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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. 

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

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


 
     
   

 

   
    

  
 

   
  

3.1 Start Application 
• Select the New Applicant option 
• Click Start Submission. 

3.2 Enter Contact Information 
• 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 



 

 

   
   

   

 

• Answer all guiding questions—these will determine the mandatory and optional 
documents you must upload for the application. 

• Select Next 



  
    

  
     

  
  

   
    

 

 

 

 
        

 

     
    
    

3.3 Upload Application Documents 
• A list 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. 
• Upload the required documents by clicking the Upload button next to each listed 

document. 

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. 



 

 

   
      

 

 

    
   

  

 

• 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. 

• 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 



 

     
   

   
        

  
    

  
       
   

 

 

3.4 Review and Update Application Information 
The Review page will allow for review of the information entered. 

• 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.
• Upon selecting the option to edit a section you will be taken to the corresponding page

where you can change the information previously entered.
• 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.



  
   

 
    

 

 

   
     

  

 

    

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. 

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. 

• 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 
• Select the application type you are submitting. 

o The Eligibility Review Renewal application is used as an example in this guide. 

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. 



 

     
  

  
 

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. 



 

     
  
    

 
 

   
 

     
 

 
    

  

     
   

 
  

• A list 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. 

• 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. 



 

    
     

 

   
  

  

   
  

 
     

  

• 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 For instructions 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. 



 

 

   
  

  

   
   

  

 

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 
• Select the report type you are submitting. 

The cGaming Report is used as an example in this guide. 



 
   

      
    

 

     
 

 
  

  

     
   

 
  

 

 

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

• 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. 



 

 
   

 

  
   

  

  
 

 

 
  

   

 

 

• Upload all requested documents and click  Next  
ο 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 For instructions 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. 



    
    

 
 

    
     

    

  

 

   
   

   
    

 

      
     

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. 

4.3.2 Upload Additional Documents and Check Submission Status 
The Additional Documents Upload page is divided into two sections. 

• The top section shows details about your application. 
• 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. 

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

ο Reference section 3.3.1 for document uploading instructions. 



 

 
  

  

 

 

   
    

    

  
   

 

 

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. 

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 lotterylicences@toronto.ca or 416-392-7037. 

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