
Welcome to the Public Access Portal

This guide provides information on the features and functionality of the online 
Public Access Portal for submitting Permits, Reports and Approval 

applications.
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Log into the Public Access Portal

Already have an account?
• Enter your email and password
• Click the “Click here to Log In” button
• You will be directed to the public access 

portal home page
• To Cancel the log in process, click the 

“Cancel” button
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Log into the Public Access Portal - Create an Account

To Create an account
• Click “Click here to Sign Up”
• Fill in all the fields on the form
• Click the “Register” button to submit 

the form
• Once you’ve submitted, you will 

receive an email with a link to 
confirm your registration

• Once confirmed, you may sign into 
the portal
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Public Access Portal - Password

Forgot your password?
• Click “Forget Password”
• The change password form will appear
• Enter your Email
• Click “Cancel” to return to the log in page
• Click “Clear” to re-enter your password
• Click “Submit” to continue
• Once submitted, you will receive an email 

with a link to reset your password
• Open the link and enter a new password



Opportunity • Community • Naturally6

Home Page

• Red Bell / Unread Messages:

• A red bell in the top right of the Home Page header banner indicates an unread 
message. Click on the red bell to view any messages. Once the message is read, the 
red bell will change to white.

• Updating your login details:

• Click the down arrow to the right of your name in the top right of the Home Page.  
Then click ‘My Account’. You will be able to edit your account details (contact 
information) or change your password.
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Submitted Applications

Click ‘Submitted Applications’ to review your previously submitted applications.

Click the down arrow in the Action field to open the 
Actions drop down menu to see further options:

Permit Status is displayed at the top of the Action field and the following options are available:
• Select ‘Check Case Status’ to open submitted application details
• Select ‘Pay Fees’ to be directed to the payment page
• Select ‘Get PDF Report/Permit’ to print or download your permit (if available)
• Select ‘Create New Case from Current’ to copy a previous application you’ve submitted
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Incomplete Applications

Click ‘Incomplete Applications’ to review applications that have been started but not submitted.

Click the down arrow in the Action field to open the 
Actions drop down menu to see further options:

Permit Status is displayed at the top of the Action field and the following options are available:
• Select ‘Continue Applications’ to open an incomplete application for updating and submitting
• Select ‘Delete Application’ to delete the incomplete application
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More Portal Features

• Search function: enter a permit number or address in the search box to find a desired permits. Click on the 
permit to review the details of the application.

• Sort: click the drop down arrow to the right in the ‘Sort’ field for viewing choices.

• Page Size: The page shows five permits with map locations. You can change this to display 5, 10 or 25 
permits per page.
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Payment – PayPal

Payments can be made through PayPal using a 
Credit Card or a Visa Debit card.

• Log into your PayPal account or continue as a 
Guest

• To log into your account, enter your email and 
password and click ‘Log In’

• To continue as a Guest click ‘Pay with a credit or 
Visa Debit card’

• See next page for Guest pay options.
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Payment – PayPal Guest

To continue the payment as a PayPal guest:
• Enter your email address
• Enter your phone number
• Enter your payment card number, expiration 

date and CVV
• Enter your billing address
• Uncheck ‘Save Info & Create your PayPal 

account’ to continue as a Guest (red box in 
example). Leaving this option checked will 
create a PayPal account

• Click ‘Continue as Guest’
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Related Documents – Adding Attachments

Several permits require documents to be attached to 
the application:
• To view the list of required documents, click here

• Note that the example lists ‘Site Plan’ as the only required 
document for this permit; other permits could have 
different required documents

• 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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Related Documents – Adding Labels to Attachments

Once all documents have been attached, 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.



Opportunity • Community • Naturally14

Thank you for using our online Public Access Portal

If you have any questions, please contact Customer Services by 
using the contact information below:

Customer Services 
705-324-9411 extension 0

inquiries@kawarthalakes.ca

mailto:inquiries@kawarthalakes.ca

