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User Registration
Step 1: Copy link and paste into web browser

https://westerncapecollab.collaboratoronline.com/ or

https://westerncapecollab.collaboratoronline.com/SignIn.aspx

Step 2: Select ‘Create New Account’. 

Step 3: Complete user details. Your email address will be used as Username.

Step 4: You will receive an email to confirm the successful creation of the user 
account. Follow link on the e-mail and Sign in

Problems Signing In?

Close all browser windows, open browser again, copy site

https://westerncapecollab.collaboratoronline.com/

 and sign-in with the new username and password.

https://westerncapecollab.collaboratoronline.com/
https://westerncapecollab.collaboratoronline.com/SignIn.aspx
https://westerncapecollab.collaboratoronline.com/


Complete Company/Individual 
Consultant Detail



Account Setup (Activate Service)

https://westerncape.collaboratoronline.co
m/default.aspx

Go to ‘Account’.

Click on the ‘Action’ button next to your 
User Account name.

Select ‘Activate Services’ from the Drop 
Down Menu.

Select ‘Yes’ for services to be used.

When done click on ‘Submit’.



Account Setup and Company (Partner) Registration
https://westerncape.collaboratoronline.com/default.aspx

When signed in - go to ‘Account’.

Click on the ‘Action’ button next to your

 User Account name.

If the Partner (Company) is not yet registered -

Select ‘Register Partner’ (Company) from the 

Drop Down Menu. 

This information will be reused with each application submitted.

Step 7: Complete all fields.

▪ Company Detail

▪ Contact detail

▪ Service Activation (Select the service applicable to your 
company).

When done click on ‘Submit’



Complete Company/Individual 
Consultant Detail



Verify Contact Detail obtained 
from registration information



Indicate which 
services will be used



Complete a Wayleave Application

From the Home page – select the ‘Wayleave Application’ Site

Wayleave Application

https://westerncape.collaboratoronline.com/default.aspx

https://westerncape.collaboratoronline.com/default.aspx


If your company does not display – search 
by typing the Company name in the grid

Click on ‘Action’ button, next to the 
company name to open options

https://westerncape.collaboratoronline.com/Wayleave%20Applications/default.aspx 

https://westerncape.collaboratoronline.com/Wayleave%20Applications/default.aspx


Select ‘Add Wayleave 
Application’



Select the applicable Municipal 
Area from the data source



Specify if the Wayleave is an 
original (new) or an Extension 

of previous application

If an extension, the following 
field will display to select the 

‘Original application reference’



Specify the deposit payment option 
applicable



Open Hyperlink to read 
documentation/specifications/terms and 

Conditions. Tick to confirm.



Shape and location

1. Select the shape Icon 
to open the map

2. Select to draw a 
point, line or shape on 

the  map

3. Draw a point (click on 
the location). 

A line (double click, 
drag line and double 

click to end line)

4. Submit shape data to 
Collab



Shape information will 
display 



Complete information 
related to the 

Location

Use the data source 
for al lost of towns

Select Multiple Areas 
if applicable and 
specify this in the 

Location description

A detailed Layout/Site/Route Plan should be 
uploaded. This required document will display 

on the ‘Supporting Documents’ list after the 
application is completed.



Verify Company/Contact Detail. 
Information obtained from 

Company registration

Submit the 
Application



Return to the 
Wayleave site

Application will 
display on the list

List of Outstanding 
Documents to be uploaded

Once uploaded documents 
will display here



Upload Supporting Documents

From Action button next 
to document, select 

‘Add Document’ on Drop 
Down

Upload
• Cover letter
• Route Plan
• Indemnity Form

When all supporting documents 
are Uploaded the Application will 
be submitted to the Municipality



Proof of Payment

Invoices will be issued for:

1. Application Fee and Deposit (After initial review)

2. Municipal Services (Prior to Permit issue)

Applicable Proof of Payment need to be uploaded

Click on the Action 
Button to Upload



Closure and Deposit Reimbursement

From Action button next 
to Application

Select Request Wayleave 
Closure and …..



Complete Banking 
details and ‘Submit’



CONTACT INFORMATION

Business Engineering (Pty) Limited

E-Mail: charmainedp@be.co.za

Phone: +27 823378026
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