
Made with Scribe - https://scribehow.com 1

Submitting a Pre-Consultation Committee
of Adjustment Application Online

1 Navigate to https://www.citywindsor.ca/

2 Click "E-Services"

https://scribehow.com
https://www.citywindsor.ca/
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3 Click "Committee of Adjustment"

4 Click "Apply Here"
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5 Enter the registered "Email Address"

6 Enter the "Password"
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7 Click "Sign in"

The Applicant will land on the "My Planning Applications" Dashboard.
This is the home page of all the planning applications created and/or submitted by
the applicant
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8 Click "Create New Application"

9 Select the "Committee of Adjustment - Consultation" option from the "Application
Type" dropdown
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10 From the "Sub Type" dropdown, Select the required sub type - "Minor Variance" or
"Consent (Severance)" or "Both Minor Variance and Consent"

11 In the Text box - Provide the information describing your proposal. (e.g. lot
creation, easement, exception to bylaw standards, etc)



Made with Scribe - https://scribehow.com 7

12 "Enter Description of the application you are applying for"

13 Click "Please provide information describing your proposal. (e.g. lot creation,
easement, exception to bylaw standards, etc) A description of matters u..."



Made with Scribe - https://scribehow.com 8

14 Click "Continue"

15 Click "Please check this box if you agree with the above collection of use of
personal information."
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16 Click "Submit"

17 Click the "Search Address" field.
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18 Type in the property address

19 The property address will show up and user needs to click on the property address
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20 Click "Search"

21 Verify the Property address details



Made with Scribe - https://scribehow.com 12

22 Click "Select"

23 Click "Continue"
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24 Verify the "People Details"

25 Click "Continue"
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26 Enter all the information truthfully to the best of the knowledge on the
"Application Details" screen

27 Enter the Proposal Information
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28 Enter remaining details on the screen to the best of the knowledge

29 Enter remaining details on the screen to the best of the knowledge
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30 Enter remaining details on the screen to the best of the knowledge

31 Click "Continue"
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Steps 32 - 37 are Recommended but optional. This means uploading a supporting
document might build a stronger application but the user can continue
submitting the pre-consultation application without it.

32 On the "Supporting Documents" screen Select the "Drawings and Supporting
Documents" option.
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33 Enter the "Document Description"

34
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35 Click "Browse" and select the document

36 Verify the Uploaded document
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37 Click "Continue"

Pre-Consultation Application is now submitted successfully and user can verify the
details.

Post submission user will recieve an email confirming the submission and next
steps
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38 Verify "Application Details"

39 User can Click "Go to Home" to view the dashboard
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40 Verify the application details on the "My Planning Applications" Dashboard


