CITY OF CAPE TOWN

.SsT.:gK&iﬁg% oA USER MANUAL: Development Application Management

@ SPATIAL PLANNING AND ENVIRONMENT
Portal (DAMS)

DEVELOPMENT MANAGEMENT - HOW TO LOG A COMPLAINT FOR
UNAUTHORIZED LAND USE AND BUILDING STRUCTURES

DAMS Overview:

The Development Application Management System or DAMS allows for the
electronic submission, processing and fracking of building plans and land use
applications. DAMS is fully integrated with the City's SAP enterprise environment and
links the City's central property repository —which also fully integrates with our
Geographic Information System (GIS) — with the City's digital financial system and the
main electronic document/records management system.

The Development Management Department only accept building plans and land
use applications submitted online via e-Services. Read or download our DAMS
Registration Booklet for guidelines on how to register.

BDM Portal Applications at a Glance:

The Building Development Management Portal have been enhanced to
differentialte between, various application types, based on standard process flow
applications and stand alone process flow applications.

DEVELOPMENT MANAGEMENT - HOW TO LOG A COMPLAINT FOR
UNAUTHORIZED LAND USE AND BUILDING STRUCTURES

Overview:

This user manual will simulate the process “How to Log a Complaint” via the
platforms indicated.

PLEASE NOTE:

4 e Complaints can be processed using DAMS when logged onto the
: e-Services Portal.
A e Complaints can be processed on the City of Cape Town Mobile

App (Downloadable from your Mobile Play Store).
e Complaints can be processed from the City of Cape Town web

page.
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DAMS Complaint Access and Process:

Development Management e-Services home page:

Development Management  General

Development Management

About Us Building Land Use Property BDM/LUM Complaints Calculators
Development Management Information Development
Management Contributions

General =g
. ——_—
Contact us Frequently asked My user profile My user roles Service Registration My services Organisations

questions User details Organisation role as for Supplier Self Ser.
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Using Various Platform Options to Log a Complaint or Service Request

Complaint Process Index: Page No.

Option 1 - Log a Complaint using the DAMS Portal: PG 4

e Log onto Eservice
e Navigate to New e-Service Portal Home Page
e Select the Complaint tile to begin

Option 2 - Log a Complaint using the City of Cape Town
Mobile Application: PG 5

e Download and Install the City of Cape Town Application from your Mobile
Play Store
e Select the Create a Service Request to begin

Option 3 - Log a Complaint directly on the City of Cape Town website: PG 6-7

e Enter and search the City of Cape Town website on your device or computer
browser

e Select the City Connect Link

e Select the Service Request/ Report a Fault(C3) link

Create, Request a Service Request or Log a Complaint Process:

1. Create the Service Request PG 7

2. Select the Service Requestor Complaint Type PG 8

3. Complete the Search Criteria PG 8-10

4. Complete the Complaint or Service Description PG 11

5. Search and Add Complaint Property Location PG 12-13

6. Document Selection and Upload Process PG 13-14

7. Provide Contact Information PG 14-17

8. Complaint Review Confirmation and Submit PG 17

9. Complaint Service Request Created PG 18
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OPTION 1: Accessing Complaints on DAMS via eService Portal

% nas bean dasgned Io enabis you 1o imlerac with the Sy of Caos Towm anlne

thas irfiormabion you prowiced durng MQEEhon. You £ changs These cetais should you need tn. Fasss nols tat doing so does ot changs any informaton you
sarsoan (for exampie = Tareers’). i only CRENGEE ths AN FEEVIT 1D 00 LIAT MgEITEton.

fic to orgarusabon megistrationa) $hores 8 st of fe roles maigred to you by ofher peapie it your SgENisEbon. Fou feed 1 BSTvale fese noe io Degit
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(Log on to the eService
Portal and select the

~-=link to navigate to the |[... ...
““*new portal.

jurt sfer corfrmton of regataten

Development Managemen!  Municipal Accounts  Molor Vehicle Reagistralion  General

Development Managemeni

My DAMS Building Land Use roperty BOMALUM
Apphcations Development Management SEIEC* *h E nformation Development

Management Contributions

Complgints

. :
MNew municipal Smartmatar Proparty Valuation eBilling
account - Objection
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COMPLAINT FOR UNAUTHORIZED LAND USE AND

BUILDING STRUCTURES

OPTION 2: Accessing Complaints via the

City of Cape Town Mobile App

' Google Play Q city of cape town app

Manage your municipal affairs and other
city services using one login.

) D

. lor =
Register on or |,

Login to the -
e-Service
Portal.

[] Have your say >
You have the right and duty to
participate in local government

decision-making.

0

Alerts

r

Home

® =

Load-shedding Report a fault

Apps & games Movies Books i
Download and install

City of Cape Town the City of Cupe.Town
City of Cape Town f,"' App OniO d IT'IObllE
Conn ur Cit ~ _~device.

| ect to your City %/”1 ——
? y m"-_ ERL 7 5 access
‘h© 509 reviews p afacs Rated for 3+ ﬁ:ﬂmynftn A

- information

and valuable :
= Home Home

[ Il

mMave your say
You have the right and duty to
participate in local government
decision-making.

Submit a service request, report a fault
in your area or log an issue online.

| Create a service request

!

Search for a serv\l\ t 1

Create a Service
Request or Log a
Complaint.

<

B News and media

Read the latest news to find out more

ﬁ @ ) al

Load-shedding Report a fault Alerts

| = & < |
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OPTION 3: Accessing Complaints via the City of Cape Town Web Page:
https://www.capetown.gov.za

wwnw. capetown.gov.za

CITY OF CAPE TOWN
PEILEND SALERARS
STAD KAAPATAD

\Enter and search the City of
Cape Town website in your
browser.

Trending

e e N I e ey
= e e ey

Take care of your health, househoid Find work. do business, imesf in

Build, transfonm and explore cur
and ulility seraoes Cape Town

communifics

Discover fhings 1o sse and do n Apply for & sanvice search for @ joi
Capa Town repost a faull jog onko e-Services

-
CITY OF CAPE TOWN
EIRERD SARERARA
- STAD KAAFITAD

@ Note: Service Requests
can be search for or
select City Connect

Take care of your hoalth, househ:
and uliily services

i, fransfonm snd axplons our
munies

Discover ihangs lo see ard do in Apply for a service. search for a job

Cape Towm repost a fault log onlo e-Services

Rremiader Clur muboss unes cockies I Snmurs me ghe pos S D90 epersncs | [Ty SOMBPUIng we SLume (o penmian B depley makes. 25 Setaked o o
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CITY F CARE TOW
PR D S S A A
T LA ATAD

CityConnect FEerETES ’

Top CI'[‘y Connact Sarvicas - i
J ¥ L 2 BFPLY »
~rornr_— S@leaect the .

Service s

JRequests/ ,
Report a Fault
(C3) link.

TERDER 3 RF

FIMD GRANT S AND FLMDIMNG >
HAWE YOUFR SAY >
ACTIVITIES AND PROGRAMMBE T >
GET INVOLVED >
SO0 »
ALL CITY OFNLEINE SERVICEE >

Request a Service or Log a Complaint Process:

STEP 1: Creating the Service Request:

The “Log a Complaint” process is the same process across all available platforms
indicated in this fraining material

CHY OF CAFE TOWS
FHNEKD SASTHAFA
STAD KAAPSTAD

o Q 2N

Create Service Search Service Dispute Service
Request Request Request

N
™\

“\_Select Create
Service
Request.

Copyright 2024 City of Cape Town. All rights reserved HELP COOKIES PRIVACY
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STEP 2: Selecting the Service Request/ Complaint Type

|° Category Search | EF  Descnption ¥ Address &  Atachment

1. Category Search

W' Try cur quick search functionality

Enter a search term Select the i
Building and
Planning tile.

Building and ‘?‘ City Parks and 6 Electricity Heatth
Pianning hifd  Recreation A4

or select an icon to get started

Facilities

Stormwater and Subways

Flooding

O Safety and *) ] Social

Security =% Cevelopment

© it -

: Transport, Traffic Waste Senvices Water and
. and Roads D (Refuse) Sanitation

“Category Level 1

STEP 3: Completing the Category Search Criteria Process

New Service Request

@ Category Search EF Description & Address & Atachment &=

Enfer a search ferm 5

@Note: Category Level 1 will
automatically be completed

as per service type selected
for request.

Please proceed to complete category level 2 and 3

*Category Level 1

Building and Planning

*Category Level 2

Select the Category e
Level 2 drop-down |
arrow.

*Category Level 3

b
Cancel
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0 Category Search EF Description &  Address &  Atachment S|

Enter a search term o

Please proceed to complete category level 2 and 3

*Category Level 1 Select the relevant
Building and Planning Confrc:venﬁon/
Complaint type.

)

*Category Level 2

Building Work Contravention

Zoning Contravention

Cancel

e Category Search 3 Description & Address & Atachment S|

Enter a search term 2

Please proceed to complete category level 2 and 3

*Category Level 1

Select the Category
Level 3 drop-down
arrow.

*Category Level 2 )\

‘ Zoning Contravention ~

Building and Planning

*Category Level 3

Cancel

| |
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9 Category Search B3 Description ®  Address & Attachment 1=
Other Complaints [
Unauthorised Church
Unauthorised Créche
Unauthorised Estate Agents
Unauthorised Guest House / B&B SeleCi *he
Unauthorised Hair Salon / Beauty Parlour / Barber Shop relevq ni’

.
Unauthorised House Shop / Tuck Shop Conh’qvenhon/
Complaint

Unauthorised Mechanical Workshop

type.

Unauthorised Panel Beating / Spray-painting

Unauthorised Shebeen

Unauthorised Storing of Chemicals / Hazardous

Unauthorised Tyre Sale & Fitment

Cancel

|| <

e Category Search EZ  Description & Address & Avachment &=

Please proceed to complete category level 2 and 3

*Category Level 1

Building and Planning v

*Category Level 2

Zoning Contravention v
Select to

“Category Level 3 ~_continve,

Unauthorised Créche v

Next Step Cancel
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STEP 4: Complete the Complaint or Service Description

QQ?‘ Category Search @ Description & Address &  Attachment |

2. Description

All fields marked with an asterisk ( = ) are required

2 Describe your service request, issue or complaint.

*Describe Request

Enter description of reguest

Select the Describe Request
field and describe your
complaint/ contravention.

Cancel

QQ?‘ Category Search @ Description ®  Address &  Attachment S|

2. Description

All fields marked with an asterisk ( * ) are required

B Describe your service request, issue or complaint.

*Describe Request

Creche popped up over night at the neighbour accross the road|

Selecfm

to continue.

/

Next Step Cancel
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STEP 5: Search and Add Complaint Property Location

= iy T
I’\Qj - f\ﬁ) Description —————— @ Address & Atachment El  Contact Details

l & Tell us where in the city the requested service is required (or issue is located). ‘

| "
it O P e
Select the search
box and enter the
address of origin for
/lyour complaint

Hurequest.

Cape Farms Joostenberg Viakte
Jigak:

o

W e

53
=

B Sy !
I Macassar, Stellanhnech F armes i
IS F . "
Noordhosk:
i Step 1: Click on the button to enable
A plotting
Geordonsg

Simons Town =
Add a Point

TSI DT T T

=
(L Q/‘u " u\ﬁ) Description ————————— @ Address &  Attachment [ Contact Details

3 Tell us where in the city the requested service is required (or issue is located).

%

Search, Select and
confirm the
property address
for your complaint

\ A
Table View l|
W

o

pienaar roacl b

Robhen Island

87 PIENAAR ROAD ¢
MILNERTON, MILMERTON 4

Miln er:t‘en

PIENAAR ROAD MILNERTON

Cape Town R

PIENAAR RCAD MILNERTON

Table Mountainl s

PIENAAR ROAD MILNERTON 3 H?’f,,“mo,,-;; = T =
] I = ! A

PIENAAR ROAD MILNERTON ; £y \“\L e

-;.?” ) - 5

Hout Bay i [ \x

PIENAAR ROAD MILNERTON r!. i Philippi =

I::! Macaszar. 7 Stallanhacch Farme:
PIENAAR ROAD MILNERTON o it o .

Step 1: Click on the button to enable
A plotting
Gaordons
Simons Town Add a Point

ST R g T ar o
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@ 3 @ Description ————— @ Address &  Attachment 3  contact Details

Tell us where in the city the requested service is required (or issue is located). ‘

Select Doneto
complete the
adding of the

com plc:lnf Step 2: Click on the map to plot a point |

location.__

Done

it -
'/
City of Cape Town

Powered by Esri

Next Step Cancel

STEP é6: Document Selection and Upload Process

@ = Description —————— Address ———— @ Attachment 25  contact Details

4. Attachment

l & Service request attachment

Select file to attach

Choose a file to upload.. Browse..

' to upload
nt form
document and
photogragh of the
contravention/
complaint.

Er.

Next Step Cancel
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BUILDING STRUCTURES

————a @ Attachment

P

(Q) - (B P~
\8_ i =N Description ( @/ Address

4. Attachment

2= Contact Details

@

Service request attachment

Select file to attach

TEST DOC_1.pdf

(%)

ument to describe your request further.
ile size is 10MB.

You
Select

to continue.

Cancel

STEP 7: Provide Contact Information

Next Step

@) % @ Description ————

All fields marked with an asterisk ( * ) are required

@ Address —— (@ Attachment ——

@ Contact Details

‘ s} Contact Details

First name

Own Name

Surname

Own Surname

Select and enter your
hame das per your
identity document.

Email

Name_Surname@email.com

Mobile (Enter 10 digit number)

Preferred feedback method

Email

® ) Mobile

Cancel

Page 14 of 18
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'./Q\,l = l(ﬁ\' Description ——— f@ Addresy ———————— @ Attachment —— Contact Details
N A = N N

All figlds marked with an asterisk ( * ) are required

‘ Fs Contact Details

First name

Own Name

Surname

Own Surname

Email \

Name Surname@email.com Seiecf dnd eni-er your
surname ds per your
identity document.

Mobile (Enter 10 digit number)

Preferred feedback method

Email
® ) Mobile
(\8\) = @ DESCHDIEGH e— @j‘ Address —— (({;;) Attachment —— @ Contact Details
All fields marked with an asterisk { * } are required
‘ rs} Contact Details
First name - ~
Cn N Select and enter a
contactable email
g address to receive
S sumane correspondence.

Name.Sumame@email.com

Mobile (Enter 10 digit number)

Preferred feedback method

Email

®) Mobile

Cancel
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(Q) - (&) pescripion —— (@) (@ m 7. i
.\_C_l/,l I\F/ Description \@} ) Address \@ Attachment I'SB Contact Details

All fields marked with an asterisk ( * ) are required

‘ rs} Contact Details

First name
Own Name

sSurname -,
S Select and enter a

contactable mobile

Email number to receive

NamE.Sumame@emaii.CGm Correspondence

Mobile (Enter 10 digit number)

Preferred feedback method

Email
® | Mobile
Cancel
'(E—f{ J (’j\' Description ——— (@ Address —— (%} Attachment —— Contact Details
‘ = Contact Details ‘
First name A\Note: The Complainant details are
Own Name to be truthfully completed in the
Contact Details Fields to receive
surname
correspondence.
Own Sumame
. In the event where the Complainant
_ is non responsive and non
Name Surmame@email.com =
contactable, the Complaint
Mobile (Enter 10 digit number) Requesi’ Case will be closed!
0611234567
Preferred fesdback method Select to indicate your
Email preferred method to receive
< hosse correspondepce regarding
your Complaint Request.
Review Cancel
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=
L T P PR —
\El/ E ) Description @) Address &) Atachment Contact Details
‘ r] Contact Details

First name

Own Name

Surname

Own Surname

Email

Name Sumame@email.com

Mobile (Enter 10 digit number)

0611234567

Preferred feedback method SEIEC* m 1'0
! continuve.

Mobile

STEP 8: Complaint Review Confirmation and Submit

£ Summary
Address A\Please review all information
treet Number o and details captured, should
Street PIENAAR any changes be required,
Suburb MILNERTON select the "Edit" OpﬁOﬂ
available after each section.

Edit Y

Contact Details

ik ame Own Name Select to

Surname Own Surname com plete your
Telephone 0611234567 Com plqinf

Email Name Surname@email.com Req vest.

Preffered EMAIL

communication

Edit

Submit
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STEP 9: Complaint Service Request Created

Service Request Created

] [l Service Request successfully created I

Service Request Reference Number

The Complaint/

9117419415

Gy Lavo Service Request
Building and Planning has s UCCGSSfU"y
oM L been created.

Zoning Contravention

Category Level 3

Unauthorised Créche

®Note: Automated
notification with the
Complaint Number and
details will be emailed or
sms'd to the complainant.

Description
Creche popped up over night at the neighbour accross the road
Address

87 , PIENAAR | MILNERTON |, Cape Town, South Africa

Close

{®] Service Request Created

| Gl Service Request successiully created |

Service Request Reference Number
9117419415

Category Level 1

Building and Planning

Category Level 2

Zoning Contravention

Category Level 3

Unauthorised Créche Select to
Description ex;ll a nd

Creche popped up over night at the neighbour accross the road rei‘urn ‘l'o i’he
Address main menu.

87 , PIENAAR | MILNERTON , Cape Town, South Africa

Congratulations! You have successfully made your submission/enquiry.
Click here to view other available user manuals.

For online services and enquiries, contact us through our District Information Hubs:
Bloauwberg Northern  Cape Flats Table Bay

Helderberg Tygerberg Khayelitsha Southern
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