to an existing building permit are covered in a separate guide.
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Step 1 — Open the permits application

Open the Permits tile and select Apply Now.
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Step 2 — Enter project details

Create a project title and provide a brief description. For example, use the format Property address – Entranceway. Select the

applicable option under Initialization of application, then click Next.
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Step 3 — Select the application type

Select the applicable Entranceways and Civic Signs application type from the scrollable menu, then click Next.
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Step 4 — Select the property

Enter the applicable project address, confirm the correct property is selected, then click Next.
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Step 5 — Review parties to the application

Cloudpermit automatically fills in the property owner information. If the applicant is someone other than the property owner, two

party boxes will appear, as shown below. To change any party information, including roles, select Edit on the applicable box.

Confirm that all party information and contact details are complete and accurate, then click Next.

Privacy: Personal names and contact details are obscured in this example; the other application fields remain visible.
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Step 6 — Complete and sign off on the form

Complete the required form, then click Sign-Off. You will be asked to confirm that the information is correct. Once confirmed,

continue to the next step.
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Step 7 — Upload the site plan

Upload the required Site Plan. This may be an image or document showing the proposed location of the entranceway and/or civic

blade on the property. Assign the uploaded file to the required Site Plan attachment, then click Next.
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Step 8 — Review and submit the application

Review the application details. Ensure all required forms are complete and all required documents are uploaded, then click Submit

Application.
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Step 9 — Confirm submission

When your application has been successfully submitted, a confirmation screen will appear. Click Proceed to Workspace to review

your submission.

Note: This is the confirmation that your application has been successfully submitted. If you do not see this screen pop-up, check to ensure your application was submitted.
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Step 10 — Follow your application

Use the application workspace to track progress, view messages and respond to requests for additional information.

Note: This is an example of a submitted workspace only.





