
Western Cape Portal
How to register on the Portal as a user



https://westerncape.collaboratoronline.com

When opening the link, 
you will see this screen.
Select the ‘Create an 
Account’ to create the 
User Account

https://westerncape.collaboratoronline.com/


Complete all the fields
The email address you 
enter will become your 
Username to log into the 
site.
This email address will also 
be used to send the 
Password Reset email if you 
reset to change your 
password.
Once done select the 
‘Submit’ button





Once you have created the 
User Account.
A Partner needs to be 
registered in order to submit 
applications.
Once you have logged in by 
using the URL select the 
‘Account’ tab. 



Click on the Action button
Select Register Partner



On the Register Partner task 
you will 
need to complete all of the 
required 
fields

Step 1: Update Partner Details
-Complete the details pertaining to company / individual
Step 2: Update Primary Contact Details
-Primary contact details 
i.e. contact information
Step 3: Activate Services
-Make sure to select to Activate the service you require. i.e. 
Events and Film Services









Grant access to other users 
in your practice who have 
registered with their own 

email address. If you don’t 
do this then they will not 

be able to see the practice 
when logging in.



Enter the email 
address and the 
status will update to 
Active if it is a valid 
email address.



HOW TO COMPLETE AND 
EVENTS APPLICATION ONLINE



Click on Event & film 
Management



Click on Event Management



Click on the 
action button

Register Application to Host an 
Event



Fill in all relevant information



Click on different tabs and fill in 
the information

Submit once you have filled in 
all the information



All relevant documentation will 
display here. Click on the action 
button to add a PDF document

Action 
button

Click on the event application 
and the Webpart with 
outstanding documents will 
populate



Click on Browse to upload the 
relevant document from your 
PC. Click Submit when you are 
done



Once all documentation has 
been uploaded, the option to 
submit the application will 
come available on the action 
button. If you don’t submit the 
application it will not arrive on 
Premise at the Municipality.

Action 
button



Click Submit



Thank you for your time!


