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ParkConnect Permit Portal User Guide – Bays & Waterways Events 

1. Go to https://www.parkconnect.vic.gov.au/ and click Sign in 

 

 

2. If you have an existing account, enter your email and password and click ‘Sign in’ 

 

3. If you do not have an existing account: 
3.1. Click on ‘Create Profile’ 

 

3.2. Enter your email address, create a password and then re-enter your password to 
confirm and click ‘Register’. 

 

 

https://www.parkconnect.vic.gov.au/
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3.3. You will be redirected to your ‘Profile’ page.  Enter your first name, last name, 
mobile phone and click ‘Update’. 

 

3.4. You will receive a notification that your profile has been updated successfully. Select 
the ‘Confirm Email’ button to finalise the profile setup. 

 

3.5. You will receive an email with instructions on how to complete the registration process. 
Once the registration process is completed you be automatically taken back to your 
‘Profile’ page and receive a notification to advise that your email has been confirmed 
successfully 
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4. Hover over the ‘Permits’ tab at the top of the page and select ‘Apply for a permit’ 
NOTE: Once you have commenced an application, you can exit and re-open the application 
to continue at any time by going to the ‘View permits’ section.  

 

 

5. An ‘Information Collection Notice’ will display, please read and click ‘Agree and continue’ 

 

 

6. Next you will be taken to the ‘Contact details’ page. Enter your phone number and address 
here if not already pre-populated and click ‘Save & next’.  
Note: All fields marked with a red asterisk are mandatory.  
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7. On the ‘Application details’ page: 
7.1. Confirm if you are applying as an individual or as a business (including sole traders) by 

using the drop-down arrow and selecting as relevant  

 

 
7.2. Your ‘Applicant Information’ will be pre-populated based on your profile 

 

7.3. Confirm the ‘On Site Contact’ details for the permit, if the same as the applicant select 
‘Yes’, if you need to provide alternate on-site contact details select ‘No’ and enter the 
details as relevant  

 

 
7.4. Select the type of permit you are applying for.  If you select ‘Yes’ to filming or 

photography, further questions will appear to ask if a drone is required & if the filming & 
photography is for a wedding. Select ‘Yes’ or ‘No’ as relevant 
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7.5. Select ‘Yes’ for ‘Are you holding an event?’, use the drop down to select your 
event type from the list, and select ‘Save & next’. 

 

 

 

 

8. If you are applying as a business, you will now be taken to the ‘Organisation details’ page. 
8.1. Repeat applicants will have pre-filled information to review and can select ‘Save & 

next’ 
8.2. New organisations will need to enter their details and signatory information  
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9. You will now be taken to the ‘Event details’ section 
9.1. Enter the ‘Event name’ and a detailed ‘Event description’ as relevant, please try to 

include as much detail as possible in the event description 

 

9.2. Select the relevant park from the drop down list 
9.3. Once you have selected a park click on Add site(s) if you require a specific site in the 

park.  A pop out box will display with available sites within the chosen park.  Check the 
box next to your required site and click Add site(s).  You can choose multiple sites. 
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9.4. Once sites are added, you can remove them by using the blue arrow 

 

9.5. Enter all remaining event information if applicable and as relevant to your event. 
NOTE: Ensure you select the correct ‘AM/PM’ option on date/time selections 
NOTE: If your event has multiple separate dates select ‘Yes’, and an ‘Event dates’ 
section will be displayed at the bottom of the page for additional dates to be entered.  
NOTE: ‘Bump in’ and ‘Bump out’ refer to the time you will be entering and exiting the 
park to complete any setting up/packing up if different to the event times. 

 

 

9.6. Enter any event impacts if applicable and as relevant to your event 

 

9.7.  If you selected yes to the earlier ‘Does your application involve multiple dates?’     
question, you will now be able to add the additional dates as relevant 
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9.8. Once all information has been entered, select ‘Save & next’ 

 

 

10. You will now be taken to the ‘Waterway event details’ section 
10.1. Complete all event requirement information as applicable and if relevant to your 

event. Please provide as much detail as possible  
NOTE:  As you select yes/no, further fields will display for additional information to be 
provided 
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10.2. Add details of any on-water infrastructure, please provide as much 
information as possible. 

 
10.3. If you selected ‘Yes’ to any of the exclusion zone or exemption requirements, 

additional sections will be displayed and require completion at the bottom of the page. 
 

10.4. If relevant, select ‘Add exclusion zone’ and complete the details required in the 
pop-out box with as much information as possible. Select ‘Submit’  
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10.5. Once an exclusion zone is added, you can edit the information by using 
the blue arrow 

 

10.6. If relevant, select ‘Add rule modification’ and complete the details required in 
the pop-out box with as much information as possible 

 

10.7. Once a modification is added, you can edit the information by using the blue 
arrow 

 

 
10.8. As relevant, for’ Exemptions or modifications to the carrying of safety 

equipment’ and ‘Exemptions or modifications to any other legislation’ please follow 
the above process.  
 

10.9. Select ‘Save & next’ 
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11. You will now be taken to the ‘Documents’ section 
11.1. On the ‘Documents’ step, upload all required documents by using the blue 

arrow and the pop-out box. 
NOTE: These mandatory documents have been generated depending on the selections 
made throughout the application.  

 

 

 

11.2. Once all documents have been uploaded, they will display a ‘Submitted’ status 
and you will be able to progress by selecting ‘Next’. 
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12. You will now be taken to the ‘Terms & conditions’ section, read the information and 
‘agree to the terms & conditions’ to ‘Submit’ your application 

 

 

13. You will receive a confirmation that your application has been successfully submitted. 

 

 

14. You will now be able to view and track the progress of your application in the ‘View permits’ 
section on ParkConnect  

 

 


