
Welcome to the Public Access Portal
for Economic Development Division 

Film Permit

This guide provides the steps to submit an application for a Film Permit.



Opportunity • Community • Naturally2

Table of Contents

Step 1 - Log Into the Public Portal 
Step 2 – Select Application Category
Step 3 – Start an Application
Step 4 – Application Overview
Step 5 – Application Section 1: Main
Step 6 – Application Section 2: People
Step 7 – Application Section 3: Data Group
Step 8 – Terms and Conditions
Submitted Application
Print the Permit
Online Portal Options and Logging Off
Support Contacts

Click any of the links to 
go directly to that 

specific topic within this 
help guide.



Opportunity • Community • Naturally3

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 ‘
Economic Development’ to access 
the applications.

• Select ‘Film Permit’ to start the 
application.



Opportunity • Community • Naturally5

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.
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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
• Additional 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 Civic Address for the property.
• A drop down address suggestion list may appear if a partial 

address has been entered.  Select the address from the list.
• 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 6 – Application Section 2: People 

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

• Enter the Film Applicant information for the permit.
• Enter the Director, Producer, Production Manager, Location Manager applicant information for 

the permit (if applicable).
• 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 
additional contact 
information fields.

• 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 – `Production Information’, 
Primary Filming Location and Dates, Secondary 
Filming Location (if needed). 

Mandatory fields; red indicates mandatory entry 
fields.
• Enter “Production Title’.
• Enter ‘Production Company’.
• Enter ‘Production Type’.
• Continue entering applicable information into the 

data group fields.  There are several mandatory 
entry fields indicated in red. 

• 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 – Terms and Conditions

Submitting the application
Once you’ve submitted the application, the Terms 
and Conditions page will be displayed for your 
review:
• 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 Open.
• 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. 
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Print the Permit

You will receive an email notification when the permit is ready to print.

Printing the Application Permit:
• To print your permit, 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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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,

• 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 Economic Development 
by using the contact information below:

Arts Culture Heritage Development Officer
705-324-9411  
extension 1498

dgoodwin@kawarthalakes.ca

mailto:dgoodwin@kawarthalakes.ca

