How to set up a ONe-Key ID, OneSource Account, and MOE Account

To access the Environmental Activity and Sector Registry (EASR), you will need a:
» ONe-Key ID
P ONe-Source for Business profile

» Ministry of the Environment (MOE) account

1. Go to ontario.ca/onesource and click on Sign-up.
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http://www.ontario.ca/onesource

How to set up a ONe-Key ID, OneSource Account, and MOE Account

2. Create your ONe-Key ID, password, and password recovery information (note the
minimum requirements for each).

Optional: Provide your e-mail address to recover your ONe-Key ID in case you forget it.

Click Sign-up.
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Search ONe-Sourc=

Heed help? Call 1-888-745-8888

Home  Online Services Tools & Wizards ¥° Topics ¥ My Account

ONe-key Account Registration
After completing the OMe-key registration you will be returned to ONe-Source for Business,

Create your ID and Password [*] Indicatas & mandatary faid
"Chaa&ewurﬂl‘l&h&ylﬂ:l | Your password must contain:
u B to 16 charact=rs

= Pm"‘d=| | m Upp=r and lower caze charact=r{s)
u Number{=)

| u Symbol{z) suchas !, &, #
More paz=word tips

* Confirm your password: |

D = I asccept the Terms and Conditions of Use and I have reviewsd the Notice of Collection

Meed assistance? Pleaze call ServiceOntarnio at 416-326-1334 (GTA) or 1-BD0-267-B057

Passwaord Recovery Info [7] Indizatas s mandstary fei
I you forget your paz=word you can creat= a n=w one, after answering a ==t of z=curily questions. Create your own ==t of z=curly questions and answers

bedow.
[+

* Security Question 1: |~ Select a question -

* Question 1 Answer: |
El Refresh Questions

* Security Question 2: |~ Select a question -

* Question 2 Answer: | | —
* Security Question 3: |- Select a guestion - =

* Question 3 Answer:| | —

Optional ID Recovery Info

By providing your email addre==s you can rzoover your ONe-key ID in caze you Torget it. You can ent=r your =mail addre== at a later date il you do ot

want to provide it now, via the Change Account Re=cowvery Info option.

Ermasil Address: |

Cancel
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How to set up a ONe-Key ID, OneSource Account, and MOE Account

3. You have set up your ONe-key ID!

Click Continue.

19‘: Ontario

HOME NEWSROOM | SERVICES YOUR GOVERNMENT | ABOUT ONTARIO

ONe-Source For Business Want better results? Set your location and industry/sector Tl  EEIIH

SR ServiceOntario

Home  Online Services  Tools & Wizards ¥ Topics ¥ My Account Naed Nelo?, Col 1-000 740000

Confirmation

You have successfully registered your ONe-key sccount. Your ONe-key 1D is:testacent12345

ONe-key gives you secure access to Ontano Government online services. You can login at any time on the ONe-key portal to manage your ONe-key
account(change ID, change password, change language preferences, etc.) and to enrol for accessing the available online services.

Please pnnt this page for your recards and store R in 8 secure manner. Do not share your ONe-key 1D or password with anybody.

_

Need more assistance? Please call ServiceOntanc at 416-326-1234 (GTA) or 1-800-267-8097.

Contact ONe-Source About ONe-Source Tools & Wizards Topics
Need help? ¥hat is ONe-Source? Permits & Lcenses Yizard 2120 s Susiness
Call oue Business Info Lina ot How to Sign Up for My Account Einanging Wizard Qparating » Bysiness
1-888-745-8888 EAQ Stan-Uo Kity
7 Haio How Do 12 My Account
Gat In-Pegon Advice and Supbodt
fonodenilatoenite ServicaCatarto Brivacy Statemant Sign-Uo
Would You Like to Rate our
sarvice?
CONTACT US ACCESSIRILITY PRIVACY HEL € QUEEN'S PRINTER FOR ONTARIO, 2009 « 2010 | IMNPORTANT NOTICES

Lavt Modified: Decomber 20, 2010
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How to set up a ONe-Key ID, OneSource Account, and MOE Account

4. Select the New User Tab.
You will be prompted to enter basic information about your business.

As you type in your location and business type, drop-down lists will appear. Select your
location and business type (or closest match) from the drop-down lists.

Optional: Under notifications you can opt to receive general information and/or

updates.

Read and agree to the terms and conditions, and then click Create My Account.

Omterimae | Frongea
5: Ontario

HOME I FIEW SISO SCRVIOES I TOUR SONVERRMIENT I ABDUT NTARTD

OMe-Source For Business Want better results? S=t your location and industryssector IS IS

Faod help? Call 1-382-745-8838

|E=-r:'|

Home Online Services Tools & Wizards ¥ Topics ¥ My Account

You're Almost Done - Set Up Your ONe-Source Profile

Vol o e 8 Ohla-key user name and passwand for lagging In. Plesce tabe s mamant t et up your De-Saurse oroflle S0 wa SaN SERGE yoU battar, *Raguined

“Salect Your User Type [whet wind of user ane you?)

_

I am a busin | e Tt & DUSINESS Cwnar, Or am in the procsss of starting a business.
“Promie Name (7]
“Emal L7]
=Confirm Email
“ynat is your primary location or [ 7]
municipaiity
FWWnat k5 your acthvity or business typse: —— — — R —
Dindustry)? wp= In your primary businscs or acthvity. (7]
oR
Cragp Production L7
Fishiing., Huriing and Trapoing *
ForssTy ard Logging 3
Sumnor AcTuiTas dor Agricuiure s ForasTy
21 - Mining., Susmying, and Dl and Ges: Edraciion
Mining and usmying faxoen: Ol and Gas) L
Ol e G ExTaciion =
< = Suppon ACINTES: for Mining and 01l and Gas Sxaraction
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\iinies A
. I3 - ComsTucTion
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Semyy e Tl Emgimesning CormTusIion
] Ganaral informiation [ag, navw programs and avaliabie incanthves § gmc"hn ﬁmgﬂmm
3 - Mantasurg
[ szcoumt updatas =g, status updates %07 SUDMItied TrANEACTIONE. Esarage 2 T = - g
[ T r—
WatMcatians will be sert ba the emall address you providsd Inyour f  [ogREpeten i g
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How to set up a ONe-Key ID, OneSource Account, and MOE Account

5. You’'ve now created your ONe-Source for Business profile!

Your business profile page will look like this.

Note the Ministry of the Environment Tools button on the left side of your profile.

Dy
ﬁ/‘? Ontario

HOME | NEWSROOM

SERVICES YOUR GOVERNMENT

Ontaric.ca Francals

ABOUT ONTARIO

ONe-Source For Business

Search

Home Online Services  Tools & Wizards ¥ Topics ¥ | My Account

Messages (Most Recent, Read, Unread, All)

Activity Summary
b All Activities Title From Received

* %ou have no messages in your inbex,
¥ Transactions and Farms

¥ Messages and
Reminders

Transaction Name Transaction #

F Tasks

Online Transactions [Most Recent, Draft, Submitted, All)

*%ou have not drafted or submitted any online transactions,

JuhnDuEm Lo ()Ml Lo out |

ServiceOntario

Need halp? Call 1-888-745-8888

Type

Last Updated Status

To-Do [Most Recent, Not Started, In Progress, Overdue, Completed, &ll, New)

Applications and Tools

T Description/Notes
¥ Ministry of Environment
Toals

¥ Accessibility Reporting

F Registration B
Incorporation

Due Date Status

You can choose to create your Ministry of the Environment (MOE) account now, or

come back later to create it. If you choose to come back, you will be asked to log in

using your ONe-Key ID and password.
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How to set up a ONe-Key ID, OneSource Account, and MOE Account

6. Click on the Ministry of Environment Tools button to create a Ministry of Environment
(MOE) account.

If you are a Client, select Client.
If you are an Authorized Representative, select Representative.

With an Authorized Representative Account, you can gain access to client accounts.
Depending on the permission level assigned to you, you can act as either a Delegated
Authority or Authorized Representative.

A Delegated Authority is an individual that has access to all services
associated with the client account and can perform any actions on their
behalf.

An Authorized Representative is an individual with custom permission
levels who can oversee and manage the client’s registrations and
applications.

(If you select Client, continue on to step 7. If you select Representative, go to step 14.)

Ontario.ca Francais

é} “Ontario

HOME | NEWSROOM SERVICES YOUR GOVERNMENT ABOUT ONTARIOD

ONe-Source For Business Stevelw] 1 oy (0)

ServiceOntario

Need help? Call 1-888-745-8888

Search ONe-Source m

Home Online Services  Tools & Wizards ¥ Topics ¥ | My Account

Activity Summary Ministry of the Environment Information

F All Activities
You do not currently have any access to view the Ministry of the Environment Account. If vou need to create an account, you

» Transactions and Forms will be taken through a series of steps to complete your account profile. By opening an account with the ministry, it will be
easier and faster to interact with the government. Flease start by answering the question below.

CREEETEn E [ R Are you a client or a representative who will be doing work on behalf of a client?

DTeds ® Client

) Representative

Applications and Tools

» Ministry of Environment
Tools

¥ Accessibility Reporting

F Registration &
Incorporation
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How to set up a ONe-Key ID, OneSource Account, and MOE Account

7. If you have a 9-digit business number issued by the Canada Revenue Agency, have it
handy, and click Yes. Otherwise, click No.

(If you click YES, continue on to step 8. If you click NO, go to step 10.)

& “Ontario

Ontario.ca | Francais

HOME | NEWSROOM SERVICES YOUR GOVERNMENT ABOUT ONTARIO

ONe-Source For Business steve[=] % (0 NETENE

Search ONe-Source ‘ SEI‘VICEO 10

eed rd = = =
Home Online Services  Tools & Wizards ¥ Topics ¥ | My Account N help? Call 1-858-745-5888

Activity Summary Ministry of the Environment Information

b All Activities
¥ou do not currently have any access to view the Ministry of the Environment Account. If wvou need to create an account, you

will be taken through a series of steps to complete your account profile. By opening an account with the ministry, it will be
easier and faster to interact with the government. Flease start by answering the question below.

¥ Transactions and Forms

D =g o] (Rl = Are you a client or a representative who will be doing work on behalf of a client?

b Tasks ® Client
) Representative
Applications and Tools
¥ Ministry of Envirenment Do you have a 9 digit business number issued by Canada Revenue Agency?
Tools = =
) ¥es ) Mo

¥ Accessibility Reporting

¥ Reqgistration &
Incorporation
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How to set up a ONe-Key ID, OneSource Account, and MOE Account

8.

If you clicked Yes, you will be prompted to enter your business’s legal name, business
number, postal/zip code and ownership type. If your business’s mailing address and
physical address are different, use the mailing address postal code.

Note: Be sure to enter your legal business information in these fields including any
symbols and spaces so it is exactly as the Canada Revenue Agency (CRA) has it on file. If
the validation fails, please contact the Canada Revenue Agency at 1-800-959-5525 or
WWWw.cra-arc.gc.ca to verify the information.

Ownership type is a new value required by CRA to validate business information. Values
to choose from include: Individual, Partnership, Corporation, Trust and Other. One of
these values must be selected in order for CRA to confirm accurate legal business
information.

Click Validate.

HOME | NEwWsSrOOM | SERVICES | YOUR GOVERNMENT | ABOUT ONTARIO

ONe-Source For Business Address =] & %O

=3

rl - - -
Home  Online Services  Tools & Wizards ¥ Topics ¥ My Account Need help? Call 1-888-745-6888

Ministry of the Environment Information

b All Activities

Search ONe-Source

You do not currently have any access to view the Ministry of the Environment Account. If you need to create an account,
» Transactions and Eorms you will be taken through a series of steps to complete your account profile. By opening an account with the ministry, it
will be easier and faster to interact with the government. Please start by answering the question below.

> Messages and Reminders o yo4 3 client or a representative who will be doing work on behalf of a client?

> Tasks @ Client

) Representative
Applications and Tools

» Ministry of Environment Do you have a 9 digit business number issued by Canada Revenue Agency?

Tools
@ ves ) No

b Accessibility Reporting

» Registration &

Incorporation *Legal Name:

¥ Private Security and
Investigative Services “Business Number:

b Other Government =Postal/Zip Code:
Accounts

*Ownership Type:

ONe-Source Profile i
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How to set up a ONe-Key ID, OneSource Account, and MOE Account

9. A new page will display confirming your Business Directory Information. If it is correct,
select yes.

Click Next.

(Skip ahead to Step 11 in this document.)

& Ontario

HOME ! NEWSROOM | SERVICES | YOUR GOVERNMENT | ABOUT ONTARIO

ONe-Source For Business Steve[s] % (0 NEITNA

Search ONe-Source ServiceOntario

Need help? Call 1-888-745-8888

Home Online Services  Tools & Wizards ¥ Topics ¥ My Account

Activity Summary

S Business Details:
» All Activities

Business Number Legal Na_r_m_: Operating Name
» Transactions and Forms Business Address Mailing Address
. | B I n

» Messages and Reminders N
» Tasks : :

Is the business Directory Information above correct?

®Yes 'No
Applications and Tools
b Minsakry of Environment m —

Tools

» Accessibility Reporting
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How to set up a ONe-Key ID, OneSource Account, and MOE Account

10.If you don’t have a business number and you’re not sure if you qualify for one, click How
do | know if | need a business number?

If you qualify for a business number, please register your business with the Canada
Revenue Agency (CRA) at 1-800-959-5525 or www.cra-arc.gc.ca before enrolling with
the Ministry of the Environment.

If you do NOT qualify for a business number, click No.

Stevel»] & #(0) HEENE

ServiceOntario

Need help? Call 1-888.745-8868

ONe-Source For Business

Home  Online Services  Tools & Wizards ¥ Topics ¥ My Account

Activity Summary

» AN Actwibes

Ministry of the Environment Information

You do not currently have any accass to view the Ministry of the Environment Account. If you need to create an accourt, you
» Transactions and Forms will be taken through a senes of steps to complete your account profile, By cpening an accourt with the mirsstry, & wil be
REENTRTSY S e @asier and faster to interact with the government. Flease start by answenng the question below.
» 2

Messages and Reminders  ara vou a dient or a representative who will be doing work on behalf of a client?

»
Tosks & Chent

Representative
Applications and Tools

» Minustry of Environment Do you have a 9 digit business number issued by Canada Revenue Agency?

Tools
Yes ¥ No

» Accessibilty Reporting
» Regestration &

Incorporation Do you qualify for a business number?
How do 1 ks \ber?
» Securty and Investigative

Services Yes ® No

¥ Other Governmant

Accounts Please provide your business information:
» PSIS Portal Pages T ——
"Last name:

ONe-Source Profile

*Business Name:!

» Profile Information

» Preferences

*Where in Ontano is or will your business

be located?
» Delegates
- *Business Type (e.g. restaurart):
» Other Profiles

*E-mail Address

*Confirm E-mad Address

Validate
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How to set up a ONe-Key ID, OneSource Account, and MOE Account

11. If you do not qualify for a business number, you will be prompted to enter your name
and business information.

As you type in your location and business type, drop-down lists will appear. Select your
location and business type (or closest match) from the drop-down lists.

Click Validate.

ONe-Source For Business

Home

Activity Summary

» Al Actwvites
» Transactions and Forms
» Messages and Reminders

» Tasks

Applications and Tools

» Ministry of Environment
Tools

» Accessibilty Reporting

» Regestration &
Incorporation

» Securty and Investigative
Services

» Other Government
Accounts

» PSIS Portal Pages

ON@e-Source Profile

» Profile Information
» Preferences
» Delegates

» Other Profiles

Online Services

Steve[v] % & (0) HEETE

ServiceOntario

Need help? Call 1-888.745-8868

Tools & Wizards ¥  Topics ¥ My Account

Ministry of the Environment Information

You do not currently have any access to view the Ministry of the Environment Account. If you need to create an account, you
will be taken through a senes of steps to complete your account profile, By cpening an account with the mirsstry, @ wil be

. easier and faster to interact with the government. Flease start by answenng the guestion below.

_ Are you a dient or a representative who will be doing work on behalf of a client?

® Chent

Representative
Do you have a 9 digit business number issued by Canada Revenue Agency?

Yes ¥ No

Do you qualify for a business number?
How do ] know £ | need g business number?

Yes ® No

Please provide your business information:
*First Name:
*Last name:
*Business Name!

*Where in Ontano is or will your business
be located?

*Business Type (e.0. restaurant);
*E-mad Address

*Confirm E-mad Address

—
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How to set up a ONe-Key ID, OneSource Account, and MOE Account

12. Once the system validates your business, you’ll be prompted to assign a business
accountable person. This person has the authority to sign and attest to the
completeness and accuracy of your applications.

Once you have entered your business accountable person information, click Next.

g> Ontario

HOME | MEWSROOM | SERVICES | YOUR COVERNMENT ABOUT ONTARIO

ONe-Source For Business heliew] & %0 NEEIE

ServiceOntario

Home Online Services  Tools & Wizards *  Topics * My Account Hatd halo? Cal-1:000: 745 S0

Activity Summary

b AN Activities Please provide your b acc table person information::
* Transactions and Forms [

T A X Title | poctor =
* Messages and

Reminders *First Nama:

’
Ly Taska K “Last name:

Midale Namae:
Applications and Tools

* Ministry of Emviconment Name Suffix(e.g. Juniee, II1):

Tools
e ——t e ——————— *Job Title
¥ Accessibilty Reporting

} Reglatration & "Phone Mumber

Incerporation
Eom— — — Phone Number Extension
» Security and
Investigative Services Fax Number

} Other Government

Accouals Mobile Number

» PSIS Portal Pages *E-mal Address
*“Confirm E-mai Address
ONe-Source Profile
“Preferred Language gnclgh ,}

* Profile Information

¥ Preferences m ‘
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How to set up a ONe-Key ID, OneSource Account, and MOE Account

13. A new page will display prompting you to designate a business contact person. This

person will be contacted regarding your applications.
Once you have entered your business contact person information, click Next.

(Skip ahead to Step 15 in this document)

g> Ontario

HOME | NEWSROOM | SERVICES | YOUR COVERNMENY ABOUT ONTARIO

ONe-Source For Business helioly] & (o) EEEENE

ServiceOntario

Need help? Call 1-883-745-8288

Home  Online Services  Tools & Wizards *  Topics ¥ My Account

Activity Summary

P Al Activities Please provide business contact person information:
» Transactions and Forms —
Title Doctor \vJ
» Messages and
Reminders *First Name!

» Tasks

“Last namei

Middie Name:

Applications and Tools

* Ministry of Env PSR Name Suffix{e.g. Junior, 111)1
Tools

— = - *Job Title

» Accessibiary Reporting

*Phoce Number
» Registration &

Incorporation
Phone Number Extension
} Security and
Investigative Services Fax Number

» Other Governmaent Medile Number

Ascounts
» DSIS Poctal Pages *E-mal Address
*Confirm E-mail Address
ONe-Source Profile

*“Prat —
» profile Information Preferred Language gnglah =

? Preferences '
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How to set up a ONe-Key ID, OneSource Account, and MOE Account

14.1f you selected Representative, you will be prompted to enter your information.

Once you have entered your information, click Next.

ONe-Source For Business heilbls] & dreo)  NESD

: . ServiceOntario
Search ONe-50urce Search

Home Online Services Tools & Wizards *  Topics * My Account Need help? Cal 1-883-745-5388

Ministry of the Environment Information

b AN Actrvities
- . You do mot curently have any acess to view the Ministry of the Environment Account. If you need 10 creste an

» Transactions and Forms sccount. you Wil be taken through a senes of steps to complete your account profile. By cpening an account with
the minigtry, it wil be sasier and faster to interact with the governmant. Please start by answering the question

* Mozzsges and belon.
f‘_’"“_""_ = Are you a client or a representative who will be doing work on behalf of a client?
¥ Tasks Chamt

# Reprezartabive
Applications and Tools

» Minigtry of Enveonmaent  Please provide your information:
Yocls

Tile Doctor (=]
¥ Accenaibilty Repecting

P Registration & *First Name:

Incorporation
Last name:
¥ Securty and
Investigative Sesvices Middie Names
¥ Other Government
Accoums Name Suffix{e.g. Junice, I88):
} P515 Portal Pages *Job Tale

*Businass Name:

*Phone Number
O%e-Source Profile
Phone Nember Extension

¥ Dredile Information

Fax Numbec
¥ Preferences
» Delegates Mobde Number
» Other Profiies “E-mail Address

*Confierm E-mall Address

*Preferred Language faglsh [v]

ﬂ—
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How to set up a ONe-Key ID, OneSource Account, and MOE Account

15.A new page will display prompting you to provide your business address information
and mailing address.

Once you have entered your business address information, click Next.

HOME I NFWSROOMI SfRV!CfSl YOUR GOVFRNMI'NT' ABOUT ONTARIO

ONe-Source For Business JenniferM[z] £ (o) INEEEGE

Search ONe-Source SerVIceOntarlo

Home Online Services  Tools & Wizards ¥ Topics ¥ = My Account oy IS L S

Activity Summary Please provide your business address information:
» All Activities @ Civic Address Surveyed Address
» Transactions and Forms “Postal/Zip Code Mav1PSs

» Messages and Reminders

Find 3 postal code (Canada Post)
» Tasks

“Street Number 135

Applications and Tools “Street Name ST CLAIR AVE W
» Ministry of Environment “Street Type ... (=]
Tools =
» Accessibility Reporting Street Direction ... [~
» Registration & Unit Identifier .. =
Incorporation
» Private Security Services Unit Number 100
» Other Accounts g
Ci own
bl ot ry/T TORONTO
Municipality
ONe-Source Profile
“Province/State ontario -'?]

» Profile Information

» Preferences

Mailing Address
9 Same as Physical Civic Address  Different from Physical Civic Address
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How to set up a ONe-Key ID, OneSource Account, and MOE Account

16. You will be prompted to enter your mother’s maiden name or any other name that is
easy to remember.

Keep a record of the name you enter. You will need this name to retrieve your login
information, should you ever forget it.

If you do have to use this name to retrieve your login information in the future, the
system will not prompt you with a hint or a question, so it’s very important that you
keep a record of it. The system will not let you set up a second account with the same
business information.

Click Next.

iﬁ Ontario

Ontario.ca Francais

HOME | NEWSROOM SERVICES YOUR GOVERNMENT ABOUT ONTARIO

ONe-Source For Business helio[«] £ o (0)

Search ONe-Source

Home  Online Services  Tools & Wizards ¥ Topics ¥ My Account

Activity Summary

b all Activities

} Transactions and Forms

F Messages and
Reminders

} Tasks

Applications and Tools

F Ministry of Environment
Tools

b Accessibility Reporting

} Registration &
Incorporation

ServiceOntario

Need help? Call 1-388-745-8888

User Profile Recovery Question/Answer

*What is your meother's maiden name or
any other name that is easy to
remember?

—

Links to other Ministry of the Environment Approvals and Registration Information
8323e Environmental Approvals: Understanding Ontario’s new system 2011 HIML PDE

8557e Fact Sheet - Environmental Registration: Moving to Environmental Complhance Approvals 2011 HIML PDE

16 of 17



How to set up a ONe-Key ID, OneSource Account, and MOE Account

17. You have created your Ministry of the Environment (MOE) account!

Click Continue.

You will now be able to access the MOE Client Management System.

Through this system, if you are a Client you can assign Delegated Authorities and
Authorized Representatives.

If you are an Authorized Representative, you can gain access to client accounts to

oversee and manage their registrations and applications, depending on the permission
level assigned to you.

Ontario.es | Francais

5: “Ontario

HOME | NEWSROOM | SERVICES | YOUR GOVERNMENT | ABOUT ONTARIO

ONe-Source For Business hello[=] & o (0)

ServiceOntario

> _ | -
Home Online Services | Tools & Wizards ¥  Topics ¥ | My Account <mEs [ Sl SR R anE

Activity Summary

Your Ministry of the Environment account has been successfully created.
b All Activities
¥ Transactions and Forms m

F Messages and
Reminders

b Tasks

Applications and Tools

F Ministry of Environment
Tools

b Accessibility Reporting

F Registration B
Incorporation
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