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TOWN OF AJAX 

ONLINE PROPERTY INFORMATION REQUEST – APPLICANT USER 
MANUAL 

 

How do I submit an Online Property Information Request? 
You need to register as an individual or Organization (Company) to apply for a Property 
Information Request. The Account Registration User Guide can assist you in creating 
an account. If you are a returning user, enter your e-mail address and password and 
select “Login”. 

There are two fees associated with the Property Information Request. 

1. Non-refundable fee – this is an administrative fee that cannot be refunded once 
the application has been submitted. It is to cover basic administrative costs 
associated with the application and it must be paid in order to submit your 
application. 

2. Property Information Request fee – the fee amount is calculated based on the 
information being requested. These will be charged after the application has 
been submitted and reviewed for completeness by Town staff. An invoice will be 
sent to you via email and through the portal. This fee must be paid before staff 
can begin working on your Property Information Request. 

More information can be found in 2.9 Administrative Fees and Confirmation Screen 

  

https://ic9.esolg.ca/11140363_TownofAjax/en/resources/Digital-Plans-Portal-TOA-Account-Registration.pdf
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Step 1.0 – Log in to the Home Page 
1.1 Home Page Screen 

Navigate to the portal home page https://eapply.ajax.ca/. Click the “Login” button. The 
login button is located on the top right-hand corner of the screen or the button on the 
left-hand menu. 

 

1.2 Login Screen 

After the “Login” button has been clicked, the following login screen will appear. 

1. Enter the email address associated with your account registration. 
2. Enter your password 
3. Check the reCAPTCHA box 
4. Click the “Login” button 

 

https://eapply.ajax.ca/
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1.3 Development Related Application Screen 

Once you have logged in, the homepage will re-appear. Click the “Submit a 
Development Related Application” button. 
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Step 2.0 – Property Information Request Application Process 
2.1 Preliminary Stage of the Property Information Request Application 

Click the “Property Information Request” button 

 

You must confirm that you have read and agree to the Town’s Terms of Use and that 
you are requesting information that is provided by the Town of Ajax through Property 
Information Requests by checking all of the boxes. Please click “Next” located at the 
bottom right-hand corner of the screen to proceed further. 
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2.2 Submission Requirements Screen 

Please confirm that you have read, agree to, and are able to provide the submission 
requirements by checking all of the boxes. 

Then, click “Next” located at the bottom right-hand corner of the screen to proceed 
further. 
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2.3 Application Subtype 
Please select what type of land use you are asking about by clicking the dropdown 
menu under “Application Subtype”. Once you have done this, please click “Next”. 
 
If you are unsure which Subtype to select, please contact the Town of Ajax Planning 
Services at planningservices@ajax.ca to confirm. 
 

 

  

mailto:planningservices@ajax.ca
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2.4A Property Search 
The next step is to search for the property and select the correct property address in 
relation to your request. 

Fill the required fields, then click “Search”. 

 

Note: Not all search fields need to be filled to conduct a search. In the following 
example, a partial search was conducted using only the “Street Name” search field. 
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2.4B Property Search 
In this example, a search was conducted by filling the “Street Name” search field. This 
will bring up a list of properties on that street. Find the property related to your inquiry 
and click “Select”. Then click “Next” to progress to the next screen. 
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2.5 Property Confirmation Screen 
Please confirm that all of your application details, including the property that you are 
inquiring about as well as your name, are correct.  
 
Provide a short description of the work being undertaken or the reason for your Property 
Information Request. This information will be used to assist Town staff in addressing 
your inquiry. 
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2.6 Selecting the Property Inquiry 
Please select the types of information that you are requesting by checking “Yes” or 
“No” for each line and providing specifics where requested. The associated fees for 
each category are indicated in the blue subheader beside the category. 

Once the selections have been made, click “Next”. 
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2.7 Disclaimer Screen 
Please confirm that you have read and agree to the terms and conditions for Property 
Information Requests by checking all of the boxes. Once all of the boxes are checked, 
please click “Next” to proceed further. 
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2.8 Document Upload Screen 
The document upload screen allows you to upload any document relevant to your 
Property Information Request. 

Note: If you select Legal Inquiry, you will need to upload the relevant legal agreement 
for the property. This is mandatory for all Legal Inquiries. 
 
If any other type of Property Information is selected, you are not required to upload any 
documents. You can choose to upload a document if it is relevant to the information 
being requested. 

To upload a file: 

a. Enter a description of the file (e.g. legal agreement) 
b. Use the “Browse Files” button or drag and drop the file into the box. This will 

show the document to be uploaded. 
c. Click the “Upload All” button to upload the file. A box on the screen will show 

the upload progress and if the upload was successful. 
d. If the upload was successful, click “Continue to Confirmation” to proceed 

further. 
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When “Upload All” is clicked, it will show the upload progress and will display any 
errors that may pop up. If an error is displayed, check the attachment file name and try 
again.  

Note: Check the file name of the attachment to ensure that only alphanumeric 
characters are used (A-Z; 0-9). Do not use any special characters. Label the file name 
to indicate the specific document. The accepted files are JPEG, JPG, PNG, XLS, DOC, 
DOCX, XLSX, PDF, ZIP.  
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2.9 Administrative Fees and Confirmation Screen 
The following screen shows an overview of the application, and an overview of the 
required fees. There are two fees associated with a Property Information Request: 

a. Non-refundable fee – this is an administrative fee that cannot be refunded 
once the application has been submitted. It is to cover basic administrative 
costs associated with the application. 

b. Property Information Request fee – the fee amount is calculated based on the 
information being requested. These will be charged after the application has 
been submitted and reviewed for completeness by Town staff. An invoice will 
be sent to you via email and through the portal. This fee must be paid before 
staff can begin working on your Property Information Request. 

The Non-refundable fee is charged at the time of application submission. You can pay 
online by clicking “Pay Now using Credit Card”. All online applications have an 
administrative 2.49% fee in addition to the non-refundable fee.  

 

If the “Pay Later” option button is clicked, it will save the application, and you will need 
to either pay in person at Town Hall (65 Harwood Avenue South, Ajax, Ontario – open 
weekdays from 08:30-16:30) or mail a cheque to the Town of Ajax located at 65 
Harwood Avenue South, Ajax, Ontario L1S 2H9. Once the payment has been cleared, 
the application will be submitted. 
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2.10 Paymentus Payment Screen  
If the “Pay Now using Credit Card” option is selected, a window will pop up to the 
Paymentus credit card payment processing screen. This will allow you to enter your 
credit card information to pay the non-refundable fee. Complete the required fields to 
proceed further. 

 

Once payment has been made, you will receive an email with the confirmation payment 
receipt indicating the Receipt Number and Permit Application Number for the non-
refundable fee payment. 
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2.11 Completion of the Online Application Process  
Town staff will review the online application for completeness before sending you an 
invoice for the Property Information Request fee. You are required to pay the fee before 
staff can begin working on your Property Information Request. You will not receive your 
requested Property Information Request letter if you do not pay the Property Information 
Request fee. Once the payment is received, you will be emailed a confirmation payment 
receipt.  

It will generally take up to 10 business days for the Property Information Request to be 
completed.  

If the non-refundable fee is not paid within 10 business days, your application will be 
cancelled, and you will need to submit a new online application. 
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