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Quick Start Guide

EspaceCitoyen for Municipalities
Set up the service, validate, receive and track permit applications online

Your first actions in La Volte

1. Review and activate permit applications.
2. Set up EspaceCitoyen under Settings > EspaceCitoyen.
3. Open Citizen Applications to review and process received applications.

Free service

Receiving and processing citizen applications is provided free of charge, with no limit on the number of applications.
Electronic signing of citizen applications is also included.

An InnovService solution
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1. First step: Set up EspaceCitoyen

Before receiving your first citizen applications, open Settings in La Vo(te, then select the EspaceCitoyen tab.
These settings determine the public information shown to citizens and allow you to activate the service for
your municipality.

Priority action

Verify this information before activating EspaceCitoyen. Once the service is activated, citizens will be able to access
your municipality’s public portal.

Information to verify

 Official name of the municipality.

* Name displayed in EspaceCitoyen.

e Public EspaceCitoyen address (slug / URL).

e Public email address and phone number for the municipality.

* General instructions shown to citizens before they start an application.
¢ Activate EspaceCitoyen once the setup is complete.

General instructions

General instructions communicate guidance that applies to all applications: preparing information and
documents, ensuring information is accurate, rules to follow before work begins, and municipal contact
information for questions.
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https://espacecitoyen.com/municipalite-demo Requirements may vary depending on the nature of the work, the lecation of the property, and
This address has been permanent since EspaceCitoyen was activated the applicable regulations. The municipality may therefore request additional information or
documents while reviewing your application
Public email info@espacecitoyen.com
Submitting an application does not constitute authorization to begin the work. When required,
Public phone 4186820144 walt until you have obtained the applicable permit, certificate, or authorization before starting

any work.

Public phone extension
Make sure the Information you provide Is accurate and that all submitted documents are legible
Enable EspaceCitoyen and up to date. You will be able to track the progress of your application In EspaceCitoyen.

Current status: active and accessible to citizens If you have any questions about your project, applicable requirements, or the status of your
application, please contact your municipality.

Settings > EspaceCitoyen: public information, general instructions and service activation.
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2. Second step: Review Citizen Applications

Once EspaceCitoyen is activated, the Citizen Applications section becomes the main entry point for processing
applications submitted by citizens.

“Received Applications” tab

* Review the list of applications received and currently being processed.
* Open an application to view the information submitted by the applicant.
* Review the submitted summary and detailed form responses.

¢ Review the documents provided by the citizen.

Update the application status as it is processed.

Access the tracking information available for the file.

Citizen tracking
Status changes made in La Volite can be made available to the citizen in EspaceCitoyen under “My Applications”.
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Citizen Applications > Received Applications: list of applications received and access to tracking.
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Citizen Applications > Received Applications: list of documents received for a permit application.
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If no applications have been received yet

The screen may be empty when you first sign in. As soon as a citizen submits an application through
EspaceCitoyen, it appears in this section according to the workflow configured for the municipality.
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3. Understand the citizen journey

EspaceCitoyen allows citizens to prepare and submit a permit or authorization application online, then track its
progress in one place.

Step What the citizen does

1 Work address Enters the address where the work will take place.

2 Choose an application Selects the application type that corresponds to the project.
3 Form Provides the required information in the dynamic form.

4 Documents Adds required, conditional or recommended documents.

Summary, signature and
submission

(6]

Reviews the application, signs it electronically and submits it.

6 My Applications Checks the application status and tracks its progress.

Choose your request View all requests

The requests shown are tailored to the confirmed work address.

@ Check whether my work can generally be

Search for a request or type of work
O‘ A L done without a permit

Main requests

&
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Construire un batiment accessoire Installer une piscine ou un SPA Installer ou remplacer une cléture Rénover l'intérieur d'un batiment
détaché Install or replace a residential pool ou une haie prlncupal

Build a detached accessory building Install or replace a fence Renovate a main building interior

(O Jusqu'a30jours (5 Variable: 258 3 508 (@ Jusqu'a 30 jours £ Variable (© Jusqua 30 jours 5 208 (@ Jusqu'a30jours 5 Variable (20$ a 80S)

St L

Agrandir un batiment principal Abattre un ou plusieurs arbres Ameénager ou modifier une aire de Installer ou remplacer une
— stationnement résidentielle installation septique
Expand a main building Cut down one or more trees
Develop or alter a residential parking area Install or replace a septic system
(O Jusqu'a 30jours £ 50§ 41008 par unité (@ Jusqu'a 30 jours 5} Gratuit (O Jusqu'a 30 jours B 208 (O Jusqu'a30jours [ Variable (25§ & 508)

Start > Start - Start >

EspaceCitoyen: example of the citizen journey after the address is confirmed.
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4. Customize published applications

After setting up EspaceCitoyen and becoming familiar with the Citizen Applications section, the municipality
can explore Application Configuration to customize application templates to its needs.

Application type and form

» Define or change the application name.

e Activate or deactivate an application as needed.

» Configure the fee and processing time when applicable.
¢ Review and edit the dynamic form.

e Add, move or adjust fields and sections.

* Manage the form status: Draft, Published or Archived.

Instructions and documents

For each application type, the municipality can also customize citizen instructions and define the documents
to be provided.

¢ Required: the document must be provided with the application.

* Conditional: the document is requested when a specific situation applies.

* Optional / recommended: the document may facilitate the review without being mandatory.

¢ Instructions can be added to each document to help the citizen prepare a complete and legible file.
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:':;SHH ouremplacer une cloture ouune . 20$ 30 09110/2026, 08:48:51 AM
Installer une piscine ou un SPA Active Variable 30 09/10/2026, 08:28:32 AM
Const batiment i
onstruire Un batiment accessoire Active Variable : 25§ 4 508 30 08/08/2026, 03:11:00 PM
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Déclarer des travaux usuels résidentiels Active Gratuit ] 09/098/2026, 11:22:55 AM

Application Configuration: application type, form, instructions and required documents.
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5. Recommended steps to get started

For your initial setup, follow this order. The first three steps are the priorities to complete in La Vo(te.

Action Expected result

Review the full list of available applications, validate the forms and

1 Review and activate permit the required, recommended and conditional documents. Review and
applications adjust the instructions as needed, then activate each application that
should be available to citizens.
. Verify public information and general instructions, then activate the
2 Set up EspaceCitoyen yp 9

service.

B famili ith wh licati ill i
3 Open Citizen Applications ecome familiar with where applications will be received and
processed.

. L Open EspaceCitoyen.com and submit an application as a citizen
4 Submit a test application P P oy uom pplicat e

would.
5 Process the application in La Vo(te Review the summary, responses and documents; update the status.
6 Verify citizen tracking ggigi;gﬂ?/nﬁop:’ﬂi:;:g.ns” in EspaceCitoyen to view the available
7 Explore Application Configuration Gradually customize templates, instructions and documents as

needed.

Key takeaway

To get started: 1) review and activate permit applications, 2) Settings > EspaceCitoyen, then 3) Citizen Applications.
The rest of this guide helps you understand the journey and gradually customize the service.

Additional features

The current version already allows municipalities to receive and process citizen applications free of charge and
manage the associated forms, instructions and documents. Additional features may be added gradually as needs
evolve.

&

Espace Citoyen

‘Damarces do pamis en kone

EspaceCitoyen - an InnovService solution
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