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User Notes for using the Wealden Online  

Building Control Portal 
 
 

1) The Wealden Online Building Control Portal can be found at the following web address, 
which is a hosted site by the Councilôs Planning and Building Control software supplier: 

 

http://buildingportal.co.uk/ 
 
 
 
2) The Home page will be 

displayed as shown and the 
first thing you will need to do 
is to Register to use the 
system.  This will only need to 
be done once. 

 
 
 
 
 
 
 
 
 
3) Complete the fields on the 

Registration Page and then 
click on Create User. 

 
 

  

http://buildingportal.co.uk/
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4) Your account has been 
created but to activate it, 
you will receive an email. 
Note: If you do not 
receive an email please 
check your Junk/SPAM as 
it will probably be here! 
If not, please email 
planning@wealden.gov.uk  

to advise 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

5) Click on the link within the 
email to activate the 
account. 

 
 
 
 
 
 
 
 
 
 
 
 
 

6) The Building Portal page will 
be 
displayed to show that the  
account has been  
activated. 
  

mailto:planning@wealden.gov.uk
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7) Complete the Profile Page with details about your company and yourself: 
 

 
 
 

Now you have registered you are ready to go to the Login page to start your application. 
 
 
 
 
 
 
8) Click on Create a New 

Application  
 
 

 
 
 
 
 
 
 
9) Stage 1 - You will need to give your Proposal a name and then enter East Sussex (or 

Wealden, Rother, Eastbourne or 
Hastings)  to locate the East 
Sussex Building Control 
Partnership. Highlight the name 
and then click Next 

 
Note: At any stage you can save 
and exit the application 
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10) Stage 2 - Select the type of Building Regulation Application you are submitting and click 

Next 
 

 
 
 
11) Stage 3 - Complete the applicants Details and tick the box to indicate you are the agent.  

 
Note: This will auto populate your details provided you have completed the Profile Page.  
 
Click on Next. 
 

 
 

Note: Any mandatory boxes which are not completed will highlight in red and you will be 
unable to proceed until the box(es) are completed. 

 

  Indicates help against a field ï click on the symbol to show the help text   
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12) Stage 4 - Complete the details about the Site, Use of the Building and Electrical Safety 

and then click on Next. 
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13) Stage 5 - The next section deals with attaching and uploading files to the system.  If you 

wish to send hard copy documents this option also exists.  You must ensure that you 
attach a site plan for all application types and any details indicated with an asterix * in the 
Document Drop-down box. 

 
 
 
 
 

Note: Unfortunately you can only 
upload one document at a time 
as no bulk uploading facility is 
currently available 

 
 
 

 
 
 
 
 
 
 

As you upload 
documents, they will be 
displayed in the Uploaded 
Files part of the page. 

 
 
 

 
 
 
 
 

When you have finished, click on Next 
 
14) Stage 6 - The next screen deals with agreeing to conditions and extension of time. Once 

completed, click on Next. 
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15) Stage 7 - The next stage deals with whether you have Planning Permission, any 
additional information you may wish to add and agreeing to the declaration by ticking the 
box.  Click on Finish to complete your application. 

 
 

 

 
 
 
 
 
16) Application Charges - The 

application Charges screen 
deals with the Fees for the 
application and there is a 
link to the Councilôs website 
with the Building Regulation 
fees. Enter the fees for the 
application you are making. 
Click on Save. You will then 
need to click the Submit 
option which will appear. 
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17) Payment and Submission - The Payment Page allows you to make a payment via the 
Councilôs website and then enter the payment reference (e.g. WW-nnnnnnnn) back into 
the system.  Note: within the text on this page will be the Building Portal Number (e.g. BP-
nnnnnnnn) which has been allocated to this application and is required when paying on-
line.  

 
Alternatively you select to indicate that the applicant will be paying.  

 
 Note: The Council no longer accept payment by cheque. 
 

Press Submit to continue. 
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18) Your application is now complete and you can download the completed application form 
as a pdf document. 

 
 

 
 
 
19) You will also receive an email confirmation that your application has been submitted which 

will confirm the Building Portal Number which has been allocated to this application. 
 
General Points to Note 

 
a) Do not use the Building Portal to re-submit any amendments to an application.  These 

should be emailed to building.control@wealden.gov.uk  
 
b) You can view your saved applications. 
 

 
 

mailto:building.control@wealden.gov.uk

