New Operators Online Licence Applications
First Time Tour Operator or Activity Provider Licence Registration

Registering and Applying for your Licence

To apply for a licence, you will need to complete these two tasks:
1. Sign on to ParkConnect and register, and

2. Apply for your Tour Operator or Activity Provider Licence

Sign on to ParkConnect and register
Follow these steps to register and sign in to ParkConnect online.

Step Action

1 Go to https://www.parkconnect.vic.gov.au/

Result: The ParkConnect Sign in page for Licenced Tour Operators, Volunteers,
Researchers and Education groups displays.

ParkConnect # | support | Gewson | Towopamtore | Mesechiwmne | vohntes -

2 Click on Sign in on the far-right hand side.
Result: The Sign in or Register page displays
Parkconnect A | Support | Education | Tour Operator Research Permit = Volunteer + Events = sign in
=Jsign in
Signin

Email
* Password

Remember me?

[ signin ]l Forgot your password?
Not registered? Create Profile
Continued next page
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Registering and Applying for your Licence, continued

Sign on to ParkConnect and register, continued

Step Action

3 Click on the Register tab.
Result: The Register input option displays

Parkcﬂnnect # | support | Gducation | TourOperser |

* Emall
* Password

* Confinm password

By clicking "Register”, you agres to cur Terms and conditions, and Brivacy policy

adready have a profile? Sign in

4 Type in:

e your email

e 3 Password, and

e aconfirmation (repetition) of the password

becomes your Username.

Note: Your email must be unique and cannot be used by anyone else to register as it

5 Click on

Result: Your Profile page displays.

Research Permit « Volunteer = -

ParkConnect # | spor | coueation
Home > Profile
profile
H Your information
First Name *
Profile
E-mail *

rehyct@hotmail.com

[ Security
Change password

Change email o

Volunteer
® no O ves

Scientific Researcher

®no O ves

Please select the account type you want to create

Continued next page



Registering and Applying for your Licence, continued

Sign on to ParkConnect and register, continued

Step Action
6 e Type in your information:
- First name
- Last name
- Mobile Phone, and/or
- Home Phone
e Click on Yes for Tour Operator, and
e (Click on Update.
Result: These two messages display on the page.
© vour email requires confirmation.
Your profile has been updated successfully.
7 Click on [Confirm Email [to send a confirmation email to yourself.
Result: This message displays and an email is sent to your email address.
Confirm Email
& check your email for confirmation instructions.
Email rehyct@hotmail.com
8 Locate the email in your inbox and click on the link to complete the registration.
Example:
Confirm your account
Thank you for your request to register an account for the Parks Victona Portal We need to confirm your email address as the last step in the registration process
Please click the following link to complete the registration. You will be direcled to a webpage confirming your registration and be able to login with your email address.
Complete Registration
Result: A new window opens confirming your email address.
9 Click on Sign in on the far-right hand side.

Result: The Sign in or Register page displays

Parkconnect A | Support | Education | Tour Operator Research Permit = Volunteer + Events = signin
Register
signin
Email
* Password
[ Remember me?
[ signin ]l Forgot your password?

Not registered? Create Profile

Continued next page



Registering and Applying for your Licence, continued

Sign on to ParkConnect and register, continued

Step

Action

10

Type in:
e your email

e your Password that you entered
e click Signin

Note: If you forget your password select ’Forgot your password? then follow the

prompts to reset your password.

Result: You are now signed into ParkConnect.

Apply for your Tour Operator or Activity Provider Licence
Follow these steps to apply for a licence

Step

Action

1

Click on Tour Operator then My Applications/Agreements.

Result: The Applications page displays.
Applications

Before you get started

Ta make the application process aasher, make sure you have the follawing

» Ensure you have finalised visitation reporting for your current licence. Click hera to manage your visitanions.
» Get your documents ready

* Insurance certificate

* Accreditation

* Other supporting documents

Before creating & new application, you must first establish your sccount

. at . a N . Primary Operational N
Application Number 4 Trading Name Primary Authorised Officer ¥ o Licence Term

Contact

There are na records to display.

Application Status

Click on

Result: The account creation page will display.

ParkConnect A | s | hesens | mecss | mmsssiewens | vemr

Aot Craste dceont

Create Account
Summary
ACCOUNT INFORMATION
rr—
ity Fype.
™

P w1 s e

Continued next page



Registering and Applying for your Licence, continued

Apply for your Tour Operator or Activity Provider Licence, continued

Step

Action

3

e Typein Your Information:

- Account name (your business entity name)

- Entity Type (company, individual, association etc.)
- ABN and/or

- ACN

- Registration Number (if applicable)

o Click

Result: Successful registration page will display.

Pa rkcon nect M | support | Education = | Tour Operater = Research Permit = Volteer = | TestiTO =

Home > Applcations > Create Account
Create Account

Bubmision completid successfully]

Click on Applications

Pa rkcon nect | suppent Education ~ Tour Dperater = Research Permit = Vohuniteer = Test TO -

Create Account

Bubmission completed successhully]

Result: The Application page displays.
Home > My Tour Operator Applications

My Tour Operator Applications

Before you get started

To make the application process easier, make sure you have prepared the following documentation before you commence the application process.
» Insurance certificate of currency
* Accreditation (to support a multi-year licence application)
s Other supporting documents (maps, brochures)

Existing operators wanting to add/remove a location/activity to their licence should click on the blue Request an Agreement Variation tab in the "My Agresments’ section

If you have no existing applications in the list below, please select the ‘Create application’ to start. Existing operators should click on the application listed under the Prepoppulated

Application section
Create a new application

Create New Application (New Operators)

Primary Operationsl
Application Number +  Trading Name Primary Authorised Officer cmag v Licence Term Application Status

Click on [Create a new application

Complete each page of the application with as much detail as possible. Ensure you include:
o Avalid Certificate of Currency

e A Tour Schedule with maps

e Accreditation for any multiyear license applications

Continued next page



Registering and Applying for your Licence, continued

Apply for your Tour Operator or Activity Provider Licence, continued

Step | Action

7 When on the summary page, review all information to make sure all sections are complete, and
correct any mistakes.
ParkConnect A | supon | fesamone | Towopeaor= | Remwchbweite | whemew | Tetiso-

Create Application

e v | cmyouns v | tem v | ieeredrcoiies v | addwionatin Ry ... |

reilid bafrs fubeneming

Trading details

Account Mame

Test 170

Trading Nasse

Reghtration Humber

8 Once the information is correct click

ParkConnect W | dwest | eheims | Sewcpeior = || S = | ket <

Additkonal information

Vbl Stisher Coust

e ——

Note: Once submitted you cannot make any changes to your application online. Please
contact the Customer Support team for any corrections.

Result: You will receive an automated email to confirm your submission. Your application
has been submitted to the Customer Service Team for processing.

Parkconnect ® | support | Educaton = | TourOperator= | ResearchPermit = | volunteer = Test Lo =

Home > Applications > Create Application

Create Application

Submission completed successfully.




