' City of
‘ Saskatoon
EPERMITTING GUIDE — ACCOUNT AND PROFILE SETUP

The following steps will guide you through creating a new ePermitting account and setting up your profile.

Please note that a new account is not needed if you already have a City of Saskatoon login account (e.g., used for utility bill

payments). This same account username / password can be used to login to ePermitting.

Account Setup and Login
Profile Setup

Associate Customer Account with a Professional / Contractor Account

W NR

Editing Professional/Contractor Account Information

Procedure

1. Account Setup and Login

e Navigate to the E-Permitting Customer Portal
o Action: Visit ePermitting - Welcome (saskatoon.ca) to create an account

e Navigate to the Create Account Page

o Action: Select the ‘Create Account’ button
FAasSSWOra

Sign in

Create Accoung\
Forgot your password?

Forgot your username?

* Please do not bookmark or favorite this page. Insts
bookmark or favorite www.saskatoon.ca.

e Enter Required Information

o Note: if you have an existing account, you won’t be able to create a new account using the same email.
o Action: Update the required fields marked with a red asterisk *

' City of
Saskatoon

Create Account | Identity Services

*Desired Username:

H WesleyHolowachul N

*Email Address:

JaneSSmith

*Confirm eman:

*Passw
testemail@test.com

Your password must contain at least one capital letter and one number.




e Create Account

o Action: Select ‘Create Account’ button
MITAOOE NdIne:

*Last Name:

Company Name:

I Create Account ]I

e Account Activation

o Action: Access the email used to create your account, then click on the activation link

n éé;i:gt[mll

Create Account | Tdentity Services

@ You're almost done!

Jane,

Your user account has been created, but is inactive, To activate the account you must frst confiom vour emal! address. An email will soon be sentto  testemail@test.com
containmg an activation link, Please chick the actiwation link to confim your address and sctivate your account.

oo Fust actuae the account by: 10/24/2023 3:52:37 AM

e Account Activation Continued

o Once the email link has been selected you will be taken to the following activation page.
o Action: Click the ‘Activate your Account’ button.

' City of

Saskatoon

Activate City of Saskatoon Account | Identity !

Activate your Account




e Account Sign In
o Once activated you will be taken to the following page. The link provided on the activation page will take

you the City of Saskatoon website login. This login is for City of Saskatoon services (e.g. utility bill

payments) but is NOT the ePermitting login for applying for sign permit approvals (the same account
login is used for both systems).

o No Action Required.

Activate City of Saskatoon Account | Identity Sel

& Hi again Jane!

Your user account " ianessmith " has been activated. You may now login1
Please click sign in on the[C_ity of Saskatoon website]and visit your desired service

e Login to ePermitting
o Action: Click on the ePermitting link:
https://Imspublic.saskatoon.ca/lms/pub/Imsguest/Welcome.aspx

e Login to ePermitting Continued
o Action: Under ‘Sign On’ click the ‘here’ button

Sign On
C]ickto sign on to Saskatoon.ca or to registe

Search ePermitting

Click here to search ePermitting for Building Pernr

e Login to ePermitting Continued

o Enter your newly created login information and select ‘Sign in’
Please enter your username
and password

JaneSSmith

.......i'..t..‘

Signin “
\

Create Account




2. Profile Setup

e Customer Portal Profile Setup
o Once you log into ePermitting you will be advised to complete your profile. This step is required prior to
submitting any applications.

Cityof
"f Welcome, Jane Smith Home Ssarch Pay MyPaymentz Profile  Sign Out

Saskatoon

Home

Your profife s nat et fully complete. Plesse complete your profiée by addng your address, phane number and Home Bullder Associaton membership
7 RtaEtS:
1

“faua will riat be whie to apply for sy parmits o appiications untl vour frofiie has been complated.

Please click on one of the following options or refer to the bottom of this page to see your dashboard
T "Iy IS ECTHONEST Lt will S Your CLvent INspeckions
The "my actwilias will show parmils &t gl gtatueas

The "my projecis” tabwill show projects that you create which can confain migtipls permsts. These same permits will De shawn oo the my sctivibes” 1ah

) Parmits

|‘ Inguiries

o Navigate to the Profile Page
o Action: Click the ‘profile’ link

Home

You s not yet fully complete. Please comple

status.

You will not be able to apply for any permits or appli

Please click on one of the following options or refer to th

The "my inspections” tab will show your current inspections.
Tha* LT

2doky el ol it 3 a0l ndab

o Update Required Profile Fields
o Update required fields marked with a red asterisk *

*First Name:
Middle Name:
*Last Name:
Company:
Email Address:
*Notification Meth:

the Home Builder
Association?

Jane

Smith

Smith
testemail@test.com
od: \_n wovar wwsan
@Email

*Are you a member of

Action Completion Emails

[ND

A

*MAILING ADDRESSES
< Mailing Address

Address Primary
+PHONE NUMBERS
== Phone Number
Type Phone Number Ext.




e FOR INFORMATION — Multiple Mailing Addresses
o If multiple addresses are entered, you will need to select a primary address

JRESSES
Address

3S Primary

t Ave N =
oon, SK S7K 2M7 4 X

3ERS

3. Associate Customer Account with a Professional / Contractor Account

The following steps are for customers that are associated with a Professional / Contractor account. This would allow a
company to have multiple employees apply for permits and access any permits the company may have on the go. If
you’re not associated with a Professional / Contractor account, these steps are NOT required.

e Associating a Customer Account with a Professional / Contractor (Business Account)
o If your customer account is associated with a Professional / Contractor account, then click the check
box for ‘l am associated with a Professional / Contractor’

| am associated with a
Professional/Contractor?

| am associated with a Referral Agency [_

Save and Complete Profile

e Enter the Professional / Contractor PIN
o A PIN number is used to associate a customer account with a professional/contractor (business)
account.
o Whomever was set up as the manager of the professional/contractor account will have access to the PIN
number under their profile and will be able to generate a new PIN number if necessary.
o If you don’t already have a professional/contractor account setup and would like to have one created,
please contact Bylaw Compliance at:
= 306-975-2684; or
= signpermits@saskatoon.ca
Once a professional/contractor account has been created and you’ve been provided a PIN number, you’ll
be able to proceed with the following steps.
o Action: Enter the PIN number in the ‘Professional/Contractor PIN’ field



Type Phone Number Ext.
| Mobile v (306 |) 123 |-1234 b 4

| am associated with a
Professional/Contractor?

MY PROFESSIONAL/CONTRACTOR

To Associate with an Existing Contractor - Enter Professional/Contractor Pil

3

Professional/Contractor PIN:[{E}AC-SGD-RSW |J Associate
To Register

egister a New Contractor - click link below

<= Register as a New Professional/Contractor

e Associate with Professional / Contractor Account
o Action: Click the ‘Associate to Existing Professional/Contractor’ button

imber

Phone Number Ext.
fl(306 |)[123 |- [1234 *®
fwitha
e
ontractor? @

ONAL/CONTRACTOR

h an Existing Confractor- Enter Professional/Confractor PIN below.

ontractor PIN: [7AC-3GD-RSV ! [ Associate to Existing Professional/Contractor ]

w Contractor - click link below!

as a New Professional/Contractor

i with a Referral Agency [

e Save Updates
o Action: Click the ‘Save’ button

Professional/Contractor PIN: |7AC-3GD-R5V
To Register a New Contractor - click link below.

== Register as a New Professional/Contract

| am associated with a Referral Agency [ |




4. Editing Professional/Contractor Account Information

e Select the Professional / Contractor Account

o Action: Click the Professional / Contractor object.
. re . rrone reanoer TXL
Mobile v|([Bos |)[123 |- 1234 b4

MY PROFESSIONAL/CONTRACTOR

Wes Test Professional Po
Phone: (306) 123-1234, No License Numbers

9
b

| am associated with a Referral Agency [

e Account Details Tab
o The Professional/Contractor Account information can be updated under the ‘Details’ tab
o Optional Action: Any of the fields shown under ‘Details’ can be edited as needed.

& Professional/Contracto

Wes Test Professional
Phone: (306) 123-1234, No License Numbers

DETAILS ASSOCIATED ACCOUNTS

*Business Name: Wes 1
Doing Business As:
Notification Method: (Non

Primary Phone Number: (1306

Office Phone Number: (

e Account PIN
o Optional Action: The manager of the professional/contractor account can provide this PIN to staff to
associate their customer account to the professional/contractor account or select ‘New PIN’ to
generate a new PIN number (e.g., staff turnover).

(None) v
(1306 |)[123 (-1234

( )

{ )

( ) -

7AC-3GD-RSV | New PIN




Associated Accounts (Assigning a Manager or Removing Accounts)

O

Optional Action: The customer can assign / re-assign a ‘Manager’ for the professional/contractor
account and/or remove associated accounts under the ‘Associated Accounts’ tab.

& Professional/Contractor

Wes Test Professional
Phone: (306) 123-1234, License Number: Surveyorl

DETAILS ASSOCIATED ACCOUNTS

#Business Name: Wes Test Professional
Doing Business As:
Notification Method: (None)
Primary Phone Number: (306 ()123 |-|1234

Office Phone Number: ( )

£all ok [XTTTE Y { \

ACCOUNTS

(]

1, SK S7TK 2M7 x




