
Welcome to the Public Access Portal
for Building and Septic Division 

Preapproved Model (PAM) Applications

This guide provides the steps to submit a Preapproved Model (PAM) 
application on the online Public Access Portal
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Step 1 - Log into the Public Access Portal 

Start an application:
• Log into the Public Access Portal by entering your email and password.
• When you’re logged in, the Home Page is displayed.
• Select the ‘Click here to Create Application’ button (red rectangle in screenshot below)
• The application categories that you can choose from will be displayed.
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Step 2 – Select Application Category

Application Categories:

• Select ‘Building and Septic Division’ 
to access the applications.

• Select ‘Preapproved Model’ to start 
the application.
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Step 3 - Start an Application 

Start an Application
• After selecting the permit you’re 

applying for, the Application Help 
screen is displayed for your review.

Application Help:
• A help screen containing information 

about the type of application you 
selected will appear. 

• Click ‘OK’ to continue or the red ‘X’ to 
cancel the application.

• Click ‘Begin Application’ to start the 
application process.



Opportunity • Community • Naturally6

Step 4 – Application Overview

Filling in the application form
• There are several sections on the permit application:
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Step 5 – Application Section 1: Main 

Filling in the application form – Section 1 
Section 1: Main
• Application Description: here you’ll enter a description for 

your application which can be used later to search for 
previously submitted applications; adding the description is 
optional.

• Address Line: Enter the Assessment Roll Number for the 
property.

• Click the ‘Clear’ button to remove entries in the Application 
Description and Address field.

• Click the ‘Cancel’ button to return to the Home Page.
• Click the ‘Next’ button to continue.
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Step 5 – Application Section 1: Main continued 

Filling in the application form – Section 1 
Section 1: Main
• After clicking ‘Next’ a text box message appears displaying 

‘Exact Address Not Found’.
• Click on the Assessment Roll Number (ARN) to continue.
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Step 6 – Application Section 2: People 

Filling in the application form – Section 2
Section 2: People
• Application Information: 

• Enter the Building PAM Applicant information for the permit.
• Enter the Building PAM Owner for the permit.

• If your contact information is the same as your login information, click on the ‘Use My Information’ 
button to copy.

• Red font indicates mandatory entry fields.
• Click the ‘Clear’ button to remove entries in the Applicant fields.
• Click the ‘Cancel’ button to return to the Home Page.
• Click the ‘Next’ button to continue the application process.

See next page for a screen shot of the People section form.
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Step 6 – Application Section 2: People continued 

Filling in the application form – Section 2
Section 2: People

• Click ‘more…..’ (red 
rectangle) to show the 
Company Name field.

• Click ‘Next’ to continue.
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Step 7 – Application Section 3: Data Group

Filling in the application form – Section 3
Section 3: Data Group – `Model Design Data Group’ 
Enter the ‘Model name’, ‘Elevation 1 dwelling area in 
meters’ and ‘Elevation 1 garage and porch area in 
meters’.
• Provide a response to all mandatory fields; red

indicates mandatory entry fields.
• Enter any additional ‘Elevations’ in the text fields.
• Enter ‘Slip page listing’.
• Enter ‘Additional Residential Unit’.
• For additional information, hover over the 

Question Mark (?) Symbol next to the question.
• Click the ‘Clear’ button to remove entries.
• Click the ‘Cancel’ button to return to the Home 

Page.
• Click the ‘Next’ button to continue the application 

process.
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Step 7 – Application Section 3: Data Group continued

Filling in the application form – Section 3
Section 3: Data Group – `Framing Data’.
• For ‘Floor construction’, select a value from the 

drop down list or choose n/a if no exact match 
found.

• For ‘Roof construction’, select a value from the 
drop down list or choose n/a if no exact match 
found.

• Provide a response to all mandatory fields; red
indicates mandatory entry fields.

• For additional information, hover over the 
Question Mark (?) Symbol next to the question.

• Click the ‘Clear’ button to remove entries.
• Click the ‘Cancel’ button to return to the Home 

Page.
• Click the ‘Next’ button to continue the application 

process.
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Step 8 – Application Section 4: Related Documents

Upload required documents – Section 4

Section 4: Related Documents
This process requires several documents to be attached to 
the application:
• To view the list of required documents, click here

• Note that the example lists four required documents for this 
permit.

• To upload a document. Click ‘Add’ . 
• Select the document you want to add.
• Select ‘Open’ to upload the document to the application
• Once uploaded, you will see the document attached to 

the application.
• If needed, repeat the above steps to attach all required 

documentation for the permit. Once documents are 
uploaded you must update the label name. See next 
page for instructions.
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Step 8 – Application Section 4: Related Documents cont.

Adding Labels to Attachments

Section 4: Related Documents
Once all documents have been uploaded, the label for 
the attachment will require updating before continuing 
with the application:
• Click ‘Label’ and the document list is displayed.
• Select the appropriate label name for the 

attachment.
• Once the label for all the attachments has been 

completed, click ‘Next’ to continue.
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Step 9 – Application Section 5: Fees & Payments

Filling in the application form – Section 5
Section 5: Fees
• No fee is required to be paid with the application submission.
• Click the ‘Clear’ button to remove entries on this page. 
• Click the ‘Cancel’ button to return to the Home Page.
• Click the ‘Previous’ button to return to the previous page.
• Click the ‘Submit’ button to submit the application.
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Step 10 – Terms and Conditions

Submitting the application
Once you’ve submitted the application, the Terms 
and Conditions page will be displayed for your 
review:
• It states the responsibilities of the Permit 

Holder; click ‘Accept’ to agree with the Terms 
and Conditions.

• Once you’ve accepted the terms and conditions, 
you will be directed to the application 
submission.

• Click ‘Decline’ to return to the previous section.
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Submitted Application 

After submitting your application, the 
application details will be displayed

A thank you email with the application 
number will be forwarded by email. 
• Application status is Pending.
• Application will be reviewed.
• Click on the ‘Kawartha Lakes’ logo to 

return to the Home Page.
• After your application has been 

reviewed, an email will be sent 
indicating if it is complete, not 
complete, or rejected.  Not complete 
indicates information is missing. 

• During the review and approval 
process of your application, emails 
will be sent to provide further 
instructions and next steps.
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Payment Process

• The invoice is available by logging into your online account and printing an individual invoice for 
your application by selecting the drop down in the actions field. See next page for further 
instructions on printing the invoice.

• If you have filed multiple applications you may contact staff at buildingpermits@kawarthalakes.ca
to obtain a bulk invoice.

• To ensure your application continues to be processed, please make your payment in a timely 
manner.

• For bulk payments, follow the instructions on the bulk invoice.
• For individual payments, log onto your online account and select Pay Fees located in the actions 

field, where payment can be made through PayPal. See page 20 for further payment 
instructions.

• Once payment has been made, you will be able to log into the public access portal and view each 
payment by permit number.

mailto:buildingpermits@kawarthalakes.ca
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Print the Invoice

You may print your invoice at any status in the application process.

Printing the Application Invoice:
• To print your invoice, in the ‘Action’ field, 

click the drop down and select ‘Get PDF 
Report/Permit/Invoice’ (red rectangle).

• From the ‘Report’ list that pops up, select 
your desired report and click the ‘Get PDF’ 
button.

• Clicking the ‘Cancel’ button will return you 
to the Application Details page.

• Clicking the ‘Kawartha Lakes’ logo will 
return you to the Public Access Portal 
Home Page.
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Making a Payment

Once fees have been calculated, you may pay your individual invoice through the online portal. 
To obtain a bulk invoice for payment, contact staff at buildingpermits@kawarthalakes.ca.

• Log into the public access portal.
• To pay your invoice, in the Actions field, click 

the drop down and select ‘Pay Fees’ (red 
rectangle).

• The fees page will open. To continue, check the 
box next to ‘Check here to pay’ and select ‘Pay 
Now’.

• You will now be directed to the PayPal gateway.
• See the Online Portal User Guide for further 

PayPal instructions.
• Once payment has been made, you will be 

returned to the application details page.

mailto:buildingpermits@kawarthalakes.ca
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Print the Approval Letter

After your application has been approved, you will receive an email with instructions 
on accessing your Approval Letter through the public portal. 

Printing your Approval Letter:
• Your approval letter will be uploaded to the Related Documents 

section on the public portal.
• Log into the portal.
• On the list of submitted applications, click on the application 

number to open the application.
• Navigate to the Related Documents section. 
• Click on the Approval Letter document to download to your 

computer.
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Revised Drawings/Revised Documents

To add additional or revised drawings or 
documents to the application.

• Log into the Public Access Portal to view your application.
• Click ‘Add’ under Related Documents.
• Select the document you want to add.
• Select ‘Open’ to upload the document to the application
• Once uploaded, you will see the document attached to the 

application.
• If needed, repeat the above steps to attach all required 

documentation for the permit. Once documents are uploaded 
you must update the label name. 

• Next click ‘Label’ and the document list is displayed.
• Select the appropriate label name for the attachment.
• Once the label for all the attachments has been completed, 

the application has been updated.
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Online Portal Options and Logging Out

• To return to the Public Access Portal Home Page, click on 
the ‘Kawartha Lakes’ logo.

• To create another permit application, click the ‘Click here 
to Create Application’ button or,

• In the ‘Actions’ field, click ‘Create New Case from Current’ 
to copy an existing permit into a new permit application.

• To log out, click the drop down arrow on the right side of 
your user name and select ‘Log Out’.
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Thank you for using our online Public Access Portal

If you have any questions, please contact Customer Service or the 
Building & Septic Division by using the contact information below:

Customer Service 
705-324-9411 

extension 0
inquiries@kawarthalakes.ca

Building and Septic Division
705-324-9411  
extension 1288

buildingadmin@kawarthalakes.ca

mailto:inquiries@kawarthalakes.ca
mailto:buildingadmin@kawarthalakes.ca
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