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Online Permitting Portal Access 
o Access the City of Vaughan Online Permitting Portal here 

Existing User Log In  
o Enter your email address and password you created for this account 
o Select “Sign in” 
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New User Sign Up 
o Select “Sign up now” under the “Sign in” button 
o Enter an email address to associate with the account 
o Select “Send verification code”  
o Check your email for the verification code  

 
o Enter verification code in Verification Code field 
o Select “Verify code” 
o Fill out the remainder of the fields for this account 
o Select “Create” to have your account created 
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Creating Your User Profile 
o Once logged in, select My Profile at the top of the homepage 

 
o Update your contact information using the fields under My Profile 

 
o Select “Update Profile” when completed to save your information 
o Once saved, select “Service Request Portal” at the top of the screen to return to the 

homepage 
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Creating a Service Request 
o On the homepage under My Service Requests, select “Add New Service Request” 

 
o Under New Service Request select your Service Type 
o For utility work, select “Road Occupancy Permit (ROP), Municipal Consent (MC) and Road 

Closure (RC) Application” 
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o Under Service Type: Road Occupancy Permit (ROP), Municipal Consent (MC) and Road 
Closure (RC) Application select your permit type 

o At any time, click “Restart” to redo the process of creating your service request 

 
 

Road Occupancy Permit (ROP)  
o When selecting the permit type under New Service Request, choose “ROP – Approval to 

temporarily occupy or work within the city right-of-way” 
o Under Request Type select “Normal”, “Emergency”, “Rush”, or “Retroactive” depending on 

your needs 
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o Once Request Type is chosen, select “Continue” to proceed to Additional Information 

 
o In Additional Information you will provide Application Details, Address Detail, and 

Supporting Documents 

 
o Select “Save for Later” at the bottom of a page to pause the application and continue in the 

future 
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o Applicant Details (Who, who for, contact info, etc.) 

 
o Road Occupancy Information (Linked project, location, dates, etc.) 
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o Project Details (Work Being Done, Lane Occupancy, etc.)  

 
o Select “Continue” when all fields are completed to proceed to Address Detail 
o In Address Detail you will enter detail in all fields for the street count from “Number of 

Streets Work is on” under Road Occupancy Information on the previous page 

 

o Select “Continue” when done to proceed to Supporting Documents 
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o In Supporting Documents, you will upload all necessary documents required for review of 
your application 

o Select Document Type from predetermined list, enter detailed Description, choose your 
File to upload, and select “Upload Document” when ready. You will need to do this for every 
document separately. 

 

o You will see a list generating all documents you have uploaded to your submission 

 

o Select “Continue” when you are ready to proceed to Review 
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o Review all information and documents provided for your submission request 
o Under Fees & Payment, select “Continue” when completed to submit your application 

 
o The submission process is now complete, and you can view a summary of your request 
o Select “Go to Home” at the bottom to return to the homepage or select “Log out” at the top 

to log out and finish your session 
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Municipal Consent (MC) 
o When selecting the permit type under New Service Request, choose “MC – Authorization to 

install new or modify existing infrastructure within the city right-of-way” 
o Select “Continue” to proceed to Additional Information  

 
o In Additional Information you will provide Application Details, Address Detail, and 

Supporting Documents 

 
o Select “Save for Later” at the bottom of a page to pause the application and continue in the 

future 
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o Applicant Details (Who, who for, job details, contact info, etc.) 

 

o Municipal Consent Information (Work location, streets required) 
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o Project Details (Description, Timeline, etc) 

 
o Municipal Consent Terms and Conditions 

 
o Select “Continue” when all fields are completed to proceed to Address Detail 
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o In Address Detail you will enter detail in all fields for the street count from “Number of 
Streets Work is on” under Municipal Consent Information on the previous page 

 
o Select “Continue” when done to proceed to Supporting Documents 
o In Supporting Documents, you will upload all necessary documents required for review of 

your application 
o Select Document Type from a predetermined list, enter detailed Description, choose your 

File to upload, and select “Upload Document” when ready. You will need to do this for every 
document separately. 
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o You will see a list generating all documents you have uploaded to your submission 

 
o Select “Continue” when you are ready to proceed to Review 
o Review all information and documents provided for your submission request 

 
o Under Fees & Payment, select “Continue” when completed to submit your application 

 
o The submission process is now complete, and you can view a summary of your request 
o Select “Go to Home” at the bottom to return to the homepage or select “Log out” at the top 

to log out and finish your session 
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Road Closure (RC) 
o When selecting the permit type under New Service Request, choose “RC – Permission to 

fully close a public road to traffic for construction” 
o Under Request Type select “Normal”, or “Rush” depending on your needs 

 
o Once Request Type is chosen, select “Continue” to proceed to Additional Information 

 
o In Additional Information you will provide Application Details, Address Detail, and 

Supporting Documents 
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o Select “Save for Later” at the bottom of a page to pause the application and continue in the 
future 

 

o Applicant Details (Who, who for, contact info, etc.) 

 
o Road Closure Information (Street names, proposed dates, etc.) 
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o Road Closure Details (Reason, Expectations, etc.)  

 
o Select “Continue” when all fields are completed to proceed to Address Detail 
o In Address Detail you will enter detail in all fields for the street count from Number of 

Streets Work is on under Road Closure Information on the previous page 

 
o Select “Continue” when done to proceed to Supporting Documents 
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o In Supporting Documents, you will upload all necessary documents required for review of 
your application 

o Select Document Type from predetermined list, enter detailed Description, choose your 
File to upload, and select “Upload Document” when ready. You will need to do this for every 
document separately. 

 
o You will see a list generating all documents you have uploaded to your submission 

 
o Select “Continue” when you are ready to proceed to Review 
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o Review all information and documents provided for your submission request 

 
o Under Fees & Payment, select “Continue” when completed to submit your application 

 
o The submission process is now completed, and you can view a summary of your request 
o Select “Go to Home” at the bottom to return to the homepage or select “Log out” at the top 

to log out and finish your session 
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Resubmitting a Service Request Due to a Change 
o Under My Service Requests select the “Resubmission” button on the right of the specific 

request 

 

o A pop-up window will ask you to confirm your request, select “Yes” 

 

o In Additional Information under Application Details fill out the Justification for your 
Resubmission with as much detail as possible 

o Select “Continue” to proceed 
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o Upload new documents required for review and approval of resubmission 
o Choose the Document Type, add a Description, attach a File, select “Upload Document”, 

and repeat as necessary until all new documents are attached 

 

o Review updated list of Supporting Documents to ensure all new documents have been 
uploaded 

 

o Select “Continue” when ready to proceed 
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o The resubmission process is now complete, and you can view a summary of your request 
o Select “Go to Home” at the bottom to return to the homepage or select “Log out” at the top 

to log out and finish your session 
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Requesting an Extension 
o Under My Service Requests select the “Extension” button on the right of the specific 

request 

 

o A pop-up window will ask you to confirm your request, select “Yes” 

 

o In Additional Information under Application Details fill out the Extension 
Reason/Justification and New End Date for your Extension with as much detail as possible 

o Select “Continue” to proceed 
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o The extension process is now complete, and you can view a summary of your request 
o Select “Go to Home” at the bottom to return to the homepage or select “Log out” at the top 

to log out and finish your session 
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Submitting As-Builts, Pre/Post-Construction Photos, Extra Docs 
o Under My Service Requests select the “Detail” button on the right of the specific request 

 

o Scroll down the page to Supporting Documents 
o Select “Add” to attach your new files 

 

o The page will expand to show the Upload New Document portion where you will upload any 
additional documents 

o Select Document Type from predetermined list, enter detailed Description, choose your 
File to upload, and select “Upload Document” when ready. You will need to do this for every 
document separately. 
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o Supporting Documents will update to show your additions 

 

o When finished, select “Back” at the bottom left or “Service Request Portal” at the top left to 
return to the homepage, or select “Log out” to end your session 
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Making Payments 
o Under My Service Requests review that Status of service requests to see Payment Pending 
o Select “Detail” to begin payment process 

 

o Scroll down to the bottom of the review page to Fees & Payment 
o Select the fee to pay if not preselected, Payment Status will be Unpaid 
o Select “Pay Selected Fees” to proceed to make the payment 
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o To make a payment you will need to fill out Payment Information and Address Information 
o There is a Comments section to fill out to include with payment if necessary 
o Select “Submit payment” to initiate payment 
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o Once payment goes through you will be at Payment Completed that shows your receipt  
o Select “Print” for a receipt copy  
o Select “Continue” to return to the Service Request Portal 
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