
Welcome to Permit Central, the public access 
portal for Roads Operations Permits

This guide provides the steps to submit a Public Works Roads Operations 
application through Permit Central.
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Step 1 - Log into Permit Central

Start an application:
• Log into Permit Central by entering your 

Email and Password then clicking ‘Log 
in’

• When you’re logged in, the Home page 
is displayed

• Select the ‘Application Type’ 
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Step 2 – Select Application Type

Application Types:

• Event in Right-of-Way   
• Work in Right-of-Way
• Entrance Permits
• Oversize/Overweight Load Annual Permit
• Oversize/Overweight Load Trip Permit

For the purpose of this user guide, an Oversize/Overweight 
Load Trip Permit application will be shown



Opportunity • Community • Naturally5

Step 3 - Start an Application 

Start an Application
• After selecting the application 

type you’re applying for, the 
form is available for input.

Please read carefully:
• Permit information is 

displayed for your review
• General Conditions
• Conditions
• Highway Traffic Act
• Additional Conditions and 

Comments including permit 
costs and business days for 
processing.

• After reviewing, continue 
input on the form.
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Step 4 – Applicant Details

Filling in the application form
• Some fields may be automatically 

populated from a logged-in user’s 
account details.

• Red Asterisk (*) = mandatory 
entry fields

• Clicking ‘Clear’ will remove all the 
information in the details fields

• Continue completing the 
application form.
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Step 5 – Carrier Details 

Filling in the application form
• Check the box ‘Same as above’ to copy 

details from the applicant form
• Check the box ‘Send all Notifications’ if 

you wish the carrier to receive all email 
notifications for the permit.

• Red Asterisk (*) = mandatory entry fields
• Continue completing the application 

form.
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Step 6 – Date / Time 

Filling in the application form
• Enter the ‘Start Date’ for the trip permit
• For a single trip the ‘End Date’ will populate with the 

‘Start Date’
• For an annual trip the ‘End Date’ will be one day less 

a year from the ‘Start Date’
• Continue completing the application form.
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Step 7 – Route

Filling in the application form 
• Select the route by right clicking at the 

start point and then right clicking again at 
the end point.

• ‘Address Search’ is available to assist in 
locating a precise location of address.

• The ‘Search’ bar on the top of the map 
will assist in locating an intersection (i.e. 
Kent St W at Angeline St N).

• Once the route has been selected, the 
route details will be displayed.

• Continue completing the application form.
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Step 8 – Load Details

Filling in the application form 
• Enter the load details overview in the text 

box
• Enter the load dimension(s) and weight(s)
• Loads details overview and load 

dimension and weight are mandatory 
entry fields indicated by the Red Asterisk 
(*).

• Click ‘Add New Row’ for additional load 
details to be entered.

• Continue completing the application form.
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Step 8 – Load Details continued

Filling in the application form 
• Answer the following questions, 

mandatory questions are indicated by a 
Red Asterisk (*).

• Is the load considered hazardous waste? *
• Hauling unit(s) license plate(s) and name 

on door
• Trailer license plates
• Is this trip subject to MTO or MECP 

permits? *
• List associated MTO and MECP permit 

numbers
• Insurance expiry date *
• Additional information
• Applicant reference
• Continue completing the application form.
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Step 9 – File Uploads

Filling in the application form 
• Uploads are mandatory if indicated with a Red Asterisk (*).
• Insurance Certificate(s) *
• Axle Table(s)
• Cab Cards or registration certificates
• MTO Permits
• Additional Files

Note: Only image 
and pdf file types 
are allowed for file 
uploads.
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Step 10 – Ready to Submit Application

Filling in the application form 
• Application is ready to be submitted
• Click ‘Save Draft’ to save your application and return at a later date to complete 

and apply
• Click ‘Conditions’ to view Kawartha Lakes Oversize/Overweight Loads and 

Reduced Load Exemption Permit Requirements and Restrictions
• Click ‘Cancel’ to delete your application
• Click the checkbox if you agree to the terms of use for this service 
• Click ‘Apply’ to submit your application
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Submitted Application

Upon Submitting Application 
• The form will be reviewed for any missing mandatory entry information
• Missing information will be displayed in Red at the top of the form 
• Fields requiring additional input will be highlighted in Red.
• Application is in Draft status until all missing information has been submitted
• Correct any issues identified and resubmit application
• Click the checkbox to agree to the terms of use for this service
• Click ‘Submit’ to resubmit application
• You will receive an email with the application details, status of application, application ID number 

and further instructions
• Status of application is now ‘Pending Payment’
• If changes are required to the application, please see next page for Edit Application instructions
• If no changes are needed, payment is now required. See Payment instructions on Page 16.
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Edit Application

Making changes to your application 
• Before payment is made, you have the opportunity to edit the application form
• Click ‘Edit Application’ to open the application for changes
• Adding additional rows for the load description will modify the permit fee
• Click ‘Submit’ to submit your changed application
• Your permit is now in the ‘Application Pending Payment’ status
• You may now make your payment.
• Note: Entrance Permits payment will be required after CKL staff have reviewed 

the application.
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Payment

Making your payment 
• You are now ready to make your payment
• Click ‘Paypal’ to connect to the payment gateway
• See the Permit Central How to Guide for further information on paying using PayPal
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Payment Completed

After your payment has been made 
• Once the payment has been completed, the application will be displayed
• You will receive an email with the application details and status
• Click ‘View Receipt’ to see your application receipt (Note: Your PayPal payment receipt 

will be sent to the email you provided in PayPal)
• Application status is Application Pending Review
• Your application will be reviewed for completion and submitted to the approval process
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Application Decision

After your application has been reviewed 
• If the application is approved, you will receive an email with two attachments, the 

Certificate and Kawartha Lakes Requirements and Restrictions
• If the application is rejected or revisions are required you will receive an email with 

further instructions.
• Sign into the portal to edit your application, view previous applications or view your 

certificates.
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Thank you for using our online Public Access Portal

If you have any questions, please contact the Roads Operations 
team by using the contact information below:

Public Works 
Roads Operations

705-324-9411 extension 1171
pwroads@kawarthalakes.ca

mailto:pwroads@kawarthalakes.ca

