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INTRODUCTION TO PRONTO (At a Glance) 

Registering an Account in Pronto 

As of July 2023, certain Building Permit applications will require citizens and members of the building 

community to register an account for Pronto, the City’s online ePermit solution. 

TO REGISTER AN ACCOUNT:  
 

1) Using the latest version of your Google Chrome, Firefox, or Microsoft Edge web browser, 
navigate to the City’s Pronto portal. 

2) Select Register for an Account in the top right corner of the page, or alternatively select Create 
an Account beneath the sign in portion of the page. 

3) Complete the account details screen 1 of 2 and select Continue. 
4) Complete the account details screen 2 of 2 and select Submit. Note the differences between the 

account type are noted below. 
5) Once you’ve successfully created your account, select the Sign In button to continue. 

 

Contact Type 

Type Description 

Individual Select Individual if you are not an organization (I.e., homeowner) 

Organization 
Select Organization if you would like to create a central account for your 

organization or business (I.e., builder, developer) 

 
Note: both individuals and organizations functionally behave the same in Pronto. Both types enable the 
use of delegate accounts if required. For more information on delegate accounts, refer to the Account 
Management section of this document. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://aca-prodca.accela.com/CGS/Login.aspx
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Logging into Pronto  
 

TO LOG IN:  
 

6) Using the latest version of your Google Chrome, Firefox, or Microsoft Edge web browser, 
navigate to the City’s Pronto portal. 

7) Enter your username and password. 
8) Select the Sign In button. 

 
 

  

https://aca-prodca.accela.com/CGS/Login.aspx
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Logging out of Pronto 
 

 
TO LOG OUT:  
 

1) Select the Logout button on the home page in the upper right corner. 
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Basic Navigation Controls  
 

Once you have logged into your Pronto account, you will be directed to the home page or Dashboard. 
The Dashboard is the starting point for all actions to be completed in the Pronto platform. The Main 
Menu Bar (top of the screen), will always be accessible allowing the applicant to create, find, and 
manage all records and associated content. 
 

Features of the Home and Building Pages 

 

Features of the Home Page and Menu Bar 

Button Name Description 

Dashboard Opens the dashboard options such as My Collections or Work in Progress. 

My Records 
Opens the active or completed permit records that were created by the 
applicant. 

My Account 
Redirects to the Account Management section of Pronto. Opens the applicant’s 
account information to modify account details, create re-usable contacts, or 
manage delegates. 

Advanced Search 
Search for key words related to a record such as Property Information, Record 
Information, Licensed Professional, etc. 

My Collections 
Submitted permits can be added to user created groups known as collections. 
When a collection is created, it will show up in this section of the home page. 

Work In Progress 
Permits that have recently been saved and not yet submitted can be viewed and 
accessed here. 
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Features of the Home and Building Pages (continued) 

 

 

Features of the Main Menu Bar (Building Page) 

Button Name Description 

Create an Application 
Opens the Online Application for online submission of building permit 
records. 

Search Applications 
Search for key words related to a record such as Property Information, 
Record Information, Licensed Professional, etc. 

 

Account Management 
 
The Account Management section of Pronto allows for: 
 

• Updating of information associated to the account, such as the user’s password. 

• The ability to create re-usable contacts that can be selected when creating an application in 
Pronto. 

• The ability to delegate submission on behalf of the logged in Pronto account to another Pronto 
account. 
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Updating your Pronto Account Email and Password 
 

1) Select Account Management from the top left of the page. 

2) Beside the Login Information header, select the Edit button. 

3) Update your account information and select the Save button to accept changes. 
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Creating Re-usable Contacts 
 

1) Select Account Management from the top left of the page.  

2) Scroll down the to the Contact Information section. 

3) Select Add a Contact to create a re-usable contact, selectable when creating applications in 

Pronto. 

4) Select Individual as the contact type when prompted, followed by Continue. 

5) To modify or remove a re-usable contact, select the Actions menu beside a created contact. 

 

 

 

 

 

 

 

 

Note: when using a re-usable contact on an application, you will be asked to determine the relevance 

for that specific application (owner, applicant, contractor etc.). For more information on selecting a 

re-usable contact when creating an application, please refer to the Create an Application section of 

this document. 
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Delegating Access to your Pronto Account 
 

Pronto enables the ability for any account to delegate access to another Pronto account, allowing that 

account to submit or manage applications on their behalf.  

Scenario 

Account A adds Account B as a delegate for submitting and managing building permit applications. As a 

result, Account B will see the option to submit as themselves or as Account A next time they create a 

new application in Pronto. 

To add or manage a delegate account: 

1) Select Account Management from the top left of the page. 

2) Scroll down to the Delegates section. 

3) To add a Delegate account, select Add a Delegate. 

4) Type the name and email of the Pronto account you wish to delegate access to. Please note that 

the email you are delegating to must exist as an Account in Pronto already. If they do not, the 

delegate will need to register an account in Pronto. 

5) Next, select the permissions for the delegate account. Please note that the options for renew, 

amending and making payments on an application will not be recognized by the system as they 

are not yet supported at this time. 

6) Select the Invite button to complete the delegation request. 

7) To update or remove permissions on an existing delegate, select the View Invitation button to 

the right of their name to make Changes. Select Save Changes to apply these changes. 
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Create an Application 
How to Create a Record (Building Permit): 

Online Application: 

1) Read the Disclaimer, Applicant Acknowledgement Notice, and the Notice of Collection.   
2) Checkoff the box beside “I have read and accepted the Terms and Conditions” 

3) Select the Continue Application button 
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Building Permit Record Type: 

Next, you will be asked to select the type of Building Permit to apply for. This page also includes links to 

various materials and examples related to the permit process.  

Note: for more information on which permits are available via Pronto, including the definition for 

each, please refer to the City of Greater Sudbury’s website. 

1) Select the Building button, then select the Type of Record. 
2) Select the Continue Application button. 

 

 
  

https://www.greatersudbury.ca/live/building-and-renovating/building-permits1/
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Step 1: Contact Information>Add Contact: 

 
1) Select the Select from Account button or Add New button. 
2) Two types of contacts are required: 

a. Applicant 
b. Owner 

3) Select the Continue Application button or the Save and resume later button. 
  

Features of the Building Page – Contact Information 
Button Name Description 

Select from Account 

Opens a pop-up window where the applicant can select any re-usable 
contacts created under the Contacts section on the Account Management 
page. For more information on creating re-usable contacts, please refer to 
the Account Management section of this document. 

Add New 
Opens a pop-up window where the applicant can create a new contact 
specific to the application.  

Add Select from Account 
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Step 1: Contact Information>Property Information: 
 

1) In the Street Number and Street Name fields, input the address of the permit you are applying 

for. 

2) Select the Search button. 

3) If the address exists, the property information will populate in the applicable fields: 

a. Street Number 

b. Street Name 

c. Street Type 

d. Roll Number 

4) Select the Continue Application button or the Save and resume later button. 
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Step 1: Contact Information>Property Information (continued): 

Property Information Map   
 

The map is an additional way to retrieve property information. 
 

1) Select on the Show Map button (see screenshot above). 
2) In the Search Bar, type the address you are looking for. 
3) Select the Looking Glass. 
4) Select the Use Location button which will populate the property information into the 

appropriate fields. 
5) Select the Continue Application button or the Save and resume later button. 
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Step 1: Contact Information>Property Information (continued): 

Property Information Map (continued) 

  

Features of the Map Dashboard 
Item No. Icon Name Description 

1 Search Bar Search for a property by Address and Roll No.   

2 Pin Marker  A property is marked with a pin marker. 

3 Zoom  

The plus and minus icons allow for zooming in and out on the map. 
Alternatively, zoom in by double-selecting, or zoom in and out by using the 
mouse wheel.  You can also pan the map by selecting a spot and dragging 
the mouse. 

4 Locate Me  
Your browser’s current location, bookmark, or navigate to a bookmarked 
map location. 

5 Base Maps 

Applicants can select a base map according to personal preference. (Note: 
Base maps marked with a maple leaf are most common. The views titled 
Topographic, and Imagery Hybrid are most popular).  Once the applicant 
logs out of Accela, the map is defaulted back to the original base map. 

6 Map Layers Select this icon to view GIS map layers. 

7 Draw Tool Feature adds a line, shape, or text. 

8 Use Location Populates the information into the appropriate fields. 
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Step 2: Application Information: 

There are several sections to Step 2: Application Information.  In general, most applications follow a 
similar structure (note: there will be some minor differences depending on the type of application): 
 

• Permit Type Information 

• Project Information 

• Building Permit Application 

• Permit Details 

• Pre-Screening 

• Designated Structures 

• Design Information 

• Vacant Property 

• Licensed Professional 
 
The applicant is to complete required fields marked with a red asterix (*).  As required (*) fields are 
answered, additional required (*) fields may populate depending on responses to the primary questions.  
 
If applicable, the Permit Type drop-down list reflects 4 permit type options (Residential, Commercial, 
Institutional, and Industrial).  The applicant is to be aware that the Permit Type drop-down list is not 
related to zoning, but rather, the proposed main use. 
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Step 2:  Application Information (continued): 

Licensed Professional Overview 

 
To add a new Licensed Professional, select the Add New Licensed Professional button.  To find a Licensed 
Professional that may already exist in the City’s database, select the Look Up button. 
 
Prior to adding a new Licensed Professional, ensure to search the database first to verify that the 
Licensed Professional profile is not already available. This will save time versus entering the Licensed 
Professional information manually. 
 
  

Adding a new Licensed 

Professional:  Should 

there be an issue with 

submission or if a 

duplicate Licensed 

Professional already 

exists in the database, an 

error message will 

display. 
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Step 3:  Support Documentation>Support Documentation: 

Uploading Documents in Pronto 

 

1) Select the Add button. 

2) A pop-up window will populate. 

3) Select the Add button in the pop-up window. 

4) A pop-up window will display.  Choose the file to be uploaded (at this point the applicant can 

select as many documents as required). 

5) Wait until the documents are at 100% uploaded, then select the Continue button. 
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Step 3:  Support Documentation>Support Documentation (continued): 

Uploading Documents in Pronto (continued) 

 

6) Select the Type of document (i.e. Drawings). 

7) Provide a brief description of the document in the Description text box (i.e. Structural Drawings). 

8) Select the Save button. 

9) Select the Continue Application or Save and resume later button. 

 

For most applications, certain documents are required when applying. This information is provided to 

you under the Support Documentation header. Upon review of your application, the system will notify 

you if you are missing the minimum required documents to submit the application. 

 

The maximum file size allowed in Pronto is 20 MB and only PDF file types are supported. 

 

Note: you can upload additional documentation against an application after submitting via Pronto. 

Please refer to the Reviewing Attachments of a Building Permit Application section of this document 

for more information. 
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Step 4:  Review: 

The Review page allows the applicant to review and edit the information entered prior to submission of 
the application. Selecting the Edit button allows the applicant to make changes to each section of the 
application. 

 

Before selecting Continue Application button, the applicant is required to: 

1) Read the Certification, Applicant Waiver, and the Completeness Compliance.  
2) Checkoff the box beside “By checking this box, I agree to the above certification”. 
3) Select the Continue Application or Save and resume later button. 
4) Selecting the Continue Application button provides the applicant with a Record Number (building 

permit number): 
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RECORD NUMBERS 
Components of a Record Number  

 

A record number (building permit number) will include the type of record, the year the record was 
created and the sequence number for that year.   An example of a New Construction Permit record 
number is: 

  

A record number is generated by Pronto based on the Record Type selected at the time of 

record creation.   
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BUILDING PERMIT APPLICATION STATUS 

Reviewing the Status of a Building Permit Application 
 
Once an application has been submitted via the Pronto portal, the staff in Building Services will start 
reviewing the application.  The applicant will be notified by email if there are any missing documents 
required to issue the permit.   
 
Through the Pronto portal, the applicant can review the status of their application, inspections booked, 
fees outstanding, etc. 
 

1) Select My Records from the Home Page. 
2) Select Record Number (building permit number). 
3) Select the Record Info tab to view information available to you on the record. 
4) A drop-down menu will populate with a list of choices: 

a. Record Details 
b. Processing Status 
c. Related Records 
d. Attachments 
e. Inspections 

5) Select on Processing Status. 
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Reviewing the Status of a Building Permit Application (continued) 
 

6) Select a completed or in-progress stage of the process to review the status, who the task has 
been assigned to, and comments if applicable. 

7) To review the comments, select the “+” icon:             
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Reviewing the Fees of a Building Permit Application 
 

Note: The payment of fees is currently not supported in Pronto. Fees can be paid in person at Tom 

Davis Square or by phone (up to $2,000) at (705) 671-2489 ext. 4278.  

1) Select My Records from the Home Page. 
2) Select Record Number (building permit number). 
3) Select the Billing tab to view invoices or receipts applicable to the record. 
4) A pop-up window will populate with a list of choices: 

a. Fees 
5) Select Fees. 
6) Once paid, the Fees will be flagged as Paid. 
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Reviewing the Inspections of a Building Permit Application 
 

Note: Scheduling inspections online is currently not supported in Pronto. Once your permit has been 

issues, you can schedule any pending inspections in Pronto by calling (705) 674-4455 Ext 4278. 

 

1) Select My Records from the Home Page. 
2) Select Record Number (building permit number). 
3) Select the Record Info tab to view information available to you on the record. 
4) A pop-up window will populate with a list of choices: 

a. Record Details 
b. Processing Status 
c. Related Records 
d. Attachments 
e. Inspections 

5) Select Inspections. A list of Inspections will populate. Once the permit has been issued, the 
applicant can call Building Services to schedule any pending inspections listed. 

6) To view any details of an Inspection, select Actions, a pop-up window will open. Select on View 
Details to view more information. 
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Reviewing Attachments of a Building Permit Application 
 

1) Select My Records from the Home Page. 
2) Select Record Number (building permit number). 
3) Select the Record Info tab to view information available to you on the record. 
4) A pop-up window will populate with a list of choices: 

a. Record Details 
b. Processing Status 
c. Related Records 
d. Attachments 
e. Inspections 

5) Select Attachments. 
6) Any documents uploaded by City staff or the applicant, can be found in this location (i.e. emails, 

letters, permits, inspection notices, etc.) 
7) The applicant can also upload additional documents for the application through the Pronto 

portal in this location. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


