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Contents
T INTFOAUCTION einiiiii ettt st et st st e e eaneenaes 2
2. ACCESSING the SYSTEIM ..ceuiiiiiiiiiiii ittt et et e ts e e eeseeseensenneannsannanns 2
3. NEW APPLICANT FLOW . ettt et eee s e et st s e s e e eneansaassansansansanns 2
T IS =10 AV o] o] L ToF= | 4 (o] o KRN PO PPP PP PPPPRIN 3
3.2 Enter Contact INformation .......cocuuiiiiiiiiiiiiiiiiii e 3
3.3 Upload Application DOCUMENTS ...cuuiiiii it ee et et e e e e e e e ennes 5
3.3.1 Uploading DOCUMENTS c...cuuiiiiiiiii ittt et et et e e e e eaes 5
3.4 Review and Update Application Information..........oeeiiiiiiiiiiiiiiiireeee e 7
3.5 Submission ConfirmMatioN ........cieueiiiiiiiiiiiiiiiii e 8
4, RetUrNiNg APPLICANT ..uu e e e et easee s e e e s e et et eneanesneanernsansenes 8
4.1 SUbMItEING N APPLICAION .iuuiiii ittt et e e e e sassasaneanaanaan 9
4.1.1 Select Type of APPLICAtION coivuiiiii it e e et e e e ea e eaas 9
4.1.2 Enter Contact INfOrmation........oeeuuieiniiiiie e e 9
4.1.3 Upload Application DOCUMENTS ....cuiuiiiiiiiiiii e et et et ee e eeenes 11
4.1.4 ReVIEW APPLICATION .ouuiiiiii ittt ee et ee e e s e s e s aeenesansnnsansansensanns 12
4.1.5 Submission ConfirmMation .......c.ceuvviiiiiiiiiiiiiiii e 12
4.2 SUDMITEING @ REPOIM . cin ittt ee s e e e s e e ae s s ansnnaansaneans 13
4.2.1 SELECT REPOIT TYPE e itniiiiiiiiii ittt ete ettt e et et e et st staesansanssansanssansssnsssnsees 13
4.2.2 Enter Contact INformation........coou oo 14
4.2.3 Upload Application DOCUMENTS ....cuiiuiiiiiiiiiiiiiiiiiiieiieere e e eesensensansanaanns 14
4.2.4 ReVIEW APPLICATION .ovuiiiiiii ittt e e e e e s e s ee e snesensansanssneanns 15
4.2.5 Submission ConfirmMation .......c.ceueiiiiiiiiiiiiiiiiiii e 15
4.3 Submitting Additional DOCUMENTS ..cc.ieuiiiiiiiiiiii et eeen 16
4.3.1 Enter the Application Reference NUMber......ccuviniiiiiiiiiiiii e 16
4.3.2 Upload Additional DOCUMENTS ...cuiuiiiiiiiiiiieiei et enee et et eenrenseneanns 16
4.3.3 Submission ConfirmMation .......c.ceuiiiiuiiiiiiiiiiiii e 18

SR OIU=T 4ol g F=Ta o S 10] o] o Lo o TR 18



1. Introduction

This user guide is designed to help applicants and users navigate the revamped Gaming
Services Intake Portal. This user guide covers how to submit new applications, renew
applications, reports, and upload additional documents.

2. Accessing the System

Visit the portal and ensure you have a stable internet connection
Use the latest version of your browser of choice (Chrome, Firefox, Edge)

3. New Applicant Flow

If you have not applied for an eligibility review within the past two years you are a new

applicant.

o Agree to the Terms of Use by clicking on the checkbox
e Select the Proceed button

Gaming Applications and Report Submissions: Terms of Use

1. General

By using this website for the City of Toronto's Applcation Mame (the "Site") you agree to the cument version of these Terms
of Usé (the "Terms"), The City of Toronto (the *City™) may change the Tesmns at any tine withoul notice. The changed Terms
will be posted on the Site, and you should read them before using the Site. You may be requested To agres To Separate
terms: of use far ather specifc applications elsewhere on the City of Toranta's website

“If you do not agree to the Terms of Use, you will not be able to you wll not be abde to apply for 2 koitery beence online

2. Lishiliry

By using this application, you acknowledge that the City provides the application on an “as is*, "as available® basis. The City
goes not make any express or Impeed wananbes, representations or endorsements with respect to the application ‘itsedf
iou also acknowladge that the information obtained through this application is considered complete and up-to-date to the
best knowledge of the City, however the City does not warrant against ermors, omissions, and/or discrepancies with other
SOUICES

The City is nod responsibla for, and vall not be lkable to you or anyvone else, for any damages whatsoever, includng any

& application

: indlrec:, special, incidental or consequential damages, arising out of or in connection with wour use of, or inability to usa,

L TS U

HANE BERL AND KCREE TO THE TERMS AMD CORDITIONS ABCVE AWD TO THE QTY OF TORDNTOS TERMS OF USE AMD PRIVACY POLICY.



https://www.toronto.ca/business-economy/new-businesses-startups/business-regulations/gaming-services-applications-reports/

3.1 Start Application

o Select the New Applicant option
¢ Click Start Submission.

Gaming Applications and Report Submissions

Pre-Submission Questions

Are you new or returning applicant?
Returning applicants must have an eligibility approval issued by the city of
Toronto in the past two yearg If not, please select "New Applicant”.

@® New Applicant 1 v

Returning Applicant

New Applicants must submit an eligibility review before applying for gaming
permits. Press "Start Submission" to begin the eligibility review process.

25 (=

3.2 Enter Contact Information

o Complete the required contact information
o Provide the name and email of the individual submitting the application on behalf
of the organization
o Provide the organization name and organization email address
o All fields are mandatory to proceed to the next page



ELIGIBILITY REVIEW (NEW)

Page 1: Contact & Organization Information
[ O O

Contact & Organization Information Upload Documents Review
Contact Information
Select Yes only If you have a Single Name on your Registered Birth Certificate

or Change of Name Certificate (rather than a First Name & Last Name).
(optional)

Yea

Ho

First Name
Last Name

Emall Address
Example: you@website.com

Organization Name

Organization Email Address
Example: you@website.com

¢ Answer all guiding questions—these will determine the mandatory and optional
documents you must upload for the application.
e Select Next

Organization Information

Is the Organization registered as a Not-For-Profit under the Ontario Not-For-
Profit Corporations Act (ONCA) 20107

® ves 1 v
D No

Is the Organization registered as a charity under the Charity Accounting Act or
Income Tax Act?

® ves 2 v
O No

Has the Organization filed a T3010 for the previous fiscal Period?

O Yes v
O No

Cancel 4




3.3 Upload Application Documents

o Alist of required and optional documents will be presented on the Upload Documents
page.
o All required documents must be uploaded for the submission to be completed.
Submit optional documents if they are applicable to your organization.
o Please follow the directions provided on the application form regarding the type
and size of documents to upload.
e Upload the required documents by clicking the Upload button next to each listed

document.

Document Type Required File(s) Status

Uploaa  |oTtery Licensing Eligibility Review Form or cGaming Eligibility Review Form | required Not
Uploaded

Upload  [Organization's Constitution and/or By-Laws Signed and Dated required Not
Uploaded

Upload  |List of Current Board of Directors required Not
Uploaded

Uplead [Operating Budget for the Past Year required Not
Uploaded

Upload | [OP€rating Budget for the Current Year required Not
Uploaded

Upload  [Financial Statements (Audited or Unaudited) required Not
Uploaded

Upload ~ Proposed Use of Proceeds optional Not
Uploaded

Upload ~ Supporting Documents optional Not
Uploaded

Upload  [Letters Patent and/or Certificate of Incorporation (including Supplementary if required Not
pplicable) Uploaded

Upload | [Canada Revenue Agency Notification of Charitable Designation required Not
Uploaded

3.3.1 Uploading Documents

Select the Upload button next to each document. This will trigger a pop-up to appear on the
screen prompting the document upload.

1. Select Add Files to upload the relevant documents.
2. When the file appears in the box, select Start Upload.
3. Select Close to return to the documents list.



File Upload - X

Organization's Constitution and/or By-Laws Signed and Dated

Only the following files are allowed: pdf, jpeg, TIF, TIFF, tif and tiff files. Maximum
file size allowed is 2.000 MB (2097152 bytes).

Add Files OR Drag and Drop Files e 1

\/ Lottery Licensing Eligibility Review Form | Delete |
or cGaming Eligibility Review Form.pdf
37.611 KB (38514 bytes)
Uploaded

1 File(s) Added

Start File Upload e 2

3 9 Close

Please note that the file name and upload status will appear on the document list.
Repeat the above steps until all your files are uploaded.

Document Type Required File(s) Status
Add/Remove Files  Lottery Licensing Eligibility required * Lottery Licensing Eligibility Uploaded
Review Form or cGaming Review Form or cGaming
Eligibility Review Form Eligibility Review Form.pdf
Upload Organization's Constitution required Not
and/or By-Laws Signed and Uploaded
Dated
Upload List of Current Board of Directors required Not
Uploaded

Below the document list there is a space provided for additional comments or context
that may assist in processing the application. Review all entered information and select
Next

Please provide any additional Information that will assist us In processing
your application. (optional)

Previous 9 Next




3.4 Review and Update Application Information

The Review page will allow for review of the information entered.

e Select edit information on the relevant section and edit as needed.
o Select Edit Contact Information and/or Edit Uploaded Documents and edit as
needed.
e Upon selecting the option to edit a section you will be taken to the corresponding page
where you can change the information previously entered.
e Select Next to go from page to page until you reach the Review Page again.
¢ Once you are satisfied with the information entered, select Submit.

Page 3: Review

o & @
Contact & Organization information Uplosd Documents Review

Comact & Organization Information

First Name

Last Name

Emall
Organization Name
Organization Emall

Which cGaming Cenire (bingo hall) are you assigned o7
Defta St Clair Bngo Gaming

I Edit Contact Information I

Uploaded Documents

Document Type Lattery of chaming Monthly Report Form
File Name DocZ pdf
Status Uploaded

Document Type Bank Statements

File Name Financial Statements. paf
Status Uploaded

I Edit upload Documenis I

Previous Cancel 9




3.5 Submission Confirmation

¢ Once submitted, you will receive a confirmation number for your submission. Please
keep your confirmation number as it is your reference number when speaking to Gaming
Services staff. Note that you will receive an email with your confirmation number.

Your Documents have been Submitted

Your request has been successfully submitted 1o the city of Toronto. To add more documents to this submission, use the
same Confirmation number: #20001000 .

if you have questions regarding your submission, contact lotterylicences@toronto.ca .

Exit Submit Another Application

4. Returning Applicant

¢ You are a returning applicant if you have received your Eligibility Approval Letter from
the City of Toronto within the past 2 years Select the Returning Applicant option.

Gaming Applications and Report Submissions

Pre-Submission Questions

Are you new or returning applicant?

Returning applicants must have an eligibility approval issued by the city of
Toronto in the past two years. If not, please select ‘New Applicant”

) New Applicant v

® Returning Applicant | e 1

Select a Submission Type:

O submit Application

(C submit Repart e 2

() Additional Documents

3~ |

o Choose your submission type.



o Returning clients have been deemed eligible to apply for a gaming licence. You
can select the type of submission you are processing under Select a
Submission Type and then click on Start Submission button.

4.1 Submitting an Application

Upon selecting Submit Application, a list of available applications will be populated in the
dropdown menu.

4.1.1 Select Type of Application

e Select the application type you are submitting.
o The Eligibility Review Renewal application is used as an example in this guide.

Gaming Applications and Report Submissions

Pre-Submission Questions

Are you new or returning applicant?

Retumning applicants must have an eligibility approval issued by the city of
Toronto in the past two years. If not, please select “New Applicant”.

() Mew Applicant v
I'-'i- Returning Applicant é 1
Select a Submission Type

I.-.!.' Submit Application é 2 v
\J S

) Submit Report

(_) Additional Documents

Application Type

Select... v

IELIGIBILITY REVIEW (RENEWAL) I

BINGO IN A NONCOMMERCIAL OR PUBLIC PLACE

4 9 Start Submission
BREAK OPEN TICKET/AMENDMENT OR EXTENSION

LOTTERY EVENTS AT A BAZAAR
RAFFLE
CGAMING CENTRE PERMITS

MUNICIPAL/PROVINCIAL APPROVAL REQUESTS & NOTIFICATIONS

4.1.2 Enter Contact Information

Please note that most applications require only the organization’s information, and the
documents required to support the application.




ELIGIBILITY REVIEW (RENEWAL)

Page 1: Contact & Organization Information
o O O
Contact & Organization Information Upload Documents Review

Contact Information

Select Yes only If you have a Single Name on your Reglstered Birth Certificate
or Change of Name Certificate (rather than a First Name & Last Name).
(optional)

Yes

No

Flrst Name

Last Name

Emall Address
Example: you@website.com

Organization Name

Organization Emall Address
Example: you@website.com

The Eligibility Review Renewal application requires documents based on each organization’s
circumstances. Please answer the questions as they pertain to your organization by selecting
Yes or No. This will present you with the required and optional documents needed to complete
your application. Select Next.



Organization Information

Has the Organization's Articles of Incorporation (or Letters Patent) changed
since the previous Eligibllity Review submission?

O Yes 1
o &
Has the Organization filed a T3010 for the previous fiscal Perlod?

O Yes e 2

No

Has the organization recently (within last two years) amalgamated/merged
with another organization or made a change to the structure of the
organization?

| &3

No

Has the organization's Constitution and/or By-Laws changed since the
previous Eligibllity Review submission?

T | <«

Cancel 5 9

o Alist of required and optional documents will be presented on the Upload Documents
page.

o All required documents must be uploaded for the submission to be completed. It
is recommended to upload optional documents if available to avoid delays in
approval time. Please follow the directions provided on the application form
regarding the type and size of documents to upload.

o Select Next to move to the next page

4.1.3 Upload Application Documents

The Documents Upload page will display the documents that apply to the selections you have
made.

o All required documents must be uploaded for the submission to be completed.
Submit optional documents if they are applicable to your organization.

o Please follow the directions provided on the application form regarding the type
and size of documents to upload.



Document Type Required File(s) Status
e B

upioaa | Lottery Licensing Eligibility Review Form or cGaming Eligibility Review Form | required Mot
Uploaded

pioad | List of Current Board of Directors required Mot
Uploaded

Upiond | Operating Budget for the Past Year required Mot
Uploaded

Upiosd | Operating Budget for the Current Year required Mot
Uploaded

uplcss | Financial Statements (Audited or Unaudited) required Mot
Uploaded

upleed | Proposed Use of Proceeds opilonal Mot
Uploaded

Upload | SUpporting Documents optional Mot
Uploaded

Upload | LETters Patent and/or Certificate of Incorporation (including Supplemeniary if required Mot
applicable) Uploaded

Upload | 13010 Registered Charity Information Return required Mot
> Uploaded

Uplces | Amalgamation Documents required Mot
Uploaded

Uploes | ONQENIZation's Constitution and/or By-Laws Signed and Dated required Mot
Uploaded

e Upload all requested documents and click Next
o Reference section 3.3.1 for document uploading instructions.

4.1.4 Review Application

Review and make any necessary changes to the application on the review page. Once
you are satisfied with the information entered, select Submit.

o Forinstructions on how to change information entered please reference section
3.4
4.1.5 Submission Confirmation

You will see a screen confirming your submission. A confirmation email will also be sent to the
email address provided.



Your Documents have been Submitted

Your request has been successfully submitted to the city of Toronto. To add more documents to this submission, use the
same Confirmation number: #20001000 .

if you have questions regarding your submission, contact lotterylicences@toronto.ca .

Exit Submit Another Application

4.2 Submitting a Report

Upon selecting Submit a Report, a list of available reports will be populated in the dropdown
menu.

4.2.1 Select Report Type

o Select the report type you are submitting.
The cGaming Report is used as an example in this guide.

Gaming Applications and Report Submissions

Pre-Submission Questions

Are you new or returning applicant?

Returning applicants must have an eligibility approval issued by the city of
Toronto in the past two years. If not, please select "New Applicant”.

O New Applicant v
® Returning Applicant e 1

Select a Submission Type:

) Submit Application v

@ submit Report e 2

\_} Additional Documents

Report Type

Select ~

CGCA DISTRIBUTION REPORT

e 143 4>
RAFFLE REPORTS

BREAK OPEN TICKET REPORTS (INTERIM AND FINAL)
LOTTERY EVENTS AT A BAZAAR REPORTS

BINGO I[N A NONCOMMERCIAL OR PUBLIC PLACE REPORTS



4.2.2 Enter Contact Information

Fill in all the required fields and select the appropriate cGaming Centre from the drop-down
menu.

Comact Information

Select Yes only If you have a Single Name on your Registered Birth Certificate
or Change of Name Certificate (rather than a First Name & Last Name).

opuonal )

]

Mo

First Name
Last Name

Email Address
Example: you@website.com

Organization Name

Organization Emall Address
Example: you@website.com

‘Which cGaming Centre (bingo hall) are you assigned to?

Select . W

Dol St. Clair Bingo & Gaming

L Detts Downsview Bingo & Gaming 9 m

Duoiphin Gaming

Rema Gaming Esst Toronio

o Select Next to move to the Documents Upload page

4.2.3 Upload Application Documents

The Documents Upload page will display the documents that apply to the selections you have
made.

o All required documents must be uploaded for the submission to be completed.
Submit optional documents if they are applicable to your organization.

o Please follow the directions provided on the application form regarding the type
and size of documents to upload.



Document Type Required File(s) Status

Uplosd Lottery or cGaming Monthly Report Form required Not Uploaded
Upload Bank Statements 9 required Not Uploaded
Upload Invoices optional Not Uploaded
Upload Credit Card Statement optional Not Uploaded
Upload Cheques Cleared/EFT Confirmation optional Not Uploaded
Upload Contracts optional Not Uploaded
Upload Supporting Documents optional Not Uploaded

e Upload all requested documents and click Next
o Reference section 3.3.1 for document uploading instructions.

4.2.4 Review Application

Review and make any necessary changes to the application on the review page. Once
you are satisfied with the information entered, select Submit.

o Forinstructions on how to change information entered please reference section
3.4

4.2.5 Submission Confirmation

Once submitted, you will receive a confirmation number for your submission. Please keep your
confirmation number as it is your reference number when speaking to Gaming Services staff.

CGAMING REPORTS

Page 4: Submitted
& & &

Contact & Organization Information Upload Documents Review

Your Documents have been Submitted

‘Your request has been successfully submitted 1o the city of Toronto. Your Application Confirmation #20001000 .

if you have questions regarding your submission, contact lotterylicences(@toronto.ca .

Exit Submit Another Application



4.3 Submitting Additional Documents/Checking Submission Status

If you are contacted to provide more information or if you want to check the status of your
submission:

4.3.1 Enter the Application Reference Number

Click the link provided in the staff email or click here to go to the portal
Enter the Reference Number provided to you in the submission confirmation email.

Click Start Submission.

Gaming Applications and Report Submissions

Pre-Submission Questions

Are you new or returning applicant?

Returning applicants must have an eligibility approval issued by the city of
Toronto in the past two years. If not, please select "New Applicant”.

Hew Applicant 4

%) Retuming Applicant

Select a Submission Type:

Submit Application o
Submit Report

®) additional Documents / Check Submission Status

Reference Number

&

2 [

4.3.2 Upload Additional Documents and Check Submission Status

The Additional Documents Upload page is divided into two sections.

e The top section shows details about your application.
e The bottom section contains fields for uploading documents.

On the top part of the page, you will find the organization name, the type of submission, the
application status, and the documents submitted to support the application.


https://www.toronto.ca/business-economy/new-businesses-startups/business-regulations/gaming-services-applications-reports/

The status of the submission is updated by staff as the application goes through the stages of
review.

If you are only checking the status, no further action is needed. Select Cancel at the bottom of the
page to exit the inquiry.

Follow-up submission for : Prime Charities
Original Submission Type : ELIGIBILITY REVIEW (NEW)
Application Status : New Uploads

e Gaming Test Doc.pdf

* Financial Statements.pdf

¢ Gaming_Doc2 pdf

* Operating Budget for the Current Year pdf

Previously Uploaded Documents * Operating Budget for the Past Year.pdf
* List of Current Board of Directors. pdf

* Organization's Constitution By-Laws Signed and Dated.pdf
= Lottery Licensing Eligibility Review Form or cGaming Eligibility Review
Form.pdf

Use the bottom section of the Additional Documents Upload page to upload all requested
documents or provide the required information.

o Reference section 3.3.1 for document uploading instructions.

Documents

To provide additional documents for a previously-submitted application or report, add them below. They will
automatically be attached to your previous submission.

Upload Documents
Maximum 10 uploaded files. Maximum size for file attachment is 2 MB.

Document Type Required File(s) Status

Upload additional docs required 1 Not Uploaded

Additional notes related to Uploaded files. (optional)

=) 2-> [



4.3.3 Submission Confirmation

Once submitted, you will receive a confirmation number for your submission. Please keep your
confirmation number as it is your reference number when speaking to Gaming Services staff.

Additional Document Upload

Your Documents have been Submitted

Your request has been successfully submitted to the city of Toronto. To add more documents to this submission, use the
same Confirmation number: #20001000 .

if you have questions regarding your submission, contact lotterylicences@toronto.ca .

Exit Submit Another Application

5. Questions and Support

For help with completing the application please contact a Lottery Licensing Compliance Officer
at lotterylicences@toronto.ca or 416-392-7037.

If you have an assigned Lottery Licensing Compliance Officer, you may contact them directly or
alternatively contact |otterylicences@toronto.ca or 416-392-7037.



mailto:number%5Dlotterylicences@toronto.ca
mailto:lotterylicences@toronto.ca

	1. Introduction
	2. Accessing the System
	3. New Applicant Flow
	3.1 Start Application
	3.2 Enter Contact Information
	3.3 Upload Application Documents
	3.3.1 Uploading Documents

	3.4 Review and Update Application Information
	3.5 Submission Confirmation

	4. Returning Applicant
	4.1 Submitting an Application
	4.1.1 Select Type of Application
	4.1.2 Enter Contact Information
	4.1.3 Upload Application Documents
	4.1.4 Review Application
	4.1.5 Submission Confirmation

	4.2 Submitting a Report
	4.2.1 Select Report Type
	4.2.2 Enter Contact Information
	4.2.3 Upload Application Documents
	4.2.4 Review Application
	4.2.5 Submission Confirmation

	4.3 Submitting Additional Documents/Checking Submission Status
	4.3.1 Enter the Application Reference Number
	4.3.2 Upload Additional Documents and Check Submission Status
	4.3.3 Submission Confirmation


	5. Questions and Support



