Secondary Suite Incentive
Program (SSIP) User Guide

How to upload documents
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Incentive Program

This Guide assumes you started and entered Part 1 of the SSIP Application

The SSIP User Guide: How to Create a SSIP Application includes the full process of creating a SSIP application.

Step 1: Log in to the SSIP Portal https://www.bchousing.org/ssip

For details on how to log in using your BC Services card,
please refer to: User Guide: How to login to the SSIP

Portal Welcome to the Secondary Suite
Incentive Program Portal!

The

Secondary Suite Incentive Program Portal

ogran

upporting doc

 Apply for the Secondary Suite Incentive Program
 Check the status of your application

From the Dashboard
« Click onyour SSIP ID link, or

« Update link Dashboard

SSIPID

YT NEINS Unread Message(s)

My Applications

Status

Started

Address Status Date Submitted Date Action

4243 SANDERS AVENUE
Wells, VOK 2R0
Sancel

Assuming Part 1 of the application is complete, you
will be taken to the Supporting Documents page.

This page outlines needed documents. Also, if the Supporting Documents l

documents are general to the file or for a specific
homeowner.

For each Document Category, where Status shows
Incomplete click Attach Documenty(s) prootof ncome

Previous

( Who is document for? ]

Document Category 4
Proof of Building Permit
Proof of Construction Cost

Identification of Homeowner

Proof of Principal Residence

Proof of Status in Canada

Homeowner 4

Status
Incomplete
Incomplete
KUZMA, LINDSAY Not Required
KUZMA, LINDSAY Incomplete

KUZMA, LINDSAY Not Required

KUZMA, LINDSAY Incomplete Attach Document(s)

Is document needed,
or has it already been
uploaded??
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You are now at the upload screen. Proof of Status in Canada
. lomeowner: KUZMA, LINDSAY
The Document Category shows at the top. If this document ’ &
. . . Document Type *
is for a specific homeowner, their name shows under the -
category. S R A

To upload multiple files, hold the CTRL key and click on each filename that you want to Lookup records
upload. Once you have selected your files, click *Open* and then click "Submit*

Note: Depending on the category, the Document Type may be v e s
filled in. =

If Document Type is blank, click on the magnifying glass, then
select the document type you are providing. Click Select.

Click Choose Files. Select the saved file from your
computer or mobile device.

Proof of Status in Canada

Homeowner: KUZMA, LINDSAY

Note: To upload multiple files, hold the CTRL key down as

you select each file you wish to upload. Then click Open. ol

Canadian Passport x Q

Click Upload.

To upload multiple files, hold the CTRL key and click on each filename that you want to
upload. Once you have selected your files, click "Open*” and then click "Submit".

Supported File Types: PDF, TIF, TIFF, JPG, PNG, JPEG

Maximum File Size: 10 MB

Attach file(s) * Name of file uploaded. If many files were
Choose Files | sample SSIP doc.pdf uploaded, will show # of files.

If you had a warning in Step 6, Document Category will

show Supporting Documents for Warning(s). T s — ez
Proof of Building Permit Provided
T h | S | (o) pti ona l Proof of Construction Cost Provided
[Suppomng Documents for Warning(s) Provided ]
You can upload documents to support your comments for e
Identification of Homeowner VOLKER, AMY Not Required Attach Document(s)
the warning. Or you can go on without uploading. Prootof ncome voue, Ay Provced [v]
Status for the Category where a document(s) is uploaded
now shows as Provided. Supporting Documents
If you need to re-upload documents or an incorrect LT Gt £ Action
. Proof of Building Permit Provided
document was uploaded. Delete by using the Attach o Condeation Co i
Documents button aga | n. Identification of Homeowner KUZMA, LINDSAY Not Required
Proof of Income KUZMA, LINDSAY Provided Attach Document(s)
Once a“ reqUh’ed dOCUmentS are Uploaded, C“Ck NeXt. Proof of Principal Residence KUZMA, LINDSAY Not Required
Proof of Status in Canada KUZMA, LINDSAY Provided Attach Document(s)

&

Next

Back to Dashboard
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