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1. Accessing PRIO

1.1 Important Information
Please review the following information before you begin your O/O application:

e 0/0 digital permit products are final sale. Before proceeding to pay for your permit, review the permit draft to ensure you are
requesting the correct permit.

e For auto-issued Single Trip Permits, date amendments and content changes are not permitted.

e Yourinternet browser must have pop-up windows enabled to use this PRIO program. At the login screen, a check will be done to ensure
the pop-up (window) blocker is disabled.

e The set-up of your User ID determines the screens you will see.

e You need to submit a paper application to apply or renew certificates, project permits, SVC (special vehicle configuration) permits, and
any other type of oversize/overweight permit product not accessible online.

e Announcements relating to the PRIO program may be seen at the top of the PRIO program login page.
e With the account number filled in, leave the legal name field blank.

If you see an error message or a problem at the PRIO-Enterprise Level or IRP level, take a screen shot by clicking on the screen capture button
at the top right corner of the screen before sending an e-mail to the MTO office:

1.2  First Time Login
1. Tologinin:
Go to:

https://www.prio.mto.gov.on.ca/ONEnterprise/Login.aspx

2. On the PRIO Sign On web page, enter your User ID and your temporary Password.
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3. Click Sign On.
or

Click Frangais to view the login screen in French.

Ontario @

Permitting and Registration for
International Registration Plan and
Oversize/Overweight

Fee E=timator Forgot Password?

& Microsoft Edge: 55 +
PopUp blocker is disabled. +

English | Francais

You can now apply for your Annual Permit Online 24/7, 365 days per
year at your convenience!

To become a PRIO user and apply directly online to receie your Annual
Permit by e-mail, please contact the OversizefOverweight Permit Office at
o0.permits.review@ontario.ca and request the PRIO online User Account
application Form. Once you've completed the application form, return the
form to the OA0 Permit Office at oo.permits_review@ontario.ca to obtain a
user [D.

For International Registration Plan {IRP) inquires please contact the IRP
office at irp@ontario.ca. All online PRIO users (IRP) (O/0) must complete
the user application form and return the completed form to the applicable
permitting office wo access the online service.

Refer to the MTO website for more information:
http:fvnaw. mito. gov.on.calenglish/trucks/index_shtm
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4. On the User Management - Password Reset screen:

e Enter and confirm the new password.

Select a secret question from the drop-down menu and then enter an answer to that question.
Note: Fields marked with a red asterisk * are mandatory.

0 ENTUSER

£ ety 30 dip for ISlEr=al L ind )

User - Reset Password

Reset Password

U I regpr

| g

Mo Passwond | regued Confirm Password ragures
[

Lask Updabesd Usar 1D

Lt Lipcisied Timestamp

5. Click Proceed to complete the password change

or click Quit to return to the PRIO Log On screen

Ol Parrwaid

Conlvm Pavpword

Spcrel Cusmrfion

\ﬁj

Sotret Arawer
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6. An Information Message [I] confirms the password change. Click the link Click here for Login to start PRIO.

@ ENTCLTSS : [I] Password has been changed successfully for Sarahg

User - Reset Password

<

1.3 Regular Login
oto

https://www.prio.mto.gov.on.ca/ONEnterprise/Login.aspx

2. On the PRIO Sign On web page, enter your User ID and Password.

Ministry of Transportation 0/0 User Guide - January 2022 Page 5 of 91


https://www.prio.mto.gov.on.ca/ONEnterprise/Login.aspx

Permitting & Registration for International Registration Plan & Oversize/Overweight (PRIO)
Guide for O/0

3. Select Sign On.

or select Frangais to view the login screen in French.

Ontario @

Permitting and Registration for
International Registration Plan and
Oversize/Overweight

@ Microsoft Edge: 55
PopUp blocker is disabled. »

English | Francais

You can now apply for your Annual Permit Online 24/7, 365 days per
year at your convenience!

To become a PRIO user and apply directly online to receive your Annual
Permit by e-mail, please contact the Oversize/Overweight Permit Office at
o0.permits review@ontario.ca and request the PRIO online User Account
application Form. Once you've completed the application form, return the
form to the O/0 Permit Office at oo permits.review@ontario.ca to obtain a
user 1D.

For International Registration Plan (IRF) inquires please contact the IRP
office at irp@ontario.ca. All online PRIO users (IRP) (0/0) must complete
the user application form and return the completed form to the applicable
permitting office to access the online service.

Refer to the MTO website for more infarmation:

tLp:/ A, mito. gov.on.cal/english/trucks/index shtm

4. Disclaimer screen appears. Read the disclaimer agreement.

OR select | Disagree then click Exit to log off.
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DISCLAIMER

Ontario International Registration Plan (IRP) and/or Oversize/Overweight (0/0) Electronic Filing Agreement

This agreement by and between the Ontario Ministry of Transportation and the Motor Carrier, as follows:

WHEREAS, the Motor Carrier desires to file with IRP and/or O/0 certain applications, renewals or returns by electronic means in
substitution for conventional paper forms provided or approved by IRP and/or O/0, and the Motor Carrier further desires that such
glectronic filings shall be as valid as, and have the full force and effect of, a properly completed and filed conventional application,
renewal or return;

MOW THEREFORE the parties agree as follows:

1. Ontario Ministry of Transportation authorizes the Motor Carner to file IRP renewals, supplements or other documents to be filed with
the IRP az well as renewals, returns and/or other documents to be filed with O/0 by means of electronic transmission. The Motor
Carrier's electronic transmission of such reports or returns must be made in 2 manner compatible with the IRP / O/0 software,
eguipment and facilities.

2. The electronic filing of an application, return or other decument shall be deemed to be a declaration by the Motor Carrier and each
person who is an authorized representative for the Motor Carrier that such application, return or document is verified as correct and is
glectronically signed by each of them, with the understanding that a false statement is an offence punishable under the law.

3. If any person acting as a representative for a Motor Carrier leaves the employment of the Motor Carrier or becomes no longer
authorized to submit applications or returns for the Motor Carrier, the Motor Carrier and/or such person shall immediately notify IRP
and/or 0/0 in writing of such fact so that their right to file electronically will be terminated. No person who is or may be liable for any
fees, tax, penalty or interest shall be relieved of such liability with respect to any application or return filed or required to be filed prior
to the Ontario Ministry of Transportation having had a reasonable opportunity to update its records after actual receipt by IRP and/or
0/0 of the written notice herein required.

4. New or additional authorized representatives may be added.
5. Ontario Ministry of Transportation may cancel this agreement immediately for just cause.

By completing the log-on process you are acknowledging and consenting to the above terms.

@ | Agree O | Disagree

Submit Exit
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1.4 Forgot Password

1. Tologinin:

Go to

https://www.prio.mto.gov.on.ca/ONEnterprise/Login.aspx

2. If you have forgotten your password, on the PRIO Sign On screen, select Forgot Password?
(or select Frangais to view the login screen in French)

Forgot Password screen appears.

Ontario @

Permitting and Registration for
International Registration Plan and
Oversize/Overweight

@ Microsoft Edge: 55 +
PopUp blocker is disabled. +

English | Frangais

You can now apply for your Annual Permit Online 24/7, 365 days per
year at your convenience!

To become a PRIO user and apply directly online to receive your Annuzl
Permit by e-mail, please contact the Oversize/Overweight Permit Office at
oo0_permits.review@ontario.ca and request the PRIO online User Account
application Form. Once you've completed the application form, retumn the
form to the O/0 Permit Office at oo.permits.review@ontario.ca to obtain a

user Do
For International Registration Plan {IRF) inquires please contact the IRP
office at irp@ontario.ca. All online PRIO users (IRP) (0/0) must complete

the user application form and return the completed form to the applicable
permitting office to access the online service.
Refer to the MTO website for more information:

e mito.gowv.on calenglish/trucks/index_shtm!
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3. Onthe Forgot Password screen, enter:
e UserlD
e Secret Question category (select from the drop-down list)
e secret question answer
e your email address
and click Continue to proceed to the Reset Password screen, then go to step 5.

If you do not know your secret question or its answer, then go to next step.

Forgot Password -

User ID jreguired) Secret Question Secret Answer

Contact Emiail Confirm Email

| | |

[owem ] = ] ®

4. If you cannot remember the secret question or its answer, send an e-mail to 0o.permits.review@ontario.ca with the following information:

e Your User ID
e Name and the account number your User ID is associated with or linked to
e [f you do not know the PRIO account number, provide the CVOR or NSC number

e The reason or purpose of your request.

Ministry of Transportation 0/0 User Guide - January 2022 Page 9 of 91


mailto:oo.permits.review@ontario.ca

Permitting & Registration for International Registration Plan & Oversize/Overweight (PRIO)
Guide for O/0

5. On the Reset Password screen, enter

e New password in the New Password field

e Repeat in Confirm Password field

and click Continue.

Password requirements are listed in blue at the top of the screen.

& ENTUSER4SE : [1] Your new password must adhere to the following rules:

rd should be a minimum of & characters and at most 10 characters in length.
rd must have 1 capital letter and 1 numeric and one lower case.

rds will expire every 30 days for Internal users and 50 days for external users.
+ Password cannot be reused within 12 password changes.

User - Reset Password

Reset Password

User ID (required)

User Name

sarahg l

SARAH G ]

New Password (required) Confirm Password (required) Last Updated User ID

Last Updated Timestamp User Status

12021 01:51:00 P

ACTIVE

‘ Clear Forms ‘ ‘ Exit | o
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6. Reset Password confirmation screen appears with Login link.
Click Login link to continue and PRIO Sign On screen reappears.

Repeat login process from step 1.3 above.

€ ENTCLTSS : [I] Password has been changed successfully for Sarahg,.

User - Reset Password

<
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2. PRIO - Enterprise Menu

After you log in, at the left-hand side is a list of menu options to navigate at this Enterprise level or module.

A menu item is blue when active:

e When a label is selected, it is highlighted in blue

e The contents of that section are displayed on the right-hand side.

Ontario & Bj PRIO-Enterprise “ Frangais W [J O yreaueruses -

WEE USER OFFICE
Open B Client Dashboard
24 122
L s Client Summary
o Services
o TEST COMPANY SIX
= Operations
AccourtNo.: B Client St=tuz - (S
Cperating Az - Email : SARAH.GALEEONTARIO.CA
BN: - PhoneMo.: -
Me n u RIN/CVOR: - Ext; -
RINType: - Cell Phone Ma.: -
MNSCMumber: BC122746373 Fax: -
Exemption Code: N IRP Escrow: -
Carrier Type: - Last Updsted On: 044112021 121705 PM

Regiztramt Type: -
o $0.00
© ALISONSANDBOX

Physical Address Mailing Address
@ 777 PACIFIC BLVD Last Updated On:  04711/2021 1217:05PM
=t Updat = :
VANCOUVER, 5C VERLY Last Updated User ID:  ALISONSANDEOX

Pending Transactions @ x

No data available in table

IRP Quick Links x Comments

Mo data availzble in table
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2.1 Client Dashboard - Initial View

1. The Client Dashboard appears and may be empty, or it may display your account information. If empty, proceed to section 2.3 to use Wrench
Menu to turn on your options.

e Service Providers will see the Search Client screen instead.

» PRIO - Enterprise
Ontario @

x
(Environment: Training)
'WEB USER OFFICE

Open Business Peripd: CI |e nt Da Sh bOa I'd
240172022 To 240172022

22 Oient Dashboard

o Services

= Operations

Accessibility Privacy Contact Us

Ontario &
PRIO, © 2021 Celtic Systems
¥3.3.16.0 (D601/2022) Training

In partnership with the Government of Ontario
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2.2 Client Dashboard for Service Providers

For Service Providers only, the Client Search screen appears instead of the usual Client Dashboard as the first screen in a PRIO session. Serivce
Providers must first use this screen to search a list of clients added / linked to the PRIO account:

1. To see the complete list of clients, leave all the fields blank on the Client Dashboard and click Search.

e To narrow the search, enter information into the search fields.

A = PRIO - Enterprise
Ontario @

Client Dashboard

Francais ™ [J O o rerneruses -

WEB USER OFFICE

Open Business Period:
20/10/2021 To 20/10/2021

Search Client Here
28 Client Dashboard

Account No. BN

o Services

RIN/CVOR

== Operations > l 56216 l

% Support

Legal Name

| |

2. Scroll down below the Search button to see the list of PRIO account numbers associated with your Service Provider account.

Click account number to see client details. Client Dashboard reappears showing client details (use Wrench menu to turn on options if
necessary).

Legal Karme
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2.3 Client Dashboard
Client Dashboard is an enquiry screen that provides a summary of pending applications.
1. After logging in, you may automatically see transactions, applications, or supplements on the Client Dashboard.

To change settings on Client Dashboard (if screen is blank or not showing what you want to see), locate the Wrench Icon at the upper right.

5 = PRIO -Enterprise
Ontario @ (Environment: Training)

WEB USER OFFICE

Open Business Period: CI |e nt Da Sh boa I'd

24/01/2022 To 24/01/2022

22 Oient Dashboard

o Services

= Operations

Accessibility Privacy Contact Us

Ontario @
PRI, € 2021 Celtic Systems
¥3.3.16.0 (D6/01/2022) Training

In partnership with the Government of Ontario
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2. The Wrench Icon on the User Dashboard is the settings menu where you can change what is displayed on this screen.
To change what you see on your User Dashboard:
e Select the Wrench Icon near the top right corner of the screen
e Move the slider to turn options on/off.

e Select the Wrench Menu again to close.

¢ CLIENT VIEW

:3“1”&’2¢ m

Client Summary m
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3. The Client Dashboard re-appears using your new settings.

PRIO - Enterprise “ Francais ™ [ @ oo -
{Environment: Training) ANETUSER

Client Dashboard

Client Summary

o8 TEST COMPANY SIX
AccourtNo. - (Y Client Starus: SR
CperatingAz: - Email :
BN: - Phone Mo.: -
RINCVOR: - E
RINType: - Cell Phone M
NSCMumber: BC122746378
Exemption Code: N -
Carrier Type: - o 02021 121705 PM
Regiztramt Type: -
En e System Credit:  $0.00
L: o ALISONSANDBOX
Physical Address Mailing Address

@ 777 PACIFIC BLVD Last Updated On:  04A11/2021 1217:05FPM

=t Updat = :
VANCOUVER, BC VEBAYS Last Updated User ID: ALISONSAMDBOX

Pending Transactions @ x

Mo data available in table

IRP Quick Links x Comments

Mo data availzble in table
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2.4 Services Menu
1. Select Services at the left and several choices appear. Available options are Enterprise, IRP, (IRP Permit,) and O/O.
e The options or levels displayed are for the applications, or supplements you can submit or request using your User ID.

e Select 0O/0 to bring you to the O/0O level where you will be able to request or submit O/O permit applications.

Ontario =8 PRIO-Enterprise Vienu Fncer pp Francais ™ L1 O eerusen -

WEB USER OFFICE

Open Business Perlod: c“ent DaShboa I’d

24/01/2022 To 24/01/2022

22 Client Dashboard

Client Summary x
o Services a
Enterprise
IRP Account Ne. : @ Client Status : m
/0 Operating As: - Email : SARAH.GALE@ONTARIO.CA
BN: - Phone Mo.: -
& Operations RIM/CVOR: - Exni -
RIN Type: - Cell Phone Mo, : -
NSC Mumber:  BC122746378 Fax: -
Exemption Code: N IRP Escrow: -
Carrier Type: - Last Updated On:  04/11/2021 12:17:05 PM
Regisrant Type: -

Enterprise System Credic:  $0.00
Last Updated User ID:  ALISONSANDBOX

Physical Address Mailing Address

@ 777 PACIFIC BLVD Last Updated On:  04/11/2021 12:17:05 PM

Last Updated User ID:  ALISONSANDBOX
VANCOUVER, BC, V6B4Y2

Pending Transactions @ x

m FLEFT TYPE & WWWWW NVOICE DATI NVOICE AM]
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2.5 Selecting a Client Account

Only Service Providers can select a different client (i.e., a different account number) to submit an application request on behalf of their client.
You will get an error message if you start an application without selecting an account number first.
1. From the Services Menu, select 0/O.
Ontario

'WEB USER OFFICE

Open Business Period:
081172021 To 081172021

22 Oient Dashboard
68 Services (

Enterprise

2. You will go to the O/0O level and the O/O Level Menu appears. Choose the Select Client option.

|5ELI':ET CLIENT FERMIT» ENQUIRY+* WIP» REFRINT» WEB PROCH| ENTERPRISE SIGN CIFFl

3. The Application Type option should read 0/0O.

| SELECT CLIENT PERMIT» ENQUIRY» WIP» REPRINT® WEB PROC* ENTERPRISE SIGN OFF|

et Coerd

Comfeare libreat TR, il
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4. From the drop-down menu, select the account to submit an O/O application for.

5. Click on Proceed to get confirmation that the account number was selected.

ENTCLTZ91 : {1

SELECT CLIENT PERMIT»* ENQUIRY» WIP» REPRINT* WEB PROC» ENTERPRISE SIGN C

Tou hurve Sebected Clent 1d

2.6 0/O Level Menu

You will go to the O/0 level and the O/O Level Menu appears.

| PERMIT»| ENQUIRYY| WIP»| REPRINTY| WEB PROCPY| ENTERPRISE | SIGN OFF

2.7 Voluntary Password Reset (Changed Password)

The Enterprise Site Map appears.

i = PRIO - Enterprise
Ontario @

WEB USER DFFICE

Site Map

Services Enterprise

Open Business Perlod:
12H11/2021 To 1241172021

B8 client Dashboard Client
o sServices

Enterprise

= Operations

% Support
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2. Inthe User tile menu, select Change Password

) = PRIO - Enterprise
Ontario @

WEB USER OFFICE

Site Map

Services Enterprise

Open Business Perlod:
12M11/2021 To 12711/2021

B client Dashboard Client
o services

Enterprise

= Operations

% Support

The User — Change Password screen appears with some fields pre-populated.
3. Enter the old password

4. Enter and confirm the new password.

e System populates the secret question and answer.

Ministry of Transportation 0/0 User Guide - January 2022
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5. Click Continue to complete the password change.
or click Clear forms to clear all fields, to try again.

or click Exit to leave the screen. A warning message will appear at the top of the screen. Select the OK button to proceed with quitting the
screen with no changes done. You will return to the Enterprise screen.

© ENTUSER46 : [I] Your new password must adhere to the following rules:

» Password should be & minimum of 8 characters and at most 10 characters in length.
» Password must have 1 capital letter and 1 numeric and one lower case

» Passwords will expire every 30 days for Internal users and 90 days for external users.
» Password cannot be reused within 12 password changes.

User - Change Password

Change Password

User ID [required) User Name
sarang l SARAH G
Old Password (requirad) New Password (required) Confirm Password (required)
Secret Question (required) Secret Answer (required)
| - | |

= ] e
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6. An Information Message [I] confirms the password change.

User - Reset Password

<l

as been changed

ssfu

SUCCEs

y for Sarang

Ministry of Transportation
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7. Select Click Here for Login for the login page to appear and to sign in with your User ID and the new password created.

PREC - Enterprise

€ ENTCLTSS : [I] Password has been chanped swicessfully for

User - Reset Password

Ontario §9

Permitting and Registration for
International Registration Plan and
Oversize/Overweight

(= | J
[ & ]

o WSredch: Edge: B3
PEoUS Blodnh’ A dEalied

Erinis

Yoy Lam ow apply Tor your Aneual Pecral Golicse 2457, BS doys per

YRS AL YOUF Cofrvenenael

To ppzevee & PRI wier Bnd ROty SlrelTy GVne 00 Pk pon Ay

Perma Dy e-mal, piease ComaT o JreerpgecDverweighn Per o
S P TR e B GNERrio o8 Bnd negeess The PRI0 andne U

application Form. Oncl you've carnpheted the apglcatcn form,

it OO Parrni Offics 88 a0 DTt revirs Al aris

Eid IRt anp) B rbesn Mas M |Aguirtd Seale L7 I 1P
e B 17 i B AN oAl PRIO uders (RP) DD Wao comsiets
DHE L IR0, o, B St [P COMSRETe 0T 10 DN B{s(HLaniE
CRTTRIDNG ITICE 10 SOTESS (N ONira SETViE
Riafer 1o thae WMTO wabsoe for more Informmation

Ty 0 o o cafengl i i SEETT
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2.8 Operations Menu

1. Select Operations at the left to see another choice called Finance.

This is to do options such as pay for transactions in the cart, do prepaid deposits, and reprint payment receipts.

@& User Dashboard

22 Client Dashboard

€ Services

= QOperations

Finance

2.9 Finance Site Map

From the Finance Site Map, you can pay for transactions in your cart, do pre-paid deposits, and reprint payment receipts.

WEB USER OFFICE Site Map

Open Business Period:
19A1/2021 To 19/11/2021 Operations / Finance

B2 client Dashboard Payment Reprint

Pre-paid/Stored Credit
& Sservices H

Cart Payment
= oOperations
Finance

User Management

% Support
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3. Payment and Receipt
For payment and receipt,
1. Select Finance from the Operations menu.
There are four options on the Finance Site Map:
e 3.1 Cart Payment
e 3.2 Pre-Paid Deposit
e 3.3 Payment Receipt Reprint
e 3.4 Pre-Paid Stored Credit Enquiry

Proceed to each transaction as necessary.

" = PRIO - Enterprise
Ontario @

WEB USER OFFICE Site Ma P

Open Business Period: .
101172021 To 101172021 Operations / Finance

R Client Dashboard

Payment Reprint Pre-paid/Stored Credit

& services

&= Operations

Finance

User Management

% Support
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3.1 Cart Payment
To resume an application in the cart,
1. Select Cart Payment from the Payment tile menu in the Finance Site Map,

or select the Cart Icon at the top right corner of the screen on the PRIO-Enterprise level.

Site Map
Operations Finance
Payment

Cart Management-Cart Payment screen appears. If you have more than one cart ready for payment, then it will be listed here.
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2. Click Search.

e Your account number is pre-populated.

Cart Management - Cart Payment

Search for Transaction

Cartld Invoice No. Account No.
I I [ ] | 54255
Legal Name Invoice Date

| | | e E“’

DD/MMAYY ﬁ

D All Transaction

l search l l CIearFurms] I Exit l °

3. A pop-up list of carts appears. Select one or more carts with the Select button at the left and select Add.

CART INVOICE ACCOUNT INVOICE TRAN: CAD INVOICE USD INVOICE
m- SO AMOUNT

TEST COMPANY 0/0; ACCOUNT#:54255; APP#:36430; PMTNER:; NO.OFPERMIT:1;

520012759 54255 1111172021 % 0/0 ANNUAL-NEW PERMIT
= o - e S TEST COMPANY . O/0; ACCOUNT#:54255; APP#:36426; PMTNER:; NO.OFPERMIT:1; -
O s707 5920012754 54255 101172021 % 0/Q N AL -NEW PERMIT 445875 0.00

SEARCH RESULT (%]
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4. Scroll down to bottom of screen and click Pay.

Selected Transaction

Payer Name Payer Account No. Receipt Date

l TEST COMPANY SIX l l 54255 ] l 15/11/2021 H
CAD INVOICE USD INVOICE USD INVOICE AMOUNT

TEST 920012798 11/1/2021 OO ACCOUNT#:54255;APP#:36430:PMTNER:: NCLOFPERMIT: 1:ANNUAL-NEW
COMPANY SIX : PERMIT

TEST OrOACCOUNT#:54255,APP#:36431;PMTNER:;NO.OFPERMIT: 1 ANNUAL-NEW
e s4235 20012200 41/14/2024
] 5425! COMBANY S 920012800 1/11/202 SERMIT

54255 IEOS\EDA‘ . 920012801 111172021 AC#:54255,PRE-PAID 3 20000.00 0.00 0.00
COMPANY S|

Total 20857.50 0.00 0.00

Remove

Payment-Cart Payment screen appears. On Cart Payment screen, scroll down to see entire screen.

5. Review Payment Section containing account number, account name, pre-paid balance, stored credit balance, and applications being paid for.
6. In Payment Detail panel (Canadian), select the payment method in the Payment Type drop-down list:

e OO Stored Credit

e OO Pre-Paid

e Payment Card
7. If paying by OO Stored Credit or OO Pre-paid, then enter amount in the Payment Amount field (at the right)

If the amount does not cover the total permit cost, then enter an additional payment type: Click Add and a new line appears.
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8. Toremove a payment type added in error, click Clear Forms at the bottom of the webpage.

Ontario &9 ki Frangais ™ 0] O yooerusen -
@ ENTPAY196 : [I] We now accept Visa Debit and Debit Mastercard. Q
'WEB USER OFFICE
Open Business Perod:
101172021 To 101172021 Payment - Cart Payment

B2 Client Dashboard

o services > Payment

= Operations > Payer Account No. Payer Name CAD Stored Credit($)
o l 54255 ] ’ TEST COMPANY SIX ] ’ 0.00
USD Stored Credit($) USD Pre-Paid Amount($) CAD Pre-Paid Amount($)

l 0.00

’ 0.00

’ 10000.00

USD AMOUNT DUE
mmmmw CHONY
000 000

/O ACCOUNT#:54255:APP#:36427: PMTNERNO. OFPERMIT: 1 ANNUAL-NEW

920012795 1001172021 TEST COMPANY SIX o 22875

Total Amount Due 41875 0.00 0.00

Payment Detail (CAD) /

E o
0O Pre-Paid

- 3318 24875

“ I Credit / Debit Card Payment I

When paying by credit card or debit card, the Payment Card option must be the last option for the remaining balance to be paid by it.

Credit/Debit Card Payment. If credit/debit payment selected, a pop-up dialogue box appears.

“ | Credit / Debit Card Payment I

10. Enter the necessary information and then select Pay Now.

e The screen will remain blank or white while the payment is being processed.
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11. After payment is successful, select Quit.

You will return to the Cart Payment / Payment Detail screen.

Payment Details D

s

visa .

RINISTAY OF TRANEFPORTATION
Invoice/Order Number:| Z13A202010258125122957PRIO E;?Ontario MIMISTERE DES TRANSFORTS
Amount (CAD): 204.0
Name on card: MTO
Card Type: VISA v| Canada
Card Number:
Expiration Date: M 2020 v
Card CVD: What's this?
| Return | | Pay Now |

12. To complete the cart payment, at Payment Detail / Cart Payment screen,

e Scroll to the bottom and enter your e-mail address to receive the payment receipt.
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13. When you have entered all payment information as well as your e-mail address, click Continue (at bottom of screen).

Ontario @

WEB USER OFFICE

B2 Client Dashboard
& services
= operations

% Support

= PRIO-Enterprise m Francais W [J O yemieruses -

Total 44875

Net Amount Paid 448.75

Payment Detail (USD)

N T e s

Total 0.00

Net Amount Paid 0.00

Electronic Delivery Channel .

Payment Receipt Electronic Delivery Channel /

l M - EMAIL WITH PDF - l l /@C\T»'«RID[# ‘

[ | [ = ] @ 5
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14. Cart Payment Verification screen appears.

Scroll down to review the entire screen.

£ PRIO - Enterprise

Ontario @

WEB USER OFFICE Payment - Cart Payment

Open Business Period:
101 112021

BE client Dashboard Payment

B Francais ® 01 O s -

o Services i Payer Account No. 54255

o — USD Stored Credig$) | 0.00

% support

Payment Detail (CAD)

920012738 10 TEST COMPANY SIX APP#:36428;PMTNBR: NO.OFPERMIT:1

Payer Name  TEST COMPANY SIX

USD Pre-Paid Amoum($)  0.00

CAD Stored Credil$) | 0.00

CAD Fre-Paid Amounds)  10000.00

m@m TRANSACTION TYPE CAD AMOUNTDUE | USD AMOUNTDUE | USD AMOUNT DUE (CASH ONLY)

NUAL-NEW PERMIT 0.00

Total Amount Due 44875 0.00 0.00

QO Pre-Paid

Payment Detail (USD)

_m

Net Amoun Paid 5443.75

Ministry of Transportation

FOR OVER PAYMENT -

(s | el rmersos
000
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15. Click Pay (at bottom of screen).
PRIO - Enterprise m Francais ® 01 O \peenemuses -

Ontario @

h: 0
WEB USER OFFICE
©Open Business Period: Ouer Baym
10/11/2021 To 10/11/2021
Net Amoun Paid 5443.75

R Client Dashboard

@ Services > Payment Detail (USD)
phNS [ e e
» 000

% support

FOR OVER PAYMENT -

Electronic Delivery Channel
onic Delivery Channel = M - Emall With PDF : BONTARIOCA -’

Payment Receipt

Contact Us .
Ontarlo@

In partnership with the Government of Oni /A

The PRIO Site Map appears with a confirmation message in blue at the top.
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16. Review your confirmation message.

BP Francais ® 01 O \oonemuees -

. = PRIO-Enterprise
Ontario @ -

© GEN4138 : [E] Failed to send Email to @ONTARIO.CA.
WEB USER OFFICE
d: @ GEN4301 : [I] Post Payment completed successfully.
Ll 7202

Site Map

Services / Enterprise

B8 Client Dashboard

o services

Enterprise Client
IRP
IRP Permit

oo

= operations

% support

Accessibility Privacy Contact Us .
Ontario @

In partnership with the Government of Ontario
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17. Your payment receipt and permit(s) (where applicable) are displayed on your computer screen in a separate pop-up window. The payment
receipt and permit document will be sent to you in separate e-mails as a .pdf file attachment.

Review the receipt and permits.

Page 1af 1

Ministry of Ministére H5T# 124668866 RT

Ontario @ Transportation  de Transport  N° de TVH
General Payment Receipt

Service Location / Bureau de service Général réception de palement

Office No.! &1

N* du bureau

Address/ 301 ST. PALL STREET Account No. | N* de compte: 54255

Adresse ST. CATHARINES , ON Cart ID [ No du panier: 9706

L2R TR4
Date (YiM/D) / Date (AN ) 1 2021011709 Time/ Hewre @ 10:11:49

Payment Summary | Sommaire des paiements

Canadian Tender /
En Dollars canadiens

Cheque [ Chéque $10,000.00

Total Payment | Paiement total : $10,000.00

Products & Services | Produits ef services : 0/0 Pre-paid Deposit / Dépét anticipsé PDE

OMNLINE PAYMENT DETAILS /| RENSEIGNEMENTS RELATIFS AU PAIEMENT EN LIGNE
Transaction Reference Mumber | Numéro de référence de la fransaction

Card Holder | Titwlaire de /a carte

Card Type [ Type de carte

Card Number | Numéro de la carfe

Bank Referance Mumber / Muméro de référence de la bangue

Authorization Number / Code d'suforisation

Transaction Type / Type de fransacfion

Transaction Status | Etat de la fransaction
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3.2 Pre-Paid Deposit Payment

To do a Pre-Paid deposit to your PRIO account, then from the Client Dashboard menu,
1. Click Finance under the Operations menu at the left.

The Finance Site Map appears.

2. Click Prepaid Deposit from the Pre-Paid/Stored Credit menu tile.

- = PRIO - Enterprise m Frang
Ontario @

WEB USER OFFICE Site Ma o]
Open Business Perlod:
101172021 To 1041172021 Operacions / Finance

B3 Client Dashboard Payment Reprint Pre-paid/Stored Credit
of services

= Operations

‘.‘

User Management

% support

3. The Payment Prepaid Deposit screen appears. Complete the screen:

e Under Application Type, select 0/O — 0/0 Application from the drop-down list and
e Enter the deposit amount (CAD).
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4. Click Continue.

Payment - Pre-Paid Deposit

Pre-Paid Deposit

Account No. (required) Application Type (requirsd) CAD Deposit Amount
54255 ] I - I l

USD Deposit Amount

| l

e ] (= ]

The Pre-Paid Deposit Verification screen appears.

e If correct select Continue
e If not correct, then select Back to make changes.

e The error message at the top of the screen states that the remaining balance will remain until used.

A PREPAID19 : [W] System will not consume Pre-Paid balance if this transaction is not paid. [x]

Payment - Pre-Paid Deposit

Pre-Paid Deposit

AccountNo. | 56215 Application Type = 0/0 CAD Deposit Amount | $2000.00

USD Deposit Amount | §0.00 Legsl Name SERVICE PRO
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6. Cart Management-Pre-Paid Deposit screen appears. Review the screen.

To pay the cart later,
e Select the Save & Quit button, then resume the application at the Cart Payment screen.

If you make a mistake:
e Select the white box on the left of the incorrect cart/invoice
e Select Remove (lower left)
e Select Exit
e At the top of the screen select OK to confirm that you wish to quit the screen without saving.

e Then start the prepaid deposit over again.
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To pay now, select the Pay button.

Cart Management - Pre-Paid Deposit

Search for Transaction

Cart Id Invoice No. Account No. (required)

Legal Name Invoice Date

D All Transaction

l search l l Clear Forms l Exit l ©
Selected Transaction
Payer Name (required) Payer Account No. (required) Receipt Date (required)
SERVICE PRO l | 56215 l l 12172021 E

e T e e e e e e e T e
56215 0.00

SERVICE FRO 920012802 121172021 ACESEZ15:PRE-PAID 1 2000.00 0.00

Total 2000.00 0.00 0.00

Showing 1to 1 of 1 entries

Remove
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7. Payment screen for the deposit appears.

Use the same steps as for Cart Payment to complete the payment for this deposit.

3.3 Pre-Paid Stored Credit Enquiry
To see pre-paid stored credit,

1. Click Finance from the Operations menu at the left.
The Finance Site Map appears.

. = PRIO - Enterprise
Ontario @

WEB USER OFFICE Site Ma o]
Open Business Perlod:
101172021 To 1041172021 Operacions / Finance

B2 Client Dashboard Payment Reprint Pre-paid/Stored Credit

o services

= Operations

‘H

User Management

% support

2. Click Pre-Paid Stored Credit Enquiry from the Pre-Paid Stored Credit menu tile.

Pre-paid/Stored Credit

Pre-Paid/Stored Credit Enguiry
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3. Search Screen appears.

Select your account and click Continue. Summary screen appears.

Showing 1 to 2 of 2 entries

3.4 Reprint Payment Receipt

The Finance Site Map appears.

. = PRIO - Enterprise
Ontario @

WEB USER OFFICE Site Ma o]
Open Business Perlod:

101172021 To 1041172021 Operacions / Finance

— ST Payment Reprint Pre-paid/Stored Credit
o Services e .

= Operations

‘.‘

User Management

% support

Ministry of Transportation 0/0 User Guide - January 2022 Page 42 of 91



Permitting & Registration for International Registration Plan & Oversize/Overweight (PRIO)

Guide for O/0O

2. Operations/Finance Site Map appears. In the Reprint tile section, select Payment Receipt.

e The account number should already be pre-populated.

e To narrow your search and look for a specific receipt, complete the other fields.

Reprint Search - Payment Receipt

Cartld

Payment Date

|

Legal Name

Electronic Delivery Channel

Account No. (required)

l 56215

|

| [

Continue l Clear Forms
T T N L

3. Select Continue. List of transactions appears at bottom. Select the application transaction with the desired payment receipt.

Exit l °

10/11/2021

PAYMENT DATE IF

= | e
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4. 0/0 Application Enquiries

1. Click O/0 from the Services menu at the left.
The 0/0 level menu appears.
Under the Enquiry menu, there are two types:

e Application: Pending and completed applications

e Permit/VCE: Completed applications
Ontario

[t3
1o r-m/

B Oeratian

[SELECT CLIENT |PERMIT» [ENTOJUIGVA WIP» REPRINT» WEB PROC*| ENTERPRISE | SIGN OFF]
APPLICATION
PERMIT/VCE
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4.1 Enquiry - Application

1. To view pending and completed applications, get to the O/O Level Menu, select Enquiry then Application.

PERMIT* [EY[OIGAM WIP*  REPRINT*| WEB PROC* ENTERPRISE |SIGN OFF|
APPLICATION
PERMIT/VCE

2. A pop-up window with the Application Enquiry Search screen appears displaying several search fields. Select Search to see a list of applications
and review the screen.

Enquiry Application Enquiry
L7]
Account No. : 54255 CWOR: LES BC122746378
ceount Ro. 2 : Number®
Legal Name: TEST COMPANY SIX DE”“"Z?.:,EE i v
: e =
Application No. : Grarus ~ Location® ~
e i —
Permit/VCE No. ; Status* ~ | Permit Year:
From Bermit Travel | To Permit Travel
Date® = © Date" =~
Issued From Date: 0D Yy Issuzd To Date: OO,
| Proceed || Refresh | Quit [ Help |
[First Page] [Previous Page] [Next Page] [Last Page]
.
Account NSC . icati licati Permit/VCE  Permit/VCE  Permit From Permit  To Permit Travel Issued Issued Transaction ..
e No. I e e e e Ay No. Status No. Status Year Travel Date Date Date Location Type =
Select (54255 ;;?.T COMPANY [Jigg T GENERAL | 3canq APPROVED 2021 10/11/2021 09/11/2022 MEW PERMIT View
— TEST COMPANY ANNU - RGET — T 10/11/2021 |V52-WEB USER o e
Select | 34255 SIX LOADS APPROVED AN21003762 ISSUED 2021 10/11/2021 10/11/2021 OFFICE MNEW PERMIT View
anss TEST COMPANY ANNU N o . e
Selact 54253 = VoA APPROVED 2021 10/11/2021 NEW PERMIT View
54 TEIECOMERNY Ll 2540 ADDEOVED 2021 1001142001 971120y MEW OERMTT
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3. Search for the application you wish to view:

e Narrow the search by entering one or more search criteria into the search fields at the top of the screen and clicking Proceed.

e or, scroll through the list of applications at the bottom of the screen without narrowing the search.

Engquiry Application Enguiry
L7]
, NSC
Account Ne. : 54255 | CVOR: | P BC122745378 |
Legal Name : TEST COMPANY SIX | pe""'“‘?,’;,gi ! |

Application Na, : “pp'gf P [NOT SUBMITTED v Lclj:;]jﬁ: v |
Permit/VCE No. : [ErTdbEs, “ | Permit Vear:
Status
To Permit Travel | oo
Date’ = °
Issued To Date: Do/ MM,

From Permit Travel
Date® ©

Issued From Date: Do/mMb

Proceed | Refresh || Quit I Help |

[First Page] [Previous Page] [Mext Page] [Last Page]

Page 10f 1
NSC Permit/VCE T Application Application Permit/WVCE Permit/VCE Permit From Permit Travel To Permit Travel Isg
humber  Permit/VCE Type No. Status No. Status Year Date Date Dj
22746378 "G‘;‘;'g" TGENERAL 36435 NOT SUEMITTED 2021 10/11/2021 09/11/2022
22746378 ESEEL)'E EGENERAES (oo NOT SUBMITTED 2021 09/11/2021 08/11/2022
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4. View the list of search results:

e Click on a column heading to re-sort the list

e Click Refresh to begin your search again.

Date ™ —

Issued From Date ;| 00/ MM Yy rY

BC122746378 | SINGLE TRIF PERMIT |%325 APPRO
BC122746378 | SINGLE TRIF PERMIT |%752 APPRO
BC122746378 | SINGLE TRIF PERMIT |%676 MNOT 5
BC122746378 | SINGLE TRIF PERMIT |%664 APPRO

SEstuE -
To Permit Travel  _ _ ..
Date’ §

Issued T Uate:
Procesd Quit
[First [ Maxt P
Page 10f 1
pelication Permit/VCE Perm
Status No. 5tz
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5. Find the application you wish to view and click

Select, for a detailed history,

[ J
e orView for a general summary.
Select ASUNt ) 5a) Name]
Mo.
Select | 54253 TEST COMBAN:
SIx
Salec 255 TEET COMPAN}
— SIX
Select |5425 TEST COMPAN!
SIX
Colocs | 54955 TEST COMPAN
or
Issued Transaction ,
i View
Location Type
Wigw
V52-WEB -
! user oFFIcE View

MEW PERMIT  |View
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6. If you clicked Select, a detailed history for the selected application appears in “tree structure” format.

e The tree structure is populated with information from the account selected. To expand information, select “+” or to collapse
information, select “-“.

e Clicking on a link in the tree will display more detailed information. For example, clicking Conditions opens the Conditions screen for the
selected permit.

Select Account Leg|

HNo. Nan
Account Mo, - 54255 TEST
* Vehicle Configuration Evaluation Select [34233 C'C]_‘r'F#
: Permit Year SIX
{2013 Select |54255 -CI-E;E;-'-':—PJ"-'-
{72013 SIX
=da1 TEST

AMMUAL - GENERAL LOADS Select (34255 COMPA

+- Application Mo~35421 SIX

#Application Mo.-36422 T — Egﬂpﬂ

+-application Mo.-35424 SEELL [Res cre
5|:E|:~Iicatiu:-n Mo.-26425 TEST

anszction (MEW PERMIT) | select| 54255 COMPH
¢| Etory SIX
tad and Dimension TEST

Select (34233 COMPA

“-Conditions

i SIX
#-Application No.-26426 —
— TEST
L &DDlICEtIDI‘I Mo,-36427 5E|EE|: 54255 COMP&
+-Application No.-26428 SIX
t-Application MNo.-3542% TEST
Select 54255 COMPA
SIX
TEST

7. Click Quit to close the Application Enquiry screen and see the O/0 Level Menu.

Help [

It Page]
it WVCE Permit/VCE Permit
P Status ¥oar
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If you clicked View, an account summary appears showing the General tab.
Click the other three tabs to view:

e Load & Dimensions

e Conditions

e Billing
Click Back to return to Enquiry - Application search screen,

OR click Close to close the application enquiry screen and to return to the 0/0 Menu.

General Eillimg

Load B Dimansions | Congdilions

Application Enquiry

Accou Legal Mame: TEST COMPANY SIX Application Ne. : 384268
CVOR : MSC Mumbers BC122746373 Exemption Coda
Address Line 1 ; 777 PACIFIC BLVD Address Line 2;
City : VANCOUVER Jurisdiction : BC-BRITISH COLUMBIA
Postzl/Zip Code ; VEB 4V8 Country ; CA

Mailing Address
Mailing Address : 777 PACIFIC BLVD; VANCOUVER; BC VEB4YS; CA

Address Line 1: 777 PACIFIC BLVD Address Line 23
City + VANCOUVER Jurisdiction ; BC-BRITISH COLUMBIA
Postzl/Zip Code : VEB 4Y8 Country : CA

Service Location :

Address Line 1 Address Line 2 &
City : Jurisdiction :
Postzl/Zip Code Country :
Contacts
Contact Mame : SARAH Business Phone Mo, g Ext.:
Emazil : SARAH.GALE@ONTARIO.CA Cell Phone Mo. @ Fax No.:
Permit/VCE Details
Permit Typ=: ANNUAL - GENERAL LOADS Transaction Type : NEW PERMIT
Me. of Permits Required s 1 Bilingual Formats N Application Status ; APPROVED
Start Date: 10/11/2021 End D=t=: 09112022 Application Status Date : 10/11/2021
Permit No. : Farm Plated Vehicles: N
Lzst Updated Wser 1D : SARAHG Lzst Updated Time Stamp : 10/11/2021 11:58:45 AM Dffice I : V52

*#The field values highlight=d in red indicate that they have been changed.
Back I Clase
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4.2 Enquiry — Permit/VCE

To view completed applications with issued permits,

1. Getto the O/0 Level Menu, select Enquiry then Permit/VCE.

PERMIT* iSyleluiizeg WIP*| F{EPR[NT*|WEB F’RDC"ENTERPRISE SIGN OFF
APPLICATION
PERMIT/VCE

2. A pop-up window with the Permit/VCE Enquiry Search screen appears displaying several search fields. Select Search to see a list of applications
with permits.

—
Enquiry Permit/ VCE
L7]
Account No. : 54255 CVOR: L 8C122746378
ceaunt fe. + : Number *
Legal Name : TEST COMPANY SIX DE”"'"'T\;CFE:I ~)
o Application Issusd
Application o =T ==
e N e ——
Permit/VCE No. ; Stats* Permit Vear;
From Permit Travel | .0 To Permit Travel | .,
et OF Dare® OF
Issued From Date ;. DD/MM/YYYY Izsued To Date:

Refresh | Quit [l Help |

[ Procesd [
[First Page] [Previous Page] [Next Page] [Last Page]
Page 1 OF

Account NSC _ Applicati Applicati Permit/VCE  Permit/VCE  Permit  From Permit To Permit Issued Transaction

NSC Permit  From Permit Issued Transaction
e Il e e R R L=t Mo. Status No. Status Year Travel Date Travel Date Date Type o
Select 34255 = Be12z74s38 |foipes CEVERAL Jacang AN21003762  [1SSUED 2021 05/11/2022 10/11/2021 [¥3 © [nEweERMIT | wiew
Sslect 54255 BC122746378 |SINGLE TRIP PERMIT 3825 SN13000058  |EXPIRED 2013 17/10/2013 |382-KINGSTON |NEW PERMIT  |view
Select 54255 BC122746378 [SINGLE TRIP PERMIT 5792 SN13000057  |EXPIRED 2013 17/10/2013 18/10/2013 2013 [982-KINGSTON [NEW PERMIT | View
Select 54255 BC122746378 |SINGLE TRIP PERMIT 3664 SN13000034  |EXPIRED 2013 11/10/2013 16/10/2013 /2013 |3B2-KINGSTON |AMENDMENT  |view
Selact 54255 BC122746378 |SINGLE TRIP PERMIT | 3663 SN13000034  [1SSUED 2013 11/10/2013 16/10/2013 11/10/2013 |982-KINGSTON |[AMENDMENT  |View
Select | 54255 BC122746378 |SINGLE TRIP PERMIT | 3660 SN13000034  [1SSUED 2013 11/10/2013 16/10/2013 11/10/2013 |982-KINGSTON |[AMENDMENT  |View
Select 54255 BC122746378 |SINGLE TRIP PERMIT | 3659 SN1300003¢  [1SSUED 2013 11/10/2013 16/10/2013 11/10/2013 |982-KINGSTON |NEW PERMIT  |View
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3. Search for the permit you wish to view:

e Narrow the search by entering one or more search criteria into the search fields at the top of the screen and clicking Proceed.

e OR, scroll through the list of permits at the bottom of the screen without narrowing the search.

Enquiry Permit/VCE
L]
Account No.: 54255 CVOR : et 8C122746278
eeaunt Na. @ : Number®
Legal Kame ; TEST COMPANY SIX De""'“‘.?":E e ~)
Issued
appliction Na. e
Permit/VCE No. : HrLeE Permic Year;
From Permit Travel | To Permit Travel
pate ! OF Dats
Issued From Date : DD/MM/YVY zu=d To Dats ¥
| Proceed || Refresh | Quit [ Halp |
[First Page] [Previous Page] [Next Page] [Last Page]
Account NSC ; icati icati Permit/VCE  Permit/VCE  Permit  From Permit To Permit Issued Iransaction ..
Permit  From Permit To Permit Issued TIransaction
e s =N GUOR R e No. Status Status Year Travel Date Travel Date Date Type =0
ANNUAL - GENERAL |, — e , 3 N
Select 34255 BC122746378 | papes o Cn |3g428 1SSUED 2021 1 2022 10/11/2021 NEW PERMIT | View
Sslect 54255 BC122746378 | SINGLE TRIP PERMIT | 9825 APPROVED SN13000058  |EXPIRED 2013 17/10/2013 18/10/2013 S82-KINGSTON |NEW PERMIT  |view
Select [354255 BC122746378 |SINGLE TRIP PERMIT| 5792 APPROVED SN13000057  |EXPIRED 2013 17/10/2013 18/10/2013 13 |982-KINGSTON |NEW PERMIT | Wies
Select 34255 BC122746378 | SINGLE TRIP PERMIT | 9664 APPROVED SN13000034  |EXPIRED 2013 11/10/2013 16/10/2013 13 [ss2-KNGSTON |AMENDMENT  |wies
Select [354255 BC122746378 | SINGLE TRIP PERMIT | 9863 APPROVED SN13000034  |ISSUED 2013 11/10/2013 18/10/2013 11/10/2013 |S82-KINGSTON |AMENDMENT  |Wies
Select 34255 BC122746378 | SINGLE TRIP PERMIT | 9660 APPROVED SN13000034  |ISSUED 2013 11/10/2013 16/10/2013 11/10/ 582-KINGSTON |AMENDMENT | wies
Select [354255 BC122746378 |SINGLE TRIP PERMIT | 9659 APPROVED SN13000034  |ISSUED 2013 11/10/2013 18/10/2013 11/10/2013 |382-KINGSTON |NEW PERMIT | Wies

4. View the list of search results:

e Click Refresh to begin your search again.

TEDal IRaIE T TS CUFEANT ol T T\_.rph: T
Application MNo. : #ppll;E;nul;:
" . Permit/VICE _
Permit/VCE Mo. ; Cratus
Fom Permit Travel | _ . e To Permit Travel |
Date ' Date’

sswed From Date ;| 00/ MM Y Y Y Issued To Date:

[ Proceed ||

Quit

[First Page] [Previcus Page] [Mext
Page 10f 1

T i i H H -
Permit/VCE Type | ARPlication  Application  Permit/VCE
WA CEMER A
36428 APPROVED ANZ1003762

=<4l

1]

ISSUED
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5. Find the permit you wish to view and
e Click Select, for a detailed history,

e OR View for a general summary.

Select _ Legal Name
Mo.

Select | 54255 TE._:.'T COMPANY
51X
Selectlgg?3 5 ;E:T COMPANY

TEST COMPAN?

Select | 54255 ST
R TEST COMPAN!
OR
Issued Transaction .
=  ——— View
Location Type
. |V52-WEB
~ | WSER. OFFICE
NEW PERMIT |Wiew
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6. If you clicked Select, a detailed history for the selected permit appears in “tree structure” format.

e The tree structure is populated with information from the account selected. To expand information, select “+” or to collapse
information, select “-“.

e Clicking on a link in the tree will display more detailed information. For example, clicking Conditions opens the Conditions screen for the

selected permit.
Account Le
Select T o, ﬁ

Account Mo, - 54255 TEST
* Vehicle Configuration Evaluation Select (54235 E'_I'jdl:'
“-Bermit Year -

2013 Select (34233 EEJTE-JFF'
SINGLE TRIP PERMIT = S1x
+-Permit No.-SH12000024 TEST
= Parmit Mo.-SN13000034 Select (54255 COMHA
+Parmit No.-SN12000024 L
#Permit No.-SN120000%4 _ TEST
Permit No.-SN12000057 Select (34255 -
Transaction (NEW PERMIT) -7
ti-History Select [54235 COMP
Load and Dimension SIx
Routing TEST
| Conditions Select 154255 g]c::gdp
: Permit No.-SN13000058 —
i EST
#2021 Select |54235 COMP

SIX

7. Click Quit to return to the O/0O Level Menu.

it/ WVCE Permit/VCE Permit

Fal Status Year
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If you clicked View, an account summary appears showing the General tab.
Click the other three tabs to view:

e Load & Dimensions

e Conditions

e Billing
Click Back to return to Enquiry — Permit/VCE search screen,

OR click Close to close the permit/VCE enquiry screen and to return to the 0/0O Menu.

] il g . 1
Bigs kb Bas BT e -

ey 1 vies Walda JTaoik i il u. HE=]"
- oy - | R "L i - p i g
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5. WIP (Work in Progress)

You can quit an application before completing or submitting it and you will not lose your work.

Use the Work-in-Progress (WIP) feature to pick up a transaction that you previously quit using the Quit button. The applications starts and
proceeds from the last saved point.

1. From the O/O Level Menu, select WIP-Resume Application.

|PERMIT’| ENQUIRY* R REPRINT *| WEB PRDC'|ENTERPRISE SIGN OFF
RESUME APPLICATION

2. The Work In Progress-Resume Application Search screen appears. Review the screen:

e To narrow down your search results for unfinished transactions, enter search criteria into the open fields.
For example, selecting Annual Permit from the Permit/VCE Type drop-down menu will generate a list of annual permit pending applications.

When ready to search, click Proceed.

| PERMIT*»| ENQUIRY*| WIP*| REPRINT* WEB PROC*| ENTERPRISE | SIGN OFF |
Work In Progress Resume Application
/ -
Account Ne. = (54255 ) pemit‘%ﬁi 7 4 ~
Permit Year Permit My prlicatri\en:
Legal Name ; I
| Proceed | Refresh || Quit I Help |
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3. Alist of your applications appears.

View the search results:

Click on a column heading to re-sort the list.

Click Refresh to begin your search again.

Work In Progress

Account No. :[54463

Permit Year :

Legal Name:

Permit/VCE Type ;,

Permit N

NMUAL PERMIT

Resume Application

[=]

Application No. :

/ Proceed I Refresh I| Quit H Help
Ee——

Account No,‘ Permit Year

- EE i i - - -
kermlt{\fCE Type A hcat::)“ Permit No. Transaction Saved Point Legal Name

Select 54463 2014 ANNUAL PERMIT 32898 NEW PERMIT BILLING TESTING 123 TRUCKING COMPANY
Select 54463 2014 ANNUAL PERMIT 32908 NEW PERMIT REVIEW TESTING 123 TRUCKING COMPANY
Select 54463 2014 ANNUAL PERMIT 32011 NEW PERMIT BILLING TESTING 123 TRUCKING COMPANY
Select 54463 2014 ANNUAL PERMIT 32927 NEW PERMIT APPROVED TESTING 123 TRUCKING COMPANY
Select 54463 2014 ANNUAL PERMIT 33030 NEW PERMIT PAYMENT TESTING 123 TRUCKING COMPANY
Select 54463 2014 ANNUAL PERMIT 33035 NEW PERMIT PAYMENT TESTING 123 TRUCKING COMPANY

4. Click Select on your unfinished transaction. Transaction proceeds from the last saved point.

Select ‘544

Select o 544

Select £44

Ministry of Transportation

0/0 User Guide - January 2022

Page 57 of 91



Permitting & Registration for International Registration Plan & Oversize/Overweight (PRIO)
Guide for O/0

6. Web Processing
Use Web Processing to upload documents or to submit an application.

1. From the O/O Level Menu, select Web Processing then Submit.

| PERMIT*| ENQUIRY*| wIP*| REPRINT * FE:Ran®l8l ENTERPRISE | SIGN OFF
SUBMIT

N

2. The Web Processing-Submit screen appears.

e Upload documents to submitted applications.
e Submit a pending application.

Pre-populated account number cannot be changed.

| PERMIT»

ENQUIRY*| WIP»

REPRINT P‘WEB F’ROC" ENTERPRISE | SIGN OFF

» PERMITWEBDG : [I] You are submitting the permit application for assessment by the Ontario Ministry of Transportation Oversize/Overweight
{O/0) Permit System. Where the application parameters mest prescribed requiraments, the O/0 Permit System may produce the permit upon
conclusion of this transaction. Applications requiring additional evaluation will be procassed during regular business hours and you will receive
an e-mail when the permit is available for retrieval. The Ministry reserves the right to amend, rescind or cancel 2 permit where appropriate.

» PERMITWEBOS : [I] Supplemental supporting documentation(s) is required for processing and approval of your permit. Scanned or electronic
documents may be directly uploaded wsing the 'Upload' features on this screen. If supporting document(s) are to be submitted via zlternate
channel {fax, email, courier, mail} please include a comment indicating the delivery channel you will use including the office where the
document(s) will be sant. Ensure these document{s) are clearly marked with the transaction tracking number provided upon submission of
your application. Incorrect or missing documentation(s) may lead to a delay in the approval process.

Web Processing Submit
: * aonlicati Permit
* Bccount M. @ [54255 ] .f-ppllcatrl.‘l:i: . E\T;—e:r :
Permit/V'CE Type: | -

Upload File 1 Mo file chosen Upload L7]

Comment : y 0
| Add/Update Comment || Clear Commeant |

Submit || View List ” Refresh || Quit || Help
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6.1 Uploading Documents

You can upload supplemental supporting application documentation for the O/O Office through the Web Processing transaction.

e Uploaded files must be in one of the following formats: PDF, JPG, JPEG, GIF, PNG, or BMP.

1. Enter information about the application.
Complete the following fields:
e Application number (mandatory)
e Permit year (optional)
e Permit/VCE Type (optional)
to narrow your search.

Click Choose File to browse for a file to upload.

| PERMIT* ENQUIRY* WIP*| REPRINT* WEB PROC* ENTERPRISE |SIGN OFF
Web Processing Submit
* frrount No.: 54255 | "‘Pp"“tm : 36425 pe{:‘;’;:: 2021
Permit/VCE Tyry 5L - GENERAL LOADS ~
Upload Fil : Moffile chosen | uplad | @
Comment : P g
| Add/Update Comment || Clear Commant |
| Submit || Wiew List || Refresh || Quit || Help |
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2. Browse-for-file pop-up window appears. Select a file and click Open.

* Hocount Ne. © 54255 ] R 36475 Tenrs[2021
A
. Open >
[
<« v <« Documents » Application forms w W) Search Application forms
Organize v MNew folder == ~ [A o
)
Application forms *  MName .
Achl Interim Training Delivery DDC & DIC Application Movember 2020 Fillabl..
ey g Y pp
Authoring @ Interim Training Delivery DDC & DIC Application Movemnber 2020 Plain ...
Backup IRP @ Interim Training Delivery ELT Application Sep 2020.doox
Backup 00 @ Interim Training Delivery_BDIC_BCIC_ Application May 2020.docx
acku
P @ Interim Training Delivery_Fleet_ Application July 2020.docx
Backup UDLS @ Interirn Training Delivery_Motorcycle_ Application May 2020.docx v
Benefits v £ >
Eilenames | V| Al files [*7) v

3. Verify that the correct filename is ready to be uploaded and click Upload.

* Account Mo, @ 54255

| * Applimnr'qnn . 35425 |

Bermit/VCE Type :

AMNMUAL - A B AL LOADS nes
Upload File : 1JE5t.|:ldf Upload i

[+H
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4. File name appears in File Name confirmation pop-up box.

Click Delete to remove the selected file if necessary.

e Repeat the steps again to upload more files (only one file can be uploaded for each Web Processing transaction).

pee |

le : | Choose File | testpdf

testll 11 2021 15 33 49.pdf | Delete

| Upload | L 7]

File Name

| add/Update Comment || Clear Comment |

5. Enter a comment, if necessary, in the Comment field and then click Add/Update Comment.

e Toremove a comment before adding it or updating it, click Clear Comment.

Comment Text Time Stamp User Id

| Edit (@xtra document | 11/11/2021 03:20:44 PM | SARAHG | View History Delete |

Comment :

<

[ Add/Update Comment |[[Flear Comment |

[ quit || Help |

[ sSubmit
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6.2 Submitting the Application
If you wish, you may submit documents and submit the application in one Web Processing transaction.

Otherwise, applications being submitted into the queue or line-up for the O/0 Office to review will automatically be done after the application
billing screen at the O/0 level.

To submit an application,
1. If you wish to see a list of applications pending submission, click View List.

List of pending applications appears.

TITTTETIL ] =1=af UTTIITETIL |
[ sSubmit Refresh | Quit [{ Help [
Page] [Mext Page] [Last Page]
Page 10f 1
Account Permit/VCE Application Permit Transaction Submit WEh. Uploaded
Processing —
Mo. Type Mo. Year No. Date File Name
Status
34255 e Je425| 2021 0(10/11/2021 |PENDING
=—===|GEMNERAL LOADS. e -
2. Click Submit to submit your applications.
ment : 48
Add/Update Comment || Clear Comment |
[ Submit || f view List || Refresh || Quit [ Help |
egid® “=20z] [Previous Page] [Hext Page] [Last Page]
Page 10f 1
Account Permit/VCE Application Permit Transaction Submit WEh. Uploaded
= = = = = = Processing S —
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7. Leaving the O/O Level

7.1 Returning to the Enterprise Level

1. To return to the Site Map at the Enterprise Level, from the O/O menu, select Enterprise.

| PERMIT»| ENQUIRY?| WIP»|REPRINT»| WEB PROCH ENTERPRISE f5IGN OFF

PRIO-Enterprise Site Map reappears.

7.2 Signing Off or Logging out of PRIO
1. To sign off PRIO, select Sign Off from the O/O Menu. PRIO Login page reappears.

[ PERMIT»[ENQUIRYY| WIP»[REPRINTY| WEB PROC)[ENTERPRISEH[[SIGN OFF])

At the PRIO-Enterprise Level, in the top right corner, select your name, then logout in the drop-down menu.

=  PRIO - Enterprise Francais = L&

Site Map

Serices Enterprise

= Logout
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8. Permit
Two types of permits are described below:
e Annual Permit
Note: An account with a CVOR or NSC number is needed to access the annual permit applications.
e Single Trip Permit

Note: Any permit name not listed in the menu will need a paper application form with pertinent documents submitted to the O/0 Office for
review before issuance.

PERMIT QgSglelt
ANNUAL .

SINGLE TRIP |

8.1 Annual Permit

e The name of the annual permit is the type of annual issued.

e [f you need a prefabricated building annual permit AND a general loads annual permit you must apply and pay for each one separately
as they are two different types of permits.

A= ENQUIRY »| WIP* REPRINTY WEE PROCH ENTERPRISE | SIGN OFF
ANNUAL ANNUAL - GEMERAL LOADS

SIMGLE TRIP | ANMUAL - FARM EQUIPM
AMMNUAL - PREFABRICATED NLDING
AMMNUAL - SELF-PROPELLED VIMCLES
ANNUAL - TOW TRUCKS \
AMMUAL - TREE LENGTH LOGS \
ANMNUAL - UTILITY POLES

ENHANCED AMNUAL - GENERAL LOADS
ENHANCED AMNNUAL - EMERGENCY MOVES
ENHANCED AMMUAL - PREFAEBRICATED BUILDING
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2. Annual Permit Account Search screen appears.
e Your Account No is pre-populated and cannot be changed.
e Do not type in your company name in addition to the account number.

Review the screen and click Proceed.

PERMIT* ENQUIRY*| WIP» REPRINT* WEB PROCY ENTERPRISE|SIGN OFF|

* PERMITWEBDZ : [w] All the information on your Permit Application must be provided befare MTO will review the application for approval.
After selecting SUBMIT, you will not be zble to change Permit Applicatien infermation without contacting MTO.

» GEN4177 : [W] This is 2 self-issuing permit for any over-dimensional load. Confirm if this permit is needed before submitting this application
form because there are ne refunds and no amendments. This permit is final sale.

* GEN4178 : [W] This permit type CANMNOT be amended or refunded, Before Continusing to pay for the permit, draft the permit to ensure this
is the permit you are requesting.

Account Search Annual - General Loads

Arcount No. :[5-4255 Legal Marme 3 Permil Mo,

Refresh ” Quit ” Help |
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General Tab
3. The General Tab (specific to the Annual Permit type) appears.

e In this example, the Annual Permit-General screen appears.

e Mandatory fields are marked with a red asterisk *

Gemeral  Verification  Billing  Approval mm

0/0 Account Details Annual Permit

Account Mo, :[54463 Legal Name: [TESTING 123 TRUCK: J"*F'P"':Etr:‘ﬂuﬂ ]
CVOR : NSC Number: [ABC123 B
Code

Phvysical &ddre=s | Mailing &ddr==s | Contacts

* Contact Name: JOHN DCE - Business Phone Mo, : = = Ext, :
Email : [WLASTA. TOMASEVIC Cell Phone Mo.: - - Fax Mo, : - -

Permit Details
:|ANNUAL PERMIT Transaction Type :|NEW PERMIT

Permit Type

* Mo, of Permits .
P 1 Bilingual Format: []

* Start Date: 09/09/2014 End Date :|08/09/2015 Application Status Diate :[05/05/2014
Permit Mo, : Farm Plated Vehicles: []

Application Status :| MOCT SUBMITTED

Comment:

[ Add/Update Commeant ][ Clear Comment ]

[ Proceed ][ Refresh ][ Quit ][ Cancel ][ Help ]
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4. Review and complete the Account Details section:

e C(lick the Mailing Address tab and select a mailing address from the drop-down menu, if required.

e C(lick the Contacts tab and select a contact name from the drop-down menu.

Fhysical Addg

Mailing Address :[777 PACIFIC BLVD; VANCOUVER; BC VEE4YE, Ca w | @

Address Line 1:|777 PACIFIC BLVD | Address Line 2 ; |
City 1 VANCOUVER | Jurisdiction : | BC-BRITISH COLUMBIA W
Postal/Zip Code ;| VEBAYS | Country ; [CA |

Fhiysical Aodress | Mailing .-L:n:'

*Contact Mame ﬂ Business p|--:-:‘,::_. : - - | Ext.:

Emad ! E@CNTARID.C| Call Phone Mo, 2 = = | Fax Mo, 1 = =

e Select the Bilingual Format check box if the permit is to be printed in both English and French.

e Enter the start date for the annual permit in the Start Date field.

Permit Details
Permil Type: ANNUAL - GENERAL LOADS | Transaction Type: NEW PERMIT |
“No. of Permits Reguired: 1 6 Bilingual Forrmat : [ 6 Application Status: MOT SUBMITTED W
*Start Date: 09,/11/2021 L7} End Date: (8/11/2022 B application Status Date: 09/11/2021 |
. F. Plated
Permit No. & | arl:’eh;’_‘l‘; : a
Comument :
a7
[ add/update Comment || Clear Comment
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6. For an annual-farm equipment permit, if the truck/power unit being used has a farm licence plate:
e Check the Farm Plated Vehicles check box

e In the Power Unit Farm Licence Plate No. field, enter the valid farm licence number of the farm plate truck/power unit being used.

Permit Type : ANNUAL - FARM EQUIPMENT Transaction Type : NEW PERMIT
e B Bilingual Format : [ ] ) Application Status :| NOT SUBMITTED v
“Start Date: 09/11/2021  © End Date: 08/11/2022 @ Application Status Date : 09/11/2021
Permit No. : | Farm Plated Vehicles: [ | € Power Unit Farrnp II;it‘:ze:Soe. |
Pr;:;:u;tssh:::jr:nc:zrsg;: .0 Humber 0:2::;‘;: 8 .0 Percentage Variance : '[)%

7. For an enhanced annual-emergency moves permit:

e Use Web Processing transaction to upload the document.
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8. Enter any comments in the Comment field click Add/Update Comment, e.g.,
e Enter any permit number(s) being renewed

e [f you have had more than 10 active permits in the last year and this upcoming year you will have 50% less active permits (including this
application), enter the reason for the decrease.

To adjust comments:
e To edit a comment click Edit.

e Toremove a comment before adding it or updating it, click Clear Comment.

Frmvigus Nusiar 0 Hgmber Of Active | S
Prgrenty Purchssgd | 7 Pt Percentage Varanoe | 0%
Comment Text Time Stamp User Id
| Edit |gxtra document | 11/11/2021 03:20:44 PM | SARAHG | iew History Delete |
Comment :
4
[ add/update Comment ||[lear Comment |
[ sSubmit _— - . [ Quit [{ Help [

, select Proceed to continue.

[ J# AddiUpdate Comms

| Proceed | Refresh ||:
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Load and Dimensions Tab

10. For Annual - Self-Propelled Vehicles only, the Load & Dimensions Tab appears. Enter all information as required.

e For overweight requests, a VCE number is required.

e For other permit types, the Load & Dimensions Tab does not appear.

/0 Account Details

General
I

Load & Dimensions Verification

Billing

Approval MainMenu H I
Pprov: Enquiries
Annual - Selfmpelled Vehicles
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Verification Screen

11. Verification screen appears.

Review the information. Click each tab as necessary to review information on
e General
e Load & Dimensions

e Conditions

o), et lg ool Nanien, Enguns

GEN4158 : [W] Conditicns are subject to change upon reviews of permit application. Carrier is responsible to review the issued permit and
must comply with all conditions and restrictions. (For Conditions screen)

General | Load & Dimensions | Conoitians
0/0 Account Details Verification Annual - General Loads
Account No. } 54255 Legal Name : TEST COMPANY SIX Application Mo, 36426
CVOR MSC Number s BC122746378 Exemption Code ;
Physical Address
Address Li 1 777 PACIFIC BLVD Addra: e 3
City s VANCOUVER urisdiction | BC-BRITISH COLUMBLA
Postal/Zip Code 1 V6B 4YB Cauntry § CA

Mailing Address
Mailing Address : 777 PACIFIC BLVD; VANCOUVER; BC VeEAYE; CA

Address Line 11777 PACIFIC BLVD Address Line 2
City s VANCOUVER Jurisdiction ! BC-BRITISH COLUMBLA
Postal/Zip Code 1 V6B 4YB Counbry ; CA
Contact Mame ; SARAH Business Phome No. Ext.:
Email : SARAH.GALE@ONTARIO.CA Cell Phone No. Fax Mo, :

Permit Type t ANNUAL - GENERAL LOADS Transaction Type | NEW PERMIT
Mo, of Permils Raquired @ 1 Bilingual Format z N Application Status ; NOT SUBMITTED
fid Dk

Start Date : 10/11/2021 Application Status Date : 10/11/2021
Perrmil MNo.
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12. Proceed from the Verification screen by selecting one of the following:
e Edit, to return to the General Tab screen to make changes.
e Quit, to return to the O/0 Level Menu (using Quit, you will be able to return to your work later through the WIP menu)

e Proceed, to continue to the billing screen.

bl \erboonbling _ Approvi Mainkens Enguies

= GEN415% : [W] Conditions are subject to change wpon review of permit application. Carrier is respensible to review the issued permit and
must comply with all conditions and restrictions, [For Conditions screen)

Proceed

Eenzral Load & Dimensions | Concitians

0/0 Account Details Verification
Account No. | 54255 Lagal Mame : TEST COMPANY SIX Application Mo, ! 36425
MEC Number : BC12274637E Exermplion Code
Address Line 12777 PACIFIC BLVD Addrass Line 2
City s VANCOUVER Jurisdiction | BC-BRITISH COLUMBLA
Postal/Zip Code 1 VEE 4YB Country | CA
Mailing Address
Mailing Address : 777 PACIFIC BLVD; VANCOUVER; BC VeEAYE; CA
Address Line 11777 PACIFIC BLVD Address Line 23
City s VANCOUVER Jurisdiction | BC-BRITISH COLUMBLA
Postal/Zip Code 1 VEE 4YB Country 1 CA
Contacts
Contact Mame : SARAH Business Phane Mo, Ext.:
Ermnail | SARAH.GALEZONTARIO.CA Cedl Phone No. Fax Mo,
Permit Details
Permil Type P ANNUAL - GENERAL LOADS
Ma. of Permits Pequired ;1 Billingual Format 3 N
Start Date : 10/11/2021 End Dabe : 0971 L0232
Perrmil MNo. Farm Plated Vehicles : N

Procesd
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Billing and Cart Payment
13. Billing screen appears. Review and complete:
Review the billing details and fees:
e Billing Details Panel shows the permit type requested

e Fees Section shows the number of permit requested and the total cost of the permits under the fee amount column.
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Review and complete the Delivery Details section:
o Delivery Method defaults to “E-Mail.”
e |[f necessary, enter a new email address in the Email field and click Add.

e To remove unnecessary additional e-mail addresses, select Delete in the Email list.

Ll Vwboten  biieg e Nailow Eaquees

* GEN4177 : [W] This is a self-issuing permit for any over-dimensional load. Confirm  this permit is needed before submitting this application
form because there are ne refunds and no amendments. This permit is final sale.

s GEN417E : [W] This permit type CANNOT be amended or refunded. Before Continueing to pay for the permit, draft the permit to ensure this
is the permit you are requesting.

0,/0 Account Details Annual - General I.oads

Account Mo, : 54255 | Legal Name : TEST COMPANY SIX 1 AT )] 36476
CVOR | NSCNumber: BC122766378 | Cwemption, |
Billing Details
Permit Type; ANNUAL - GENERAL LOADS R
Frepala Satce | 10,000.00| Stored Credit Balance ; 0.00]
Fee Type No. of Permits Required Fee Amount
|'|.=| PERMIT |; | ”:E.-E-I
Total Due 448.75

Delivery Method 3 E-MAIL b
Permil /WVCE Electrorse, -, et T : T

Delivery Chinnel - SAIL VATH FOF Email : Aod

Email
[De'ece I
Cornment ; y,
| Add/Update Comment || Clear Comment |
| Proceed | Cancel | Refresh | Quit | DrafrPermit| Help |

14. Enter comments, if any:

e To update a comment, click Edit.
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e To delete or remove a comment before adding it or updating it, click Clear Comment.

Comument :

L7

| Add/Update Comment || Clear Comment

15. Click Proceed to continue.

/ | Add/Update Comment || Clear Comment |

Proceed |  Cancel | Refresh | Quit | Draft Permit | Help |
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16. Billing Verification screen appears. Review the information then click one of the following:

Proceed to continue to the Cart Payment screen to pay for this application.

Add to Cart to hold the transaction in the cart for payment later

Cancel Bill to return and edit previous screens

Draft Permit to see a draft of the permit (you are advised to see the permit before paying for it)

Quit, if you need to leave the application and finish it later using the WIP Menu.

General  Verification  Billing  Approval mm

Aocount Mo. @ 54255 | Legal Mame : TEST COMPAMNY SIX | Application No. : 36426 |
CVOR: | NSC Number: BC122746378 | b |
Billing Details
Permit Type : ANNUAL - GENERAL LOADS | Perrnit No. |
Transaction Type ! NEW PERMIT Transaction Status: INVOICED
Fees Section
Prepaid Balamce j_CII.EII:II:I.EII:-lSiun:lJ Credit Balance ; I:I.I:Il:ll
Fee Type No. of Permits Required Fee Amount
[wew pERMIT |1 | 145.75|
Total Dus 44B8.75
Documentation Requirements
W
Delivery Details 7
Delivery Mathod @ E-MAIL W
Permity/VCE Electronic | -, TR T =2 -
Delivery Chanpel” — "~ " LT s Fodle |
Email
@ONTARIO.CA Dielste

GEN4177 : [W] This is a self-issuing permit for any cver-dimensicnal load. Confirm if this permit is needed before submitting this applicaticn
form because there are ne refunds and no amendments. This permit is final sale.

GEN4178 : [W] This permit type CANNOT be amended or refunded. Before Continusing to pay for the permit, draft the permit to ensure this
is the permit you are requesting.

\ DHOTMAIL.COM Dielete

—
| Proceed | [JAdd o Cane]f Cancel Bill J| Refresh | Quit | Draftpermit | Help |
e —
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17. The following Annual permits are not sent to Cart Payment but instead are submitted into the queue for review and approval:
e Annual —Farm Equipment
e Annual —Self-Propelled Vehicles
e Enhanced Annual — Emergency Moves
For these annual permits, wait for notification from the O/0 Office.

For all other Annual permits, proceed with Payment and Receipt section (cart payment).

8.2 Single Trip Permit - General Loads-Annual Dimensions
An account with a CVOR or NSC number is needed to access the single trip permit-general loads-application dimensions application.
Depending on the vehicle combination, the maximum dimensions are:

e Weight: up to 78,000 kg

e Width: 3.85 metres on multi-lane highways, 3.7 metres on 2-lane highways

e Length: up to 32 metres

e Height: up to 4.26 metres

Due to road construction or other restrictions, it is the responsibility of the permit holder to verify authorized route prior to departure and
during travel.

1. From the O/O Level Menu, select Permit Single Trip then Single Trip Permit-General Loads-Annual Dimensions.

A0l ENQUIRY» WIP»| WEB PROC» ENTERPRISE |SIGN OFF|

S\ [Nyl SINGLE TRIP PERMIT
|SINGLE TRIP PERMIT-GENERAL LOADS-ANNUAL DIMENSIONS
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2. Single Trip Permit-General Loads- Annual Dimensions Account Search screen appears:
Review the screen:
e Your Account number is pre-populated and cannot be changed.
e Do not enter your company name in addition to the account number.

Click Proceed to continue.

r_, ———————————————————

FERMIT+ ENQUIEY* WIP+| WEE PROC* ENTERPRISE SIGN OFF

* PERMITWEBDS ; [W] &1 the information on your Permil Apolcation et be provided befone TG will reyiew the application for approval,
afver meiecting SUBMIT, you will not be abie to change Permit Appikcation information without mertacting MTO

* PERMITGENLTT - [W] This iz a sel-issuing permit for any pesr-dimensional lsad. Confirm  this permit i= needed before submitting this
application form bacausa thara ara oo refusds and e amesedments. Ths parmil B fnal sabe.

# PERMITGENLTS - [W] Thic pamnit typst CARMROT B amaided o rafelded. Bafors procaeding T pay' P the panmit, Sraft tha parmit 0o ansure
this i tha parmil you are reguesting.

AoColmt Seanch Simgle Trip Permst- Gaisral Loads- Annesl Damensions
Accaunt W, | LSO Lagal B P R

Frce pasd Ly Frdem Haframh sl Flulg
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3. The General Tab of the Single Trip Permit type you selected appears.
Mandatory fields are marked with a red asterisk *
Complete the General Tab as follows:

e C(lick the Mailing Address tab and select a mailing address from the drop-down menu, if required.

e Click the Contacts tab and select a contact name from the drop-down menu

e Enter the number of permits required in the No. of Permits Required field.

Select the Bilingual Format check box if the permit is to be printed in both English and French.

e Enter the start date for the annual permit in the Start Date field.

Select Proceed to continue.

Getirl Lead & hSensiosd Roule Corditions  Nerdbcilion
O 0 Acoouant. Details

bl toproal Malenn Enguitiet

Singhe Trip Permit-Generald Losds- Snmosl Dimaensions
ACTOnt Mo, : 43983

Lagal Mame : GEMERIC THUCEING M. Apphoation W |
& - [Cammption
WO - MSC Humber ; PE123450 Code*
S bl e Mooy LAEem i gty
“Cortac awne - 0 hE R -;_.'H [ T i
el ol Tl I QORI AR L4 ] Pk B

Fan b

Permit Tyipe | SINGLE TRIP PERMIT-GENERAL LOWDS-a1 Transactesn Type : HEW PERMIT

“Mo, of Permits Required : 1 10 Diinges! Fermat: [ 8 Application Siatus: NOT SUBMITTED +
“Seart Date; 13/11/2021 0 End Dabe s [0, B application Status Date: 12/11/2021
Permit Ma, : F"r::r:f' EI
‘waekend Travel |,
Eeguested
Lo |

siroess Level; |Inbonal v + [habiate &llgeed

A Update Comsmen g Coimieriamt

Proceed Refresh st : Cancel Halp
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4. The Load & Dimensions Tab appears.
Complete the Load Details section:
e select a subcategory from the Sub Category drop-down list.

e Dimensions for vehicle and load combinations are pre-populated and cannot be changed (some combinations will require a weight
selection be made)

e Select Add if the vehicle and load combination is required.

% Load & Dimensions  Route  Conditions Verification  Billing ~ Approval MainMenu m

0/0 Account Details Single Trip Permit-General Loads-Annual Dimensions
Account No. : 43963 Legal Name : GENERIC TRUCKING M Application No. :| 305527
o | Exemption |

CVOR: NSC Number: PE123456 Code

Permit Details
Transaction Type :-NEWI PERMIT Permit Mo. :.
Load Details ?)
. Sub | Load | Equipment |
*Load Category : GENERAL e 0 Category * Vl Type v Type * 4

Authorizing the
Movement of *

Ministry Issued Configuration Number :| (7] Find
Overall Width {m) €
Highway Traffic Act : OR Two Lane (m) :. Multi Lane (m) :.
—Overall Length (m) )
Highway Traffic Act : OR Length (m) :.
rOverall Height (m) €
Highway Traffic Act : OR Height {m) :.
Overall Weight (kgs) ©—
Highway Traffic Act : OR Standard Annual : OR Enhanced Annual Weight :
(7]
Make :. Model No. :. WVIN/Serial No. :.
Unit No. | Mo. of Vehicle Axles 5| No. of Boom 5|
(excl. Dolly Axles) Dolly Axle(s)

Rear Overhang (if exceeds 4.65m) ||

Measured from the center of the rearmost axles (m) * Commercial Vehicle: Yes 'No

| Add | Update | Clear |
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5. When the Load Details section is complete, select one of the following:
e Cancel to cancel the application
e Quit to exit the application and resume it later in the WIP menu
e Refresh to clear the screen
e Proceed to continue.
6. Routing screen appears.
Enter the route details:
e In the Origin Field, enter the Ontario address where this load move is originating from
¢ In the Destination Field, enter the Ontario address where the load is destined
e |n Total Distance field, Enter # of km travelled on King’s Highway
¢ In Routing Details field, enter route — list all roads and highways in a consecutive, continuous order from the origin to the destination.

e USA Crossing: select Yes in Border Crossing on Route field if crossing the border to or from Ontario from or into USA or another
Canadian province, *NOTE: corridor through Ontario from USA to USA is not permitted.

Routing Single Trip Permit-General Loads-Annual Dimensions
Part Nelsan R g i
g Route 407 ETR Permit Details

Choose type of Routing

Fort Sevem Automated ' Assisted Routing ® Manual

Pre Defined Route @ Enter Route

YA o Qrigin 301 Saint Paul Street, ¢
e Destination Windsor (78 Main St, D
Total Distance
Travelled on King's 1350 L7}

Highways
St Paul Street, Geneva St, Hwy
Rapids 406, Q.E.W., Hwy 403, Hwy 401,
Routing Datails . Hwy 3, Huron Church Road (7]

Border Crossing on

Route : ®Yes UNo

‘ Check Route | | Clear Route ‘

Red Lake

. Proceed H Back H Refresh H Quit H Cancel || Help
tari
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7. When you have entered route details, click Check Route.
e The check route button does not check the route (the feature is not operational)
Click Proceed to continue.
8. Billing Verification screen appears.
Review the information then click one of the following:
e Proceed to continue to the Cart Payment screen to pay for this application.
e Add to Cart to hold the transaction in the cart for payment later
e Cancel Bill to return and edit previous screens
e Draft Permit to see a draft of the permit (you are advised to see the permit before paying for it)

e Quit, if you need to leave the application and finish it later using the WIP Menu.

General  Load & Dimensions  Route  Verification  Billing ~ Approval MainMenu Enﬂumes

* PERMITGEN158 : [W] Conditions are subject to change upon review of permit application. Carrier is responsible to review the issued permit
and must comply with all conditions and restrictions. (For Conditions screen)

Verification Single Trip Permit-General Loads-Annual Dimensions
General | Load & Dimensions | Routing | Conditions

0/0 Account Details Verification Single Trip Permit-General Loads-Annual Dimensions

9. Proceed with cart payment as given in the Payment and Receipt section.
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8.3 Single Trip Permit

To use this option, you must deposit funds as a pre-paid account.

From the O/0 Level Menu, select Permit then Single Trip then Single Trip Permit.

A0l ENQUIRY» WIP»|WEB PROC» ENTERPRISE |SIGN OFF|

Sy [c]Rmp iy SINGLE TRIP PERMIT
|SINGLE TRIP PERMIT-GENERAL LOADS-ANNUAL DIMENSIONS

Single Trip Permit - Account Search screen appears:

e Your Account number is pre-populated and cannot be changed.

e Do not enter your company name in addition to the account number.

Click Proceed to continue.

PERMIT» ENQUIRY*» WIP» WEB PROC» ENTERPRISE SIGN DFF|

= PERMITWEBOD9 : [W] all the Information on your Permit Application must be provided before MTO will review the application for approval.
After selecting SUBMIT, you will not be able to change Permit Application information without contacting MTO.

IAccount Search Single Trip Permit
Account No.: M3IBSE Legal Name : Permit Mo, @
| Procaed | CopyFPram | Refresh Quit || Help |
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3. The General Tab of the Single Trip Permit type you selected appears.
Mandatory fields are marked with a red asterisk *
Complete the General Tab as follows:
e C(lick the Mailing Address tab and select a mailing address from the drop-down menu, if required.
e Click the Contacts tab and select a contact name from the drop-down menu
e Enter the number of permits required in the No. of Permits Required field.
e Select the Bilingual Format check box if the permit is to be printed in both English and French.

e Enter the start date for the annual permit in the Start Date field.

Select Proceed to continue.

General  Load & Dimensions  Route  Conditions  Verification  Billing ~ Approval wm

00 Account Details Single Trip Permit
Account No.; 43963 Legal Name ; GENERIC TRUCKING M; Application No. ;
CVOR: HSC Number: PE1Z23456 &wm:

Physecal Address | Moiding Address | lssued At | Contacts

*Contact Name: v:a Business Phone No.: __ - - Ext. :
Email : Cell Phone Mo.: - - FaxMNo.:__ - -
Poermit Details
Permit Type : SINGLE TRIP PERMIT Transaction Type : NEW PERMIT
“No. of Permits Required : 1 ©) Bilingual Format: || 6 Application Status : NOT SUBMITTED w
“Start Date: 19/11/2021 L7] EndDate.-'ﬁ" casLL Application Status Date : 19,/11/2021
) Farm Plated | Power Unit Farm License Plate |
Permit No. : vehides® ' L No.
Weekend Travel,
Reguested ™ —
Comment :

Access Level: |Internal | ¥ pelete Allowed

Add/Update Comment Clear Commient

; . o - ¥
| Procead || Refresh | Qruik | Cancel || H-:h:
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4. The Load & Dimensions Tab appears.
Complete the Load Details section:
Select a load description:
e Towed (when the over-dimensional load has its own wheels permanently attached during transport);
e Carry (when the over-dimensional load is being carried on a separate trailer);
e Operate (when the load is an over-dimensional vehicle being driven);

Complete the Dimension Details section.

jleneal Load & Dimensions Route  Conditions Verification  Billing  Approval mw

0/ 0 Account Details Single Trip Permit
Account Mo. : 43963 Legal Name: GENERIC TRUCKING Mi Application Mo, : 306237
: i Exemption
CVOR : MSC Number: PE123456 Coda’
Transaction Type : NEW PERMIT Permit No. :

Load Details
Load Description:  Tow ® CaRRY _ OPERATE D

Load Type :[A/C UNIT Vi@ other:
(If Load is Self-Propelled Vehicle (Operate) then provide the Make, Model and Serial Number.)
Make: Model No. : VIN/Serial No, :
1s load destined for , Ve &)
disassembly or scrap?® — &5 *'No
Provide the number of
item(s) for selected load ;
i
Vehide (Power : 8 Manufacturer's Rated Capadity |
Unit) Length (m) " Trailer Width (m] : Traller Length (m): of Trailer (kgs) -
Load Length (m) ; Load width {m): Load Height (m) ; Load Welght (kgs) :
Overall Combined | ‘ :
Rear Overhang (if exceeds 4.65m)
Measured from the center of the rearmost axles (m)
Gross Weight : ) Exceeds HTA * Within HTA®) Bill of Lading Number ;

Ministry of Transportation 0/0 User Guide - January 2022 Page 85 of 91



" Permitting & Registration for International Registration Plan & Oversize/Overweight (PRIO)

Guide for O/0O

5. Complete the Axle Description Section. What is completed in this section depends on the selection in the Gross Weight field.
e If the vehicle and load combination is not overweight, then in the Gross Weight field, select Within HTA.

e If the vehicle and load combination is overweight, then in the Gross Weight field, select Exceeds HTA.

Axle Deacriphion

Hiinistry
Issued
Coenfiguration ”

Mumber

Total Mo. of Asdes:

L7

Axle & Equipment Type

* Hormal

Welght _ [~ Fnd L)
Type® Reduced e o =l
Exceptional
Apply 7] Mo, of Axles (Power Unit] : [ Y]

Requested [ R t g
Tire Tire Inter-asxhe apaat |
Rated Axle width Rati Weight

Thres Enach
por,  CopoclV.  (mm) (ko) PLANE T(m) Draw
Axle  (kos) (kas) [Lcesc ]

Claar |

| |STEER AXLE W
3 |DRIVE AXLE v
3 |DRIVE AXLE w

Tetsl Weight Requested: O
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6. When the Registered Gross Vehicle Weight section is complete, select one of the following at the bottom of the screen:
e Cancel to cancel the application
e Quit to exit the application and resume it later in the WIP menu
e Refresh to clear the screen

e Proceed to continue.

Reglstered Gross Vehicle Welght il

Ontario Carriers

Registered Gross Vehide Weight (RGVW)

Out-of-Provinoe Carriers

15 Cmtarke registered on your IRP apportioned Cab Card? i L Yes ® No
1f yes, what is the Reglstered Gross Vehlde Weight (RGYW) for Ontario?

If mot, what Is the RGWVW in the Registered Jurisdiction of the Power Unit?

|
Commen L 7]

Access Level : "I:11:=_:r-ri-a_r | Vpelete Allowed

.ﬁ.l‘.l-:’l.l'l.lpd.‘l[(‘- Comdinent j: Clear Camdtant

Procead —l! Refrash !! Quit || cCancal i Help
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7. Routing screen appears. Enter the route details:
e In the Origin Field, enter the Ontario address where this load move is originating from
e |n the Destination Field, enter the Ontario address where the load is destined
e |n Total Distance field, Enter # of km travelled on King’s Highway
¢ In Routing Details field, enter route — list all roads and highways in a consecutive, continuous order from the origin to the destination.

e USA Crossing: select Yes in Border Crossing on Route field if crossing the border to or from Ontario from or into USA or another
Canadian province, *NOTE: corridor through Ontario from USA to USA is not permitted.

Rositing Singla Trip Permit-General Losds-Annual Diseenckons

Chooss type of Rsuring

Autamated O Assnted Routing = Manual
Fre Defined Route ® Enter Route

0 Grigin 301 Saint Paul Swreet,

B Destination whingdsor (78 Main 5, D

Total Distance

Trawedlad on King's el r] u

Highways

5% Paull Street, Geneaa St Hwy
A, C.E, W, Hwy 403, Bwy 400
Rusuting Deekalls Hwey 3, Huwon Chasrch Roasd &

Border Crossing on
Hiate

8. When you have entered route details, click Check Route.

Click Proceed to continue.
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Verification screen appears.

On the Verification screen, review the information. Click each tab as necessary to review information on:
e General
e Load & Dimensions
e Routing

e Conditions

s Route  Verification  Billing  Approval MainMenu Enguiries

* PERMITGEM158 : [W] Conditions are subject to change upon review of permit application. Carrier is responsible to review the issued permit
and must comply with all conditions and restrictions. (For Conditions screen)

Verification Single Trip Permit
: | Proceed |
General | Load & Dimensions | Routing | Cur_t_di_tl_u!y; i
I Edit

0/0 Account Details Verification Single Trip Permit

10. Navigate from the Verification screen by selecting one of the following:

e Quit to return to the 0/0 Menu (using Quit, you will be able to return to your work later through the WIP menu)

e Proceed to continue to the billing screen.
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11. Billing screen appears. Review the information then click one of the following:
e Proceed to continue to the Cart Payment screen to pay for this application.
e Add to Cart to hold the transaction in the cart for payment later
e Cancel Bill to return and edit previous screens
e Draft Permit to see a draft of the permit (you are advised to see the permit before paying for it)

e Quit, if you need to leave the application and finish it later using the WIP Menu.

e Laad & Dimersuns | Rowe | Goediors Vabon,Gilng Aoyl Maoeny Enquiies

Account No. : 43963 Lagal Name ; GENERIC TRUCKING My Application No.: 306237
- . Exemption
CWOR = HSC Humber: PE123456 Coda”
Billing Datails
Parmit Typs: SINGLE TRIP PERMIT Pari Wt
Billing Date: 19/11/2021 Transaction Type : NEW PERMIT Transaction Status: OPEN
Start Date 1: 19/11/2021 End Date 13 25/11/2021
Start Date 2 00 MM/ VY End Date' ;! o0y MM vy
Start Date 3; 00 MM/ P v End Date 3: D0/MM/ YT
Faoes Saction
Prepaid Balance : 0,00 Stored Credit Balance ; 0.00 Manual Mwﬂl‘:
ok
Fee Type Ho. of Permits Required l Fee Amount l\\'-al'lm
Im—_w PERMIT |1 66,25 |
Total Due 66.25]
Docurmentation Requirements
W
Delivery Detals ¥
Dafivery Method 3 =-M1= W
Pesmil/WCE Blectronic | - ; =iz e
Defivary Channval* = S Emall: |
Email
OMNTARIO.CA Delers
\ PHOTMATL COM Deleme
| _Proceec -] E to. Cart |E’:ence Bi Ijl Rafresh [ Quit !DE!"; Permit ! Help
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12. The single trip permit application is not sent to the cart payment but is instead submitted into the queue for review and approval.
Wait for notification from the O/0 Office.

e Additional documents may be required.
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