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This guidance applies to granted building warrants only. 

 

The online eBuilding Standards portal is a free and easy-to-use way for you to 

complete and send electronic documents to us. The portal is run by the 

Scottish Government and their own user guide is available at User Guide 

(ebuildingstandards.scot) 

 

When the work starts on site and progresses to completion, you will need to 

submit some of the electronic forms and documents detailed in the flow chart 

using the online portal. 

 

Firstly, if you do not already have an account, you will need to create an 
account on the portal.  

 

Please use the ‘How to create an ePortal account’ guide to create an account 
on the online eBuilding Standards portal for a step by step guide to this 
process.  

 

Once an account has been created, you can follow the guides in this document 

as required.  

 

To check the status of your Building Warrant Application at any time you can 

check on-line – Track a Building Warrant 

 

 

 Note: The City of Edinburgh Council do not administer this website and any 

issues relating to the online system should be reported to Scottish Government 

eBuilding Standards via the support section of their website - eBuilding 

Standards Help and Support 

 

https://www.ebuildingstandards.scot/eBuildingStandardsClient/
https://www.ebuildingstandards.scot/eBuildingStandardsClient/UserGuide.aspx
https://www.ebuildingstandards.scot/eBuildingStandardsClient/UserGuide.aspx
https://www.edevelopment.scot/eDevelopmentClient/CustomPages/registration.aspx
https://www.edevelopment.scot/eDevelopmentClient/CustomPages/registration.aspx
https://www.edevelopment.scot/eDevelopmentClient/staticFiles/CreateAccount.pdf
https://citydev-portal.edinburgh.gov.uk/idoxpa-web/search.do?action=simple&searchType=ScottishBuildingWarrant
https://www.ebuildingstandards.scot/eBuildingStandardsClient/custompages/support.aspx
https://www.ebuildingstandards.scot/eBuildingStandardsClient/custompages/support.aspx


 

 

Index 
 

Essential Forms for Your Building Warrant Process 

 

You will need to submit the following at different stages of your project: 

 

➢ Notice Regarding Start of Work - Submit when work begins on site. 

 

➢ Additional Supporting Documents - Provide as work progresses or additional 

information requested.  

 

➢ Application to Extend Period of Validity of Building Warrant – Required if 

your warrant has expired or is nearing expiry. 

 

➢ Completion Certificate - Submit when all work is complete. Please follow 

guidance applicable to application type. 

 

 

• Single Submission - For Householder, Non-Domestic projects, 

etc. 

 

• Multi-Plot Developments – For housing sites and similar 

projects. 

 

 

 

 

 



 

 

KEY: 

 

 

 

 

 The online eBuilding Standards  
 portal is run by the Scottish  
 Government: 
 https://www.ebuildingstandards.scot 
 

What do you need to do? Create an online account and 

Login 
Add the form you require Fill in and submit form Which form do you 

need?  

As the work progresses on site 

 

a) Tell us when the work 
will start/has started.  

We should be notified within 7 

days of work commencing 

 

b) Submit documents  

 

You submit supplementary 
information e.g. photographs, 
reports and certificates  

c) Request an extension 
to your building warrant  

 

When the 3-year period for 
your building warrant is due 
to run out and you have not 
yet completed all the work. 

d) Apply for a 
Completion Certificate  

 

You confirm that all the work 
has been completed and 
complies with the building 
regulations. You can also 
submit any supporting 
documents. 

 a) Notice Regarding 
Start of Work 

b) Additional Supporting 
Documents 

c) Application to Extend 
Period of Validity of 
Building Warrant 

d) Completion 
Certificate 

 

2) SELECT THE 
BLANK FORM YOU 
REQUIRE 

 

Follow our guides: 

‘How to create a proposal and 
add a blank form’ or  

‘How to add a blank form to an 
existing proposal’ guides to 
add a blank form. 

3) FILL IN, REVIEW 
AND SUBMIT FORM 

 

Our guides can help you 
complete the details 
required on the form you 
will need on the online 
eBuilding Standards 
portal: 

 

a) Complete a Notice 
Regarding Start of Work. 

 

b) Complete Additional 
Supporting Documents. 

 

c) Complete an 
Application to Extend 
Period of Validity of 
Building Warrant. 

 

d) Complete a 
Completion Certificate. 

• Single Plot  
• Multi Plot 

CREATE AN ePORTAL 
ACCOUNT 

If you do not already have an 
account, follow the ‘How to 
create an ePortal account’ 
guide to create an account 
on the online eBuilding 
Standards portal. 

When all the work is complete on site 

 

Before the work starts on site 

1) LOGIN 

Login to your online account. 

Using the online eBuilding Standards portal – A guide for homeowners with an electronic building warrant 

https://www.ebuildingstandards.scot/eBuildingStandardsClient/
https://www.ebuildingstandards.scot
https://www.edevelopment.scot/eDevelopmentClient/staticFiles/CreateAccount.pdf
https://www.edevelopment.scot/eDevelopmentClient/staticFiles/CreateAccount.pdf
https://www.edevelopment.scot/eDevelopmentClient/CustomPages/login.aspx


 

 

How to create a proposal and add a form 
 

These are guidance notes for submitting on the 
online eBuildingStandards.scot portal. 

 

 
1. Log in using your account details. 

 
2. Select the 'eBuilding Standards.Scot' link on the left. 

 

 

 

 

 

 

https://www.edevelopment.scot/eDevelopmentClient/CustomPages/login.aspx


 

 

3. Click on 'New Proposal'. 

 

 

 

 

 

 

 



 

 

4. Under 'Address Search', insert your postcode and press 'Postcode Search'. 
You can also search by address.  

 

 

 

 

 

 

 



 

 

5. Select your address from the list (you may have to go to another results 
page to find it). 

 

Then press the 'Confirm Address' button. 

 



 

 

Confirm your local authority by pressing the 'Next' button. 

 

6. Add a 'Proposal Name' that you will recognise later. 

Add a short description to the 'Proposal Details' box. Then press the 
'Confirm Details' button.  

 



 

 

7. Pick 'Select forms from a list', then press the 'Select' button. 

 

 

 

 

 

 

 

 

 

 



 

 

8. The forms you are likely to need are: 

• Notice Regarding Start of Work - when the work starts. 

• Additional Supporting Documents - supplementary information 

• Application to Extend Period of Validity of Building Warrant - Required if 
your warrant has expired or is nearing expiry. 

• Completion Certificate - when all the work is completed. 

Select the form you need from the list, then press the 'Add Forms' button. 

 

 

 



 

 

9. If all is correct, press the 'Create Proposal' button. 

 

 

 

 

 

 



 

 

10. You will now see your Proposal summary with the blank form you 
selected added under 'Draft Forms'.  

 

 

 

 

 

 

 

 

 



 

 

How to add a form to an existing proposal 
 

 

These are guidance notes for submitting on the 
online eBuildingStandards.scot portal. 

 
1. Log in using your account details. 

 
2. Select the 'eBuilding Standards.Scot' link on the left. 

 

 
 

https://www.edevelopment.scot/eDevelopmentClient/CustomPages/login.aspx


 

 

3. Click on 'Add additional forms' under the Proposal you wish to use.  

 

 
4. Pick 'Add from a list of standard forms', then press the 'Continue' button. 

 



 

 

5. The forms you are likely to need are: 

• Notice Regarding Start of Work - when the work starts. 

• Additional Supporting Documents - supplementary information 

• Application to Extend Period of Validity of Building Warrant - Required if 
your warrant has expired or is nearing expiry. 

• Completion Certificate - when all the work is completed. 

Select the form you need from the list, then press the 'Add Forms' button. 

 

 



 

 

6. You will now see your Proposal summary with the blank form you 
selected added under 'Draft Forms'.  

 

 

 

 

 

 

 

 

 



 

 

Complete a Notice Regarding Start of Work 
 

These are guidance notes for submitting forms online at 

eBuildingStandards.scot portal. 

 

1. To add a blank 'Notice Regarding Start of Work' form: 

• If you have not used the portal before, follow our How to create a 
proposal and add a blank form guide. 

• If you have used the portal and created a proposal, follow our How to 
add a blank form to an existing proposal guide. 

 
2. Under 'Draft Forms', select 'Notice Regarding Start of Work' 

 

 

 

 

https://www.edevelopment.scot/eDevelopmentClient/CustomPages/login.aspx


 

 

3. To begin the 'Notice Regarding Start of Works', select 'Main Details'. 

 

 

 

4. Answer the questions for the 4 sections 'Main Details', 'Supporting 
Documentation', 'Email Notification' and 'Declaration'. 

Helpful hints: 

a) You will need to know your Building Warrant reference number, 
which looks something like 25/00001/WARR. You can find your 
Building Warrant Reference number on your Building Warrant, 
Approved plans or any correspondence from City of Edinburgh Council 
Building Standards.  

b) The Duly Authorised Agent (if you had one) is the person who 
prepared your plans and may have submitted your Building Warrant 
application. 

c) No Supporting Documents are usually required with your Start of 
Work Notice. 

 



 

 

5. When you have completed the 4 sections, you will see 4 green ticks. And 
the ‘Submit’ option will appear. Click ‘submit’ 

 

6. You are now ready to send in your application. Select 'I Accept' and then 

'Submit'.  

 



 

 

7. You will now see a 'Success! Your Notice Regarding Start of Work has 

been submitted'. 

 

You should also receive an email from ‘noreply@scot.gov.uk’ advising that 
your proposal has been sent to City of Edinburgh Council.  

 

 

 

 

 

 



 

 

8. Select 'Back to Proposal Summary' above and you will see your 'Notice 
Regarding Start of Work' listed under 'Submitted Forms'. 

 

 

 

 

 

 

 
 

 



 

 

Complete Additional Supporting Documents 
 

These are guidance notes for submitting forms online at 

eBuildingStandards.scot portal. 

 

1. To add a blank 'Additional Supporting Documents' form: 

• If you have not used the portal before, follow our How to create a 
proposal and add a blank form guide. 

• If you have used the portal and created a proposal, follow our How to 
add a blank form to an existing proposal guide. 

 
2. Under 'Draft Forms', select 'Additional Supporting Documents'.  

 

3. To begin the 'Additional Supporting Documents', select the link 'Main 
Details'.  

https://www.edevelopment.scot/eDevelopmentClient/CustomPages/login.aspx


 

 

 

4. Answer the questions for the 4 sections 'Main Details', 'Supporting 
Documentation', 'Email Notification' and 'Declaration'. 

Helpful hints: 

Main Details 

a) You will need to know your Building Warrant reference number, 
which looks something like 25/00001/WARR. You can find your 
Building Warrant Reference number on your Building Warrant, 
Approved plans or any correspondence from City of Edinburgh Council 
Building Standards. 

b) The Duly Authorised Agent (if you had one) is likely the person who 
prepared your plans and may have submitted your Building Warrant 
application. 

c) When you are asked what the additional documentation relates to, 
choose 'Application for a Building Warrant' from the drop down list. 
Then add an explanation why the documentation is being attached. 

 

 



 

 

Supporting Documentation (Copies of certification etc.)  

This is where you can add documents to support your application, the most 
likely documents you will need to upload will be drawings, reports or 
photos. 

Please note - There are rules about the size of electronic files and orientation 
of documents that you need to follow: 

• Each electronic file must be no larger than 10Mb. 
• You can supply up to 200Mb in total for all supporting files. 
• Drawings to be viewed as landscape should be supplied as landscape. 
• If you do not know the paper size, choose 'Not Applicable'. 

 

i. To begin, select the link 'Supporting Documentation'.  

 

 

 

 

 

 



 

 

ii. Select ‘Yes’ and click the ‘Continue’ Button 

 

 

 

iii. Next select ‘Add document Details’ then select ‘upload’ on the next 

screen.  

 

 

 

 

 

 



 

 

iv. Once you reach the screen below ensure you input the information in 

the following format:  

o ‘Document Type’ – Choose correct type  
o ‘Attach File’ - Choose correct file from device 
o ‘Description’ - Certificate Name 

By doing the above you will ensure that the documentation is named 
correctly, and the surveyor will be able to locate it in our system. 

Once completed click ‘Upload’. 

 

  

 

v. Once uploaded, you can add the additional documents by selecting 
‘Add Document Details’ as per step iii. Once all information has been 
uploaded complete by selecting ‘I have finished adding documents 
and this section is completed’ then ‘Save’  



 

 

 

 

5. When you have completed the 4 sections, you will see 4 green ticks. And 
the ‘Submit’ option will appear. Click ‘submit’ 

 



 

 

6. You are now ready to send in your application. Select 'I Accept' and then 
'Submit'.  

 

 

 

7. You will now see a 'Success! Your Additional Supporting Documents has 
been submitted'. 

You should also receive an email from ‘noreply@scot.gov.uk’ advising that 
your proposal has been sent to City of Edinburgh Council.  



 

 

 

8. Select 'Back to Proposal Summary' above and you will see your 'Additional 

Supporting Documents' listed under 'Submitted Forms'.  

 



 

 

Complete an Application to Extend Period of Validity of 

Building Warrant 
 

These are guidance notes for submitting forms online at 

eBuildingStandards.scot portal. 

1.To add a blank 'Application to Extend Period of Validity of Building 
Warrant' form: 

• If you have not used the portal before, follow our How to create a 
proposal and add a blank form guide. 

• If you have used the portal and created a proposal, follow our How to 
add a blank form to an existing proposal guide. 

 
2.Under 'Draft Forms', select 'Application to Extend Period of Validity of 
Building Warrant '.  

 

https://www.edevelopment.scot/eDevelopmentClient/CustomPages/login.aspx


 

 

3.To begin the 'Application to Extend Period of Validity of Building Warrant', 
select the link 'Main Details'.  

 

 

4.Answer the questions for the 5 sections 'Main Details', 'Supporting 
Documentation', 'Email Notification', 'Declaration' and 'Fee'. 

Helpful hints: 

Main Details 

a) You will need to know your Building Warrant reference number, 
which looks something like 25/00001/WARR. You can find your 
Building Warrant Reference number on your Building Warrant, 
Approved plans or any correspondence from City of Edinburgh Council 
Building Standards. 

b) The Duly Authorised Agent (if you had one) is likely the person who 
prepared your plans and may have submitted your Building Warrant 
application. 

 



 

 

Supporting Documentation (Copies of certification etc.)  

• No Supporting Documents are usually required with your Application to 
Extend Period of Validity of Building Warrant. 

Fee 
 
a) The required fee to extend the validity of the Building Warrant is 

currently £150.  
 

b) Preferable payment method is Credit or Debit card through the 
application process – see point 5 on the next page. 

 
c) However, we can also take payment at a later date through the website. 

To do this, within the ‘Fee’ section enter ‘0/zero’ in the ‘Application Fee’ 
and select ‘Continue’. 

After this a selection of reasons should appear. Please select ‘Payment 
arranged directly with authority’ and click ‘Continue’. Continue to step 6.  

You can then make payment at our website once form has been 
submitted - Building Warrant payments – The City of Edinburgh Council) 

 

https://www.edinburgh.gov.uk/building-warrants/building-warrant-payments


 

 

5.When you have completed the 5 sections, the ‘Payment Method’ option 

will appear. Click this section and select ‘Credit/Debit Card’ and select ‘Save’ 

 

 
 

6.Once completed the ‘Submit’ option will appear. Click ‘submit’  

 

 
 

7.You are now ready to submit your application. Select 'I Accept' and then 

'Submit'.  

 



 

 

 
 

8.You will now be directed to City of Edinburgh Council's payment page. 

Complete your card details and then 'Submit'. 

 



 

 

9.Once payment has been completed, you will be redirected back to the 
eBuilding Standards website. You will now see a 'Success! Your ''Application 
to Extend Period of Validity of Building Warrant' has been submitted. 

You should also receive an email from ‘noreply@scot.gov.uk’ advising that 
your proposal has been sent to City of Edinburgh Council.  

 

10.Select 'Back to Proposal Summary' and you will see your 'Application to 

Extend Period of Validity of Building Warrant' listed under 'Submitted 

Forms'.  

 



 

 

Complete a Completion Certificate with Additional 

Supporting Documents (Single Submission - 

Householder, Non-Domestic etc.) 
 

These are guidance notes for submitting forms online at 

eBuildingStandards.scot portal. 

1. To add a blank Completion Certificate form: 

• If you have not used the portal before, follow our How to create a 
proposal and add a blank form guide. 

• If you have used the portal and created a proposal, follow our How to 
add a blank form to an existing proposal guide

 

2. Under 'Draft Forms', select 'Completion Certificate'.  

  

https://www.edevelopment.scot/eDevelopmentClient/CustomPages/login.aspx


 

 

 

3. To begin the 'Completion Certificate', select the link 'Main Details'.  

 

4. Answer the questions for the 4 sections 'Main Details', 'Supporting 
Documentation', 'Email Notification' and 'Declaration'. 

Helpful hints: 

Main Details – Always required 

a) You will need to know your Building Warrant reference number, 
which looks something like 25/00001/WARR. You can find your 
Building Warrant Reference number on your Building Warrant, 
Approved plans or any correspondence from City of Edinburgh Council 
Building Standards. 

b) The Duly Authorised Agent (if you had one) is likely the person who 
prepared your plans and may have submitted your Building Warrant 
application. 

c) The relevant person is usually the person with overall responsibility 
for authorising the work in the first place, such as the homeowner, 
tenant or building owner. The relevant person is also accountable for 



 

 

the completed work. The relevant person is not the builder who 
undertook the work for you.  

d) The details of the building owner must be provided. 

Main Details – Sometimes required  

a) An Amendment of Building Warrant is needed when your design 
changes from your approved Building Warrant. 

b) If any legal notices have been served on the building, provide details.  
c) A relaxation is when a person applies to Scottish Ministers to relax or 

dispense with a provision of the building regulations. 
d) Certificate of Construction - scheme members (usually electricians 

and plumbers) undertake work and issue certification for electrical 
installations and/or drainage/heating/plumbing. 

e) Certificate of Design - scheme members (usually structural engineers 
and energy assessors) design and issue certification for the Structures 
and/or the Energy components of your building work. 

f) If relevant, a Notice of Finalisation (Form Q /Schedule 1) is issued by a 
Certifier of Design (usually a structural engineer). 

g) An EPC (Energy Performance Certificate) is required for new buildings. 
h) A statement of sustainability is required for new buildings. 
i) A Fire Safety Design Summary is required for new non-domestic 

buildings. 
j) If relevant, a Continuing requirement is where your building warrant 

has ongoing requirements attached to it. 

Supporting Documentation (Copies of certification etc.)  

This is where you can add documents to support your application, the most 
likely documents you will need to upload will be drawings, reports, photos 
and any copies of certification. 

Please note - There are rules about the size of electronic files and orientation 
of documents that you need to follow: 

• Each electronic file must be no larger than 10Mb. 
• You can supply up to 200Mb in total for all supporting files. 
• Drawings to be viewed as landscape should be supplied as landscape. 
• If you do not know the paper size, choose 'Not Applicable'. 



 

 

i. To begin, select the link 'Supporting Documentation'.  

 

 

 

ii. Select ‘Yes’ and click the ‘Continue’ Button 

 

 



 

 

iii. Next select ‘Add document Details’ then select ‘upload’ on the next 

screen.  

 

iv. Once you reach the screen below ensure you input the information in 

the following format:  

o ‘Document Type’ – Choose correct type  
o ‘Attach File’ - Choose correct file from device 
o ‘Description’ - Certificate Name 

By doing the above you will ensure that the documentation is named 
correctly, and the surveyor will be able to locate it in our system. 

Once completed click ‘Upload’. 

 



 

 

v. Once uploaded, you can add the additional documents by selecting 
‘Add Document Details’ as per step iii. Once all information has been 
uploaded complete by selecting ‘I have finished adding documents 
and this section is completed’ then ‘Save’  

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

5. When you have completed the 4 sections, you will see 4 green ticks. And 
the ‘Submit’ option will appear. Click ‘submit’ 

 

6. You are now ready to send in your application. Select 'I Accept' and then 
'Submit'.  

 



 

 

7. You will now see a 'Success! Your Completion Certificate has been 
submitted'. 

You should also receive an email from ‘noreply@scot.gov.uk’ advising that 
your proposal has been sent to City of Edinburgh Council.  

 

8. Select 'Back to Proposal Summary' and you will see your 'Completion 
Certificate' listed under 'Submitted Forms'. 

 



 

 

Complete a Completion Certificate with Additional 

Supporting Documents (Multi-Plot Developments) 
 

 

These are guidance notes for site agents submitting forms online at 

eBuildingStandards.scot portal. 

1. To add a blank Completion Certificate form: 

• If you have not used the portal before, follow our How to create a 
proposal and add a blank form guide. 

• If you have used the portal and created a proposal, follow our How to 
add a blank form to an existing proposal guide

 

2. Under 'Draft Forms', select 'Completion Certificate'.  

  

https://www.edevelopment.scot/eDevelopmentClient/CustomPages/login.aspx


 

 

3. To begin the 'Completion Certificate', select the link 'Main Details'.  

 

4. Answer the questions for the 4 sections 'Main Details', 'Supporting 
Documentation', 'Email Notification' and 'Declaration'. 

Helpful hints: 

Main Details – Always required 

a) You will need to know your Building Warrant reference number, 
which looks something like 25/00001/WARR. You can find your 
Building Warrant Reference number on your Building Warrant, 
Approved plans or any correspondence from City of Edinburgh Council 
Building Standards. 

b) The Duly Authorised Agent (if you had one) is likely the person who 
prepared your plans and may have submitted your Building Warrant 
application. 

c) The relevant person is usually the person with overall responsibility 
for authorising the work in the first place, such as the homeowner, 
tenant or building owner. The relevant person is also accountable for 
the completed work.  



 

 

 

Main Details – Sometimes required  

a) An Amendment of Building Warrant is needed when your design 
changes from your approved Building Warrant. 

b) If any legal notices have been served on the building, provide details.  
c) Please note separate Completion Certificate Submissions should 

be applied for each of the addresses/plots - this will allow us to issue 
an individual Completion Certificate Acceptance for each address.   

i. This can be done by entering “Yes” in the section “Building Warrant 
Address” on the Submission as per the guidance on the form.  

 

 

 

 

 

 



 

 

ii. The next page allows you enter the address of the particular plot to be 
covered by the submission. Complete the address and then click ‘Next’.  

 

 

iii. The next page asks, ‘does this submission cover all the work under the 
building warrant?’ select ‘No’ as you are only applying for a single plot 
and click ‘Next’. 

 



 

 

iv. The next page asks for details of the work which relates to the 
submission. Here you can confirm the specific plot being applied for. 
Please note, unless it’s the last plot on the site select ‘No’ for the 
question ‘is this the last submission related to the building warrant’ and 
then click ‘Next’.  

 

 

d) A relaxation is when a person applies to Scottish Ministers to relax or 
dispense with a provision of the building regulations. 

e) Certificate of Construction - scheme members (usually electricians 
and plumbers) undertake work and issue certification for electrical 
installations and/or drainage/heating/plumbing. 

f) Certificate of Design - scheme members (usually structural engineers 
and energy assessors) design and issue certification for the Structures 
and/or the Energy components of your building work. 

g) If relevant, a Notice of Finalisation (Form Q/Schedule 1) is issued by a 
Certifier of Design (usually a structural engineer). 

h) An EPC (Energy Performance Certificate) is required for new buildings. 
i) A statement of sustainability is required for new buildings. 
j) A Fire Safety Design Summary is required for new non-domestic 

buildings. 
k) If relevant, a Continuing requirement is where your building warrant 

has ongoing requirements attached to it. 



 

 

Supporting Documentation (Copies of certification etc.)  

This is where you can add documents to support your submission. To add the 

certification required for the plot you must first collate all the certificates 

required into a single PDF. Submitting multiple documents for a single plot is 

not accepted.  

Certificates would include such things as Electrical Certification, Sustainability 

Certification Sound Tests, Air Leakage results etc (any communal area 

certification should also be collated into a single PDF). 

Please note - There are rules about the size of electronic files and orientation 
of documents that you need to follow: 

• Each electronic file must be no larger than 10Mb. 
• You can supply up to 200Mb in total for all supporting files. 
• Drawings to be viewed as landscape should be supplied as landscape. 
• If you do not know the paper size, choose 'Not Applicable'. 

 

i. To begin, select the link 'Supporting Documentation'.  

 

 

 

 



 

 

 

ii. Select ‘Yes’ and click the ‘Continue’ Button 

 

 

iii. Next select ‘Add document Details’ then select ‘upload’ on the next 

screen.  

 

 

 

 

 

 



 

 

iv. Once you reach the screen below ensure you input the information in 

the following format:  

o ‘Document Type’ - Other  
o ‘Unique Drawing Reference Number’ - Plot (insert number) – 

(insert first line of address)  
o ‘Attach File’ - Choose correct file from device 
o ‘Description’ - Plot (insert number) Certification  

By doing the above you will ensure that the documentation is named 
correctly, and the surveyor will be able to locate it in our system. 

Once completed click ‘Upload’. 

 

 

 



 

 

v. Once uploaded is complete, select ‘I have finished adding documents 
and this section is completed’ then ‘Save’  

 

 

 

 

 

 

 

 



 

 

5. When you have completed the 4 sections, you will see 4 green ticks. And 
the ‘Submit’ option will appear. Click ‘submit’ 

 

6. You are now ready to send in your application. Select 'I Accept' and then 
'Submit'.  

 



 

 

7. You will now see a 'Success! Your Completion Certificate has been 
submitted'. 

You should also receive an email from ‘noreply@scot.gov.uk’ advising that 
your proposal has been sent to City of Edinburgh Council.  

 

 

8. Select 'Back to Proposal Summary' and you will see your 'Completion 
Certificate' listed under 'Submitted Forms'. 

Please note, if you have further Completion Certificates for additional plots 
to be submitted, then these MUST be uploaded separately by following the 
above instructions. 
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