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1.0  Great Barrier Reef Marine Park Authority 

As a permit holder, or authorised contact, you contribute directly to the protection of the 

Great Barrier Reef Marine Park by ensuring you operate according to your Marine Parks 

permit. 

Permits Online has been developed to provide you with a user-friendly, online platform to 

apply for and manage your existing and future permits. 

The Great Barrier Reef Marine Park Authority (the Reef Authority) and the Department of 

Environment and Science (DES) are the primary regulators for protecting the Great Barrier 

Reef. Our role is to set the standards necessary to provide certainty about where uses may 

occur, the type of activities allowed and the conditions under which activities may proceed. 

This is achieved by using a combination of management tools and approaches, including 

zoning, plans of management, permits, education, compliance and enforcement.  

This online system allows you to apply for and manage Marine Park permits issued jointly by 

the Reef Authority and QPWS. 

 

2.0  About Permits Online 

Permits Online is a feature of the Reef Authorityôs Reef Management System that allows 

Marine Park users to:  

¶ Apply for a permission for Marine Parks use, including submitting documentation for 

consideration. 

¶ Manage existing Marine Parks permits, including updating vessel, aircraft, facility and 

equipment information.  

¶ Manage and update contact details, including allocation of authorised contacts and 

preferred contact method.  

¶ View the status of your Marine Parks permits.  

¶ View requirements for documentation such as moorings certificates and submit these 

to comply with permit conditions.  

2.1 Permits Online Rules 

Permits Online has various rules and validations throughout the system.  Each page 

containing questions within the applications process includes a validation check to ensure 

mandatory information is provided.  If a question is not answered and you try to move to the 

next page of your application, you will receive a Response required or similar validation. 

 
Figure 1 - Screenshot of Yes/No radio buttons with a red circle around the Yes and No buttons and validation wording 

Response required 
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2.2  Further Information 

Further information on Permits Online is located in the About section of the system.  
Other helpful materials include: 

Permission system overview 
Application guidelines 
Assessment guidelines 
Fees and charges 
 
If you need help, please check the Help screen (the answer may be there) or contact the 

Environmental Assessment and Protection team for further information. 

Phone: (07) 4750 0860 during business hours or Email: assessments@gbrmpa.gov.au 

 

2.3  Accessing and Navigating Permits Online 

Permits Online is hosted by the Reef Authority and is available via the internet at 

https://secure.gbrmpa.gov.au/PermitsOnline/  

Permits Online can also be accessed directly through the Reef Authorityôs external website 

secure login facility.  This is available via our home page at www.gbrmpa.gov.au.  

 

2.4  Accessing Permits Online for the first time 

The first page you will see when accessing Permits Online is the Home Page.  Current users 

of the Reef Authorityôs online systems (Bookings Online and/or EMC Online) will 

automatically have access to Permits Online using the same details.  

If you are a new user of Reef Authorityôs online systems, please use the Register feature 

located on the home page as shown below. This will allow you to enter your email address 

and choose a password. You will receive an email link confirming your registration. If you do 

not receive this email, please check your junk / spam filter as it may be there. For 

assistance, you can contact the Reef Authority by emailing assessments@gbrmpa.gov.au.  

Please allow up to one business day for a response. Please do not re -register. " 

 
Figure 2 - Screenshot of Permits Online Log In screen with red circle around Register as a new user 

 
 

https://secure.gbrmpa.gov.au/permitsonline/
http://www.gbrmpa.gov.au/zoning-permits-and-plans/permits
http://elibrary.gbrmpa.gov.au/jspui/handle/11017/3226
http://hdl.handle.net/11017/3229
http://www.gbrmpa.gov.au/zoning-permits-and-plans/permits/applications-for-permissions-fees
mailto:assessments@gbrmpa.gov.au
https://secure.gbrmpa.gov.au/PermitsOnline/
http://www.gbrmpa.gov.au/
mailto:assessments@gbrmpa.gov.au
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2.5  Registering as a new user 

Current users of the Reef Authorityôs online systems (Bookings Online and/or EMC Online) 

will automatically have access to Permits Online.  Your username and password will be the 

same for Permits Online. 

If you are a new Permit Holder/applicant to the Reef Authority, you can register your details 

and receive a link to access the system.  To register your details, select the Register 

hyperlink at the top right-hand corner of the screen.  Alternatively, you can select the 

Register as a new user hyperlink located on the log in screen. 

 
Figure 3 - Screenshot of Permits Online Log In screen with a red circle around Register as a new user option 

 

  



 

Page | 4  
 

Once the link is selected the system will navigate to a Register page where a new user can 

create an account.  On the register as a new user page, the system will ask for details of 

First Name, Last name, Email, Password and Confirm Password.  There is also a security 

feature on the page.  If the letters are not visible, please select Refresh. 

 
Figure 4 - Screenshot of Permits Online Register screen with a red circle around the Captcha letters and Refresh link  

 

Fill in the details to register your account. You will need to complete the mandatory fields 

and the Captcha security feature. PLEASE NOTE: You will receive an email link to 

confirm your account. If you do not receive this email, please check your junk / spam 

filter - it may be there. If not, please contact the Reef Authority for assistance.  

Do not re-register. 

Figure 5 - Screenshot of Permits Online Register screen with a red box around information required, a red circle 
around the Input symbols field and a red circle around the Register button  
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2.6  Using Permits Online for the first time 

If the Reef Authority has issued you with login and password details, it is recommended that 

you change your password the first time you access the system. 

Select the Admin option on the left-hand toolbar and select Change Password. 

 
Figure 6 - Screenshot of Permits Online site with a red circle around Change Password option 

 

For security purposes, there are rules for creating a new password.  Any attempt to enter a 

password that does not fit the below guidelines will be rejected and will result in an error 

message.  

 
Figure 7 - Screenshot showing the Change Password screen 



 

Page | 6  
 

2.7  Selecting a Permittee 

To select a Permit Holder, choose Select Permittee in the Admin tab on the navigation 

section.  Note that you can only select a different Permit Holder if you are an approved 

authorised contact. Contacts may be authorised by the Permit Holder, or, if the Permit 

Holder is an organisation, a Director of that organisation.   

 
Figure 8 - Screenshot of Permits Online with a red circle around Select Permittee 

 

You will progress to the Select Permittee page to choose which Permit Holder you would like 

to make the application for.  The Select Permittee screen also appears as the first screen 

once you log in. You can also switch between permittees by selecting the permittee drop list 

within the banner on any screen. 

 
Figure 9 - Screenshot of Permits Online showing the Select Permittee drop list and a red circle around the Permittee 

drop list in the banner 

 

 

 



 

Page | 7  
 

2.8  Managing Authorised contacts 

To manage authorised contacts associated with your permits, choose Authorised Contacts in 

the Admin tab on the navigation section.   

 
Figure 10 - Screenshot of Permits Online with a red circle around Authorised Contacts option 

 

 

You will then progress to the Manage Authorise Contacts screen.  As a Permit Holder, you 

can add details of individuals you authorise to liaise with the Reef Authority on your behalf 

and select particular permits they can administrate. 

 
Figure 11 - Screenshot of Manage Authorised Contacts screen 
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2.9  Changing contact details  

Applicants are required to maintain accurate contact details in the system so the Reef 

Authority can communicate important permit information. Use this screen to ensure your 

details remain accurate. Mandatory fields are marked with an (*) and are required to be 

completed.  A validation message will appear if any mandatory fields are not completed.  

Select Save to update the details. 

 
Figure 12 - Screenshot of Update Contact Details screen 

2.10  Permittee list  

The Permittee section in Permits Online is a summary of the Applicants/Permit Holders you 

are authorised to act for regarding their Marine Parks permits.  The data shown will indicate 

how many applications are currently in process and how many current permits have been 

approved.  Once an application has been approved by the Managing Agencies, it will move 

from the Number of Applications columns to the Number of Permits column.

 

Figure 13 - Screenshot of Permittee / Applicants screen 
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2.11  Reset passwords 

If you have already registered or have a username with the Reef Authority and have 

forgotten your password, select the Reset my password hyperlink on the Log In screen.  You 

will progress to a reset password section where you can request an email link to reset your 

password. 

 
Figure 14 - Screenshot of Permits Online Log In screen with a red circle around Reset my password option 

 

3.0  Glossary 

Mandatory questions are indicated by a red asterisk *.  This section describes the primary 

fields and icons used in Permits Online. 

 The ó?ô icon provides a pop-up information box.  Click on the ó?ô for the information to 
appear.  Information boxes are used throughout Permits Online to provide useful information 
regarding terms, requirements or other guidance. 

Figure 15 - Image of blue question mark symbol, white text on a blue background 

 

 The Log off icon is located at the top right hand corner of Permits Online.  To log 
out of the system, select the Log off icon 

Figure 16 ï Image of Log off hyperlink, white text on a blue background 

 

 The assessments@gbrmpa.gov.au hyperlink is located on 
the About screen.  If you need to contact the Reef Authority, you can select the 
assessments@gbrmpa.gov.au icon/hyperlink and a blank email with the assessments 
address will appear. 

Figure 17 ï Image of assessments@gbrmpa.gov.au hyperlink, blue text on a white background 

 

 The Email hyperlink is located on the application screen.  When you select the Email 
link, a page with an area to fill information will appear.  When you click Save an email will be 
sent to assessments@gbrmpa.gov.au with your application number as a reference. 

Figure 18 ï Image of Email hyperlink, blue text on a white background 

mailto:assessments@gbrmpa.gov.au
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 The withdraw hyperlink is located on the Applications screen.  When the 
Withdraw hyperlink is selected, you will be able to withdraw the selected application. 

Figure 19 ï Image of withdraw hyperlink, blue text on a white background 

 Once an application has been submitted, the Summary hyperlink will appear 
next to the submitted application.  Selecting the Summary hyperlink will open a pdf of the 
selected application. 

Figure 20 ï Image Summary hyperlink, blue text on a white background 

 

 The Open hyperlink is located on the Applications screen.  When you select the 
Open hyperlink, you will progress to an Application Summary page from which you can edit 
your application. 

Figure 21 ï Image of Open hyperlink, blue text on a white background 

 

 When the print icon is selected, you will be provided options to print your 
application. 

Figure 22 - Image of Print hyperlink and printer symbol, blue text on a white background 

 

 The Email hyperlink with an envelope icon is to Email a copy of the 
application to the applicant 

Figure 23 - Image of Email hyperlink and envelope symbol, blue text on a white background 

 

 The Edit hyperlink is located in the Application Summary screen.  When selected, 
you are provided the opportunity to edit details of your application. 

Figure 24 - Image of Edit hyperlink, blue text on a white background 

 

 The Remove hyperlink is located on the application summary screen.  When 
selected this will remove the selected permission from the application, meaning you will no 
longer have permission to undertake that activity in the Marine Parks. 

Figure 25 - Image of Remove hyperlink, blue text on a white background 

 

 The Apply for another permission button is located in the 
Application Summary screen.  When selected, further permissions can be added to the 
application.  

Figure 26 - Image of Apply for another permission button, black text on a white background 
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 The Change hyperlink is located in the Application Summary screen.  When 
selected the applicant will be able to change the primary contact for the application. 

Figure 27 - Image of Change hyperlink, blue text on a white background 

 

 The Save & Exit button is located in the Application summary screen.  When 
selected, your information is saved and you are returned to the Applications main page. 

Figure 28 ï Image of Save and Exit button, black text on a white background 

 

 The Submit button is located in the application summary screen and on all 
Notification Approval screens.  When selected you will progress to the Declaration pages of 
the application.  Once the declarations are completed, the application can be submitted. 

Figure 29 - Image of Submit button, black text on a white background 

 

 The Link to PDF hyperlink is located on the Current Permits page and the 
Historical Permits page.  This opens a pdf version of the current permit document.  

Figure 30 - Image of Link to PDF hyperlink, blue text on a white background 

 

 The Email hyperlink is located on the Current Permits screen.  When you select the 
Email link, a page with an area to fill information will appear.  When you select Save an 
email will be sent to assessments@gbrmpa.gov.au with your Permit number as a reference. 

Figure 31 - Image of Email hyperlink, blue text on a white background 

 

 The Summary hyperlink is located on the Current Permits and Historical Permits 
pages.  When selected you will progress to a summary screen with information about the 
selected current or historical permit.  This summary hyperlink is different to the summary 
hyperlink located on the Applications screen. 

Figure 32 - Image of Summary hyperlink, blue text on a white background 

 

The Back hyperlink appears on a number of screens and is presented in blue text.  
When selected you are taken back to the previous page.  This hyperlink appears in Current 
Permits and all email screens. The Back hyperlink is different to the Back Button.  
Explanation of the Back button is provided on the following page. 

Figure 33 - Image of Back hyperlink, blue text on a white background 

 



 

Page | 12  
 

 The Reef Authority Permits Online User Manual 
hyperlink is located on the help page.  This opens Permits Online User Manual, and provides 
an option to download or save the document. 

Figure 34 - Image of the Reef Authority Permits Online User Manual hyperlink, blue text on a white background 

 

 The website hyperlink is located in a number of locations, the Help screen and the 
Home screen.  This will open the referenced website in a new window. 

Figure 35 - Image of website hyperlink, blue text on a white background 

 

 The when a permission is required hyperlink is located on the 
Help page.  When selected you will be directed to the Reef Authority website with 
information about permits and permit applications. 

Figure 36 - Image of when a permission is required hyperlink, blue text on a white background 

 

 The apply for permissions hyperlink is located on the Help screen.  
When selected you will progress to the Reef Authority website with information about permits 
and permit applications. 

Figure 37 - Image of apply for permissions hyperlink, blue text on a white background 

 

 The Change Permittee I am acting as button is located in 
the Apply screen.  When selected you will progress to the Select Permittee screen where 
you can change to a different Permittee if required. 

Figure 38 - Image of Change Permit Holder I am acting as button, black text on a white background 

 

 The Next button is located on most screens.  When Next is selected, the 
information entered on the current page is saved and you are progressed to the next page. 

Figure 39 - Image of Next button, black text on a white background 

 

 The Back button will appear on all application screens (except page 1 screens). 
When selected the Back button will save the information on the current application screen 
and take you back to the previous page. 

Figure 40 - Image of Back button, black text on a white background 
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 Radio Buttons are located throughout the Permits Online System.  These buttons are 
generally assigned to yes / no or multiple-choice questions. 

Figure 41 - Image of radio button 

 

 The Save button will appear on a number of screens in Permits Online.  Once 
selected the information you have entered on the screen will be saved. 

Figure 42 - Image of Save button, black text on a white background 

 

  
Various hyperlinks are located throughout the Permits Online system.  The hyperlink will 
display details of the page you will progress to (the first example above will take you to the 
Reef Authorityôs high standard tourism page, the second example will take you to the EPBC 
page for the Department of Environment). 
Figure 43 - Image of the Reef Authorityôs high standard tourism hyperlink and image of EPBC hyperlink, blue text on a 

white background 

 

 The Upload file button is located on screens where further information 
needs to be upload/added to the application.  You can save multiple files, however they must 
be uploaded one file at a time. 

Figure 44 - Image of Upload File button, black text on a white background 

 

 The óXô is located next to a file once it is loaded.  The ôXô is an option to remove/delete 
the file. 

Figure 45 - Image of óxô close button, black text on a white background 

 

 Picklists are used throughout Permits Online to provide selectable 
responses. Select the option you require, then click Next to move to the next section. 

Figure 46 - Image of application questions Picklist, black text on a white background 

 

 The picklist at the top of each application 
page can be used to navigate between pages (if required). 

Figure 47 - Image of Page number picklist, black text on a white background 
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The Add New Aircraft button is located in applications where an aircraft 
may be applied for to be used in the Marine Parks. 

Figure 48 - Image of Add New Aircraft button, black text on a white background 

 

 The Add New Vessel button is located in application types to use a 
vessel in the Marine Parks. 

Figure 49 - Image of Add New Vessel button, black text on a white background 

 

 The Add New button is located throughout various application types.  When 
selected you will be able to add additional selections relevant to the section you are 
completing. E.g. Ancillary vessels/equipment, locations, taxon, permission, activities etc. 

Figure 50 - Image of Add New button, black text on a white background 

 

 If an application is in the process of being submitted and details are 
still required, you can use the Return to Application hyperlink to edit the application. 

Figure 51 - Image of Return to application hyperlink, blue text on a white background 

 

The Remove button is located in a few places in Permits Online.  When selected 
the item will be removed from the page you are on.  The Remove button is located in the 
activities and permissions and other screens in the system. 

Figure 52 - Image of Remove button, black text on a white background 

 

Yes and No radio buttons are in all application types.  A question that 
requires a yes or no answer will have the button displayed for the applicant to choose an 
answer. These questions are often mandatory in nature. 

Figure 53 - Image of Yes No radio buttons, black text on a white background with a blue dot in the Yes field 
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4.0  System Menus 

The Menu is located on the left hand side of the screen.  Some menu items contain sub 

menus.  Links to other Reef Authority systems, Bookings Online and EMC Online are 

provided in the menu. 

 

 
Figure 54 - Screenshot of Permits Online system Menu 

 

4.1  System sub menus 

The Admin sub menu contains; Change Contact Details, Select Permittee, Authorised 

Contacts, Change Password, Permittees. 

  

 
Figure 55 - Screenshot of Permits Online Admin Sub Menu 
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The Apply sub menu contains New Permit, Continue a current permit, Surrender a current 

permit and Transfer a current permit.  

 
Figure 56 - Screenshot of Permits Online Apply Sub Menu 

 

The Permits sub menu contains: Current Permits, Historical Permits and Check Reasonable 

Use and Lodge Requirements. 

 
Figure 57 - Screenshot of Permits Online Permits Sub Menu 

 

The Notification Approvals sub menu contains; Vessel/Ship, Aircraft, Mooring and Other 

Notification approval processes, and a Print option. 

 
Figure 58 - Screenshot of Permits Online Notification Approval Sub Menu 
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5.0  Applications Menu 

Once an application has been started or completed the application will appear in the 

Applications screen.  In the Applications screen you have a number of fields and hyperlink 

options.   

 
Figure 59 - Screenshot of Applications screen with red circle around Title.  Red circles around Open, Email, and 

Withdraw hyperlink options 

 

5.1  Open (Hyperlink on Applications screen) 

When the Open hyperlink is selected you will progress to an Application Summary page with 

further options to Submit (via Next button), Edit, Remove, Change Primary Contact, and 

Apply for another permission. 

 
Figure 60 - Screenshot of Application Summary screen with red circles around all selectable options  



 

Page | 18  
 

5.2 Email (Hyperlink on Applications screen) 

When the Email hyperlink is selected you can add the information of your enquiry, upload 

any required documents submit them to the Reef Authority with your application number as 

the reference.  If you select Cancel/Back you will return to the Applications screen. 

 
Figure 61 - Screenshot of Applications Email screen with red circle around the screenôs title.  Red circle around 

Cancel/Back button and red circle around Send button 

 

5.3  Withdraw (Hyperlink on Applications screen) 

When the Withdraw hyperlink is selected you will progress to the Withdraw screen.  

Selecting the Withdraw button in this screen will withdraw the application.  If you select 

no/return you will return to the Application screen. 

 
Figure 62 - Screenshot of Applications Withdraw screen with red circle around the screenôs title.  Red circle around No 

/ Return button and red circle around Withdraw button 

 

5.4  Summary (Hyperlink on Applications screen) 

Once an application is submitted to the Reef Authority a Summary hyperlink will appear.  

When selected the summary will open a PDF copy of your application. 
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Figure 63 - Screenshot of Applications screen with red circle around Summary hyperlink option 

 

5.5  Other Options (Continue, Transfer, Surrender) 

Other hyperlink options will appear if you have applied for a Continuation, Transfer or 

Surrender.  Selecting these hyperlinks will take you back into the application for editing and 

submission. 

 
Figure 64 - Screenshot of Applications screen with red circle around Continue, Surrender and Transfer hyperlink 

options 

 

6.0  Permits Menu 

Within the Permits Online system there is a section to view current permits.  Select the 

Permits icon to view the Permits sub menu, then select Current Permits to view your current 

permits 
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Figure 65 - Screenshot of Current Permits sub menu with a red circle around Permits icon and a red circle around the 

Current Permits icon 

 

Once selected you will progress to the Current Permits screen.  You are able to view a pdf 

copy of your permit, email the Reef Authority or view a summary of the permit.  Selecting the 

associated hyperlink will enable the selected action.   

 
Figure 66 - Screenshot of Current Permits screen with a red circle around hyperlink options - Link to Permit, Email and 

Summary 

 

7.0  Historical Permits 

Within the Permits Online system there is a section to view historical permits.  You are able 

to view a pdf copy of your permit, email the Reef Authority or access a summary of the 

permit.  Selecting the associated hyperlink will enable the selected action.     
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Figure 67 - Screenshot of Historical Permits screen..  Red circle around hyperlink options - Link to PDF and Summary 

 

 

8.0  Reasonable Use 

For Permit Holders with Special Tourism Permissions  a reasonable use check facility is 

available in Permits Online.   

It will indicate how many days have been used, days required, days left over and whether 

reasonable use is met at that point in time.  This area is date driven meaning if you log in on 

5/9/21 it will give you a total up to and including the 5/9/21.  Relevant EMC information is 

required to be entered in EMC Online this will then match the data you view in Permits 

Online.  

 
Figure 68 - Screenshot of Check Reasonable Use screen with a red circle around Yes under Reasonable Use Met field 

and a red box around Total of all days required over permit term column 

 

 

9.0  Making an Application 

 

9.1 New applications 

To apply for a new permit, select the New Permit option in the Apply sub menu. When 

viewing the Apply ï Who is applying for this permit page, you have the option to change the 

Permit Holder you are acting on behalf of, if required.  

http://www.gbrmpa.gov.au/our-work/Managing-multiple-uses/tourism-on-the-great-barrier-reef/managing-tourism-permissions/special-tourism-permissions
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Figure 69 - Screenshot of Permits Online Apply screen with red circles around Apply, Change Permittee I am acting as 

button and Next button 

 

9.2  Adding primary contact  

Once you select Next on the first apply screen you will progress to the second apply screen 

where you can confirm or choose the primary contact for the application.  The first option is 

Contact me; this will generally be the contact person that is logged into Permits Online.  If 

this contact will be the primary contact, select this option then select Next.  

 
Figure 70 - Screenshot of Permits Online Apply screen with a red circle around the contact me, who is the primary 

contact for this application and the next button 

If the current user is not going to be the primary contact, select option 2 Add a new contact 

person for this application.  Once this option is selected, you are prompted to search for 

existing contacts by entering their name and email address. 



 

Page | 23  
 

 
Figure 71 - Screenshot of Apply screen with a red circle around Add new contact for this application 

 

NOTE: The contact search area is located in all New Permits, Continuation and 

Transfer applications 

 

Add details of Given Name, Surname and Preferred Email address, then select Search. 

 
Figure 72 - Screenshot of Apply screen with red circles around given name, surname, preferred email and the search 

button 
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Once Search is selected, the system will return contact options for selection if the contact 

exists in the Reef Authorityôs system.   Press the Select button that appears next to the 

contact and you will then progress to the next screen. 

 
Figure 73 - Screenshot of Apply screen with a red box around contact details and a red circle around the Select button 

 

If a contact does not exist in the system, you will be required to add their details.   Any data 

that was entered in the search fields will be pre-populated.  Ensure you fill in all fields 

marked with (*) which are the mandatory fields and then select Save. 

 
Figure 74 - Screenshot of Permits Online Apply screen with green circles around pre-populated data given name, 

surname preferred email, red circles around mandatory fields title, phone, street address, suburb, postcode and a red 
circle around the Save buttons 
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Once Save is selected, a message will appear on screen stating new contact saved.  Press 

ok for this message, then select Next to progress. 

 
Figure 75 - Screenshot of Apply screen with a red circle around ok in message window, red circle around the next 

button  

 

Once next is selected you will progress to the What are you seeking to do in the Marine 

Parks page of the apply screens.  This is where you can choose the type of application / 

permission you wish to apply for. 

 
Figure 76 - Screenshot of Permits Online Apply screen with a red circle around the title What are you seeking to do in 

the Marine Parks? 
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9.3 Applying for a jointly held Permit 

If you are applying for a jointly held permit select the Apply hyperlink then select New Permit.   

 
Figure 77 - Screenshot of Permits Online Home page with a red circle around Apply Icon, red circle around New permit 

option 

 

When on the Apply ï Who is applying for this Permit screen select the third option ï Multiple 

Individual / Companies to jointly hold a permit which does not have a current/previous Permit 

or Application with the Reef Authority (New User) option. 
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Figure 78 - Screenshot of - Who is applying for this Permit page.  Red circle around selection - Multiple / Individual / 
Companies to jointly hold a permit which does not have a current/previous Permit or Application with the Reef 

Authority (New User) 

You will be asked if the Permit Holder that is logged in is to be added to the joint application.  

(Example on screen is TEST COMPANY).  Select Yes if you would like to use the existing 

selected Permit Holder. 

 
Figure 79 - Screenshot of Who is applying for this Permit page with Multiple Individual / Companies selected.  Red 

Circle around question - Do you wish to add selected Permit Holder TEST COMPANY PTY LTD to Joint group with Yes 
and No options circled in red 

 

If no is selected an Add Applicants button will be presented and no contacts will appear as 

being selected (at this stage).  Select the Add Applicants button to add the other applicants.  
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Figure 80 - Screenshot of Who is Applying for this Permit page with Add Applicant button circled in red.  Red circle 

around - No contact name selected under the Contact name field 

If Yes was selected, the chosen contact (Example used -TEST COMPANY) will appear in 

the applicant list.  You will also have an Add Applicants button appear and a Remove button.  

If you wish to remove the contact, select Remove.  To add other contact to the jointly held 

permit application select the Add Applicants button. 
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Figure 81 - Screenshot of - Who is Applying for this Permit page with Add Applicant button circled in red.  Red circle 
around - Contact name selected under the Contact name field.  Red circle around Remove button 

 

When adding an applicant, you are presented with two options: Individual and an 

Organisation / Company / Government Agency.  Select which option is required.  If it is an 

individual, select Individual.  You will be presented with an area to search for the contact.  If 

the contact is known to the Reef Authority, add the details of the contact and click search. 

 
Figure 82 - Screenshot of Add Applicant fields.  Individual selected and circled in red. Red circle around Search 

contact fields 

 

If the contact details match the Reef Authorityôs system details, matches will appear for you 

to select.  

 
Figure 83 - Screenshot of Add Applicant fields.  Individual selected and information completed 

 

If the information entered is not exact or is a new contact to the Reef Authority, a Contact 

Details area will appear on screen to add the details of the contact (either individual or 

company details).  Enter requested details and select Save. 
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Figure 84 - Screenshot of Add Applicant field with Contact Details area displayed  

If the contact is known to the Reef Authority, their details will be provided and the entity 

selected.  Once selected the contact will appear in your applicant list.  If all contacts have 

been added then select Next to continue. 
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Figure 85 - Screenshot of - Who is Applying for this Permit page with Add Applicant section displayed and red circle 
around Remove and Next buttons 

Once all contacts have been added to the applicant list, select Next and you will progress 

through the Apply question pages where you can choose the type of permission you wish to 

apply for.  Please note: Once you have drafted the application, it will be saved to the 

account of the joint Permit Holder entity you created. Please use the Admin ï Change 

Permittee function to select the joint entity. You can then access the application from the 

Applications menu.  

 
Figure 86 - Screenshot of Select Permit Holders / Applicants screen with examples of Company and Joint Permittee 

contact circled 

 

The above example shows that TEST COMPANY PTY LTD created a joint application with KERRYS 

TEST COMPANY PTY LTD ï When the application was submitted the user was logged in as User A 

with TEST COMPANY PTY LTD selected as the Permit Holder.  To view the joint Permit Holder 

application please select TEST COMPANY PTY LTD AND KERRYS TEST COMPANY PTY LTD from 

the Permittee list. 

9.4  Making Declarations / Submitting your application 

Your application cannot be submitted until you complete certain legally binding declarations 

verifying the information you have provided. To complete the declarations section of this 

application, you must either be the applicant, or if applying on behalf of an organisation / 

company / government agency, you must be a Director of that organisation / company / 

government agency. Authorised contacts cannot complete the declarations section, as it 

contains legally binding commitments that take the place of a physical signature. 

Please read all questions carefully, provide a response to each, and select Next.   
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Figure 87 - Screenshot of Declarations screen for Routine Tourism and Charter permit application 

 

On the final page of declarations there is a submit button.  Once the submit button is 

selected the application will be submitted to the Reef Authority and is no longer available to 

be edited. The status of the application on the Applications screen will then display 

óSubmitted to GBRMPAô. The applicationôs Primary Contact will receive an emailed 

acknowledgement notice from a delegated Assessment Officer within 10 business days. 

 
Figure 88 - Screenshot of Declaration page with a red circle around Submit button 

Once you submit your application, a reference/application number is allocated. 
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Figure 89 - Screenshot of Permits Online Thank you for your application page with a red circle around 

reference number 

 

10.0  Tourism or Charter Activities 

10.1 Routine Tourism and Charter  

Apply ï new permit applicationï activities allowed by a routine tourism and charter permit 

For information on applying for jointly held permits (e.g. multiple entities responsible for the 
permitted activity) please see section 9.3 Applying for a jointly held Permit of this document 

To apply for a Routine Tourism and Charter Permit, select this option on the Apply ï What 

are you seeking to do in the Marine Parks page.  

 
Figure 90 - Screenshot of Apply - What are you seeking to do in the Marine Parks screen with a red circle around 

Activities allowed by a Routine Tourism and Charter Permit and Next button 
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You will then progress to the Application Questions area of Permits Online.  Each page that 

has questions requires a response.  If you try to navigate to the next page without entering 

information, you will receive a validation notice stating óResponse requiredô.  

 
Figure 91 - Screenshot of High Standard Tourism page with a red circle around validation Response required and red 

circle around Next button 

Page 1 of the Routine Tourism and Charter Permit application is the Application Details 

page.  Fill in information about the number of vessels and/or aircraft you wish to use and the 

total amount of passengers.  

Please note that this is the total number of passengers you propose to cater for, across all 

vessels and/or activities. This number determines the appropriate Permit Application 

Assessment Fee. Current fees are published on the Reef Authorityôs website. Select óNextô 

to continue. 

 
Figure 92 - Screenshot of Application Details screen with red circles around the required fields 

http://hdl.handle.net/11017/3249
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Page 2 of the Routine Tourism and Charter Permit application refers to State Marine Park 

Rivers and Streams. If you have a vessel of less than 8 meters in length, carrying less than 8 

passengers, select óYesô. 

 
Figure 93 - Screenshot of State Marine Park Rivers and Streams page with a red circle around the Yes and No radio 

buttons 

 

 

If óYesô is selected a further two (2) questions will appear.  If you wish to operate in rivers and 

streams between Mission Beach and the Starcke River or between Slade Point and Midge 

Point select óYesô.  If you wish to operate guided interpretive tours in the Hinchinbrook 

Channel select Yes.  Select Next to progress to the next page. 

 
Figure 94 - Screenshot of State Marine Park Rivers and Streams page with a red circle around the óYesô and óNoô radio 

buttons and a red circle around the óNextô button. 

 

Page 3 of the Routine Tourism and Charter Permit application is the Vehicles page.  On this 

page, you have options to óAdd New Aircraftô and óAdd New Vesselô.  To add an aircraft 

select the Add New Aircraft button. 
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Figure 95 - Screenshot of Vehicles screen with red circles around óAdd New Aircraftô and óAdd New Vesselô 

 

 

The óAdd New Aircraftô pop up window will appear. Select the aircraft type from the list. 

 
Figure 96 - Screenshot of óAdd New Aircraftô pop up window 

 

Add details of the aircraft and select óSaveô 
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Figure 97 - Screenshot of óAdd Aircraftô pop up window with aircraft information added and a red circle around óSaveô 

button 

 

The details will save on the page, with a óRemoveô button and an óEditô button.  If you need to 

edit or remove the aircraft, select the button needed and add the changes or remove the 

aircraft. 

 
Figure 98 - Screenshot of Vehicles screen with aircraft information displaying and a red circle around the óRemoveô 

and óEditô buttons 
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To add a vessel select the óAdd New Vesselô button.  

 
Figure 99 - Screenshot of Vehicles screen with a red circle around óAdd New Vesselô button 

 

An óAdd New Vesselô pop up window will appear.  Add the details of your vessel in the fields 

provided, then select óSaveô.  

Please note: Routine Tourism and Charter permits only provide for vessels 35m or less in 

length. The system will not allow you to enter vessels that exceed this length 

 
Figure 100 - Screenshot of Add New Vessel pop up window with information entered and a red circle around óSaveô 
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Your entered details will be displayed on the screen.  Select óNextô to continue. 

 
Figure 101 - Screenshot of Vehicles screen displaying Vessel details and a red circle around óNextô button 

 

Page 3 of the Routine Tourism and Charter Permit application is the Ancillary Vessels and 

Equipment page.  To add details of any ancillary vessels or equipment select the óAdd Newô 

button.  

 
Figure 102 - Screenshot of Ancillary Vessels and Equipment page with a red circle around óAdd Newô button 
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An óAdd New Ancillary Vessels/Equipmentô window will appear.   

 
Figure 103 - Screenshot of óAdd Ancillary Vessels / Equipmentô pop up window 

 

Select an ancillary vessel or equipment from the Device list. 

 
Figure 104 - Screenshot of Add Ancillary Vessels / Equipment pop up window showing the Device Type list 
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Add details of the ancillary vessels or equipment, then select óSaveô. Please note: Maximum 

passenger capacity here refers to the number of passengers that can use the equipment at 

any one time (e.g. a two-person canoe or Jet Ski). Quantity refers to the number of this type 

of equipment you propose to use under your permit. 

 
Figure 105 - Screenshot of óAdd Ancillary Vessels / Equipmentô with information completed and a red circle around the 

óSaveô button 

The details of ancillary vessels or equipment will appear on the screen.  Once you have 

added your ancillary vessels and/or equipment select óNextô. 

 
Figure 106 - Screenshot of Ancillary Vessels and Equipment page displaying information with a  red circle around the 

óRemoveô, óEditô and óNextô buttons 
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Page 5 of the Routine Tourism and Charter Permit application refers to High Standard 

Tourism operators.  If you have obtained a High Standard Tourism certification with an 

approved certification scheme, select óYesô then upload a copy of your certificate using the 

óUpload Fileô button. 

 
Figure 107 - Screenshot of High Standard Tourism page with a red circle around óYesô and óUpload Fileô 

 

The óFile Uploadô screen will appear.  Select óBrowseô. 

 
Figure 108 - Screenshot of Upload File pop up window 
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Once you load a copy of your certificate, you will see the filename with a óRemoveô button 

next to it.  If you wish to remove the file, select the óRemoveô button.  Select óNextô to go to 

the next page. 

 
Figure 109 - Screenshot of High Standard Tourism page with a red circle around the uploaded file and óNextô button 

 

Completing a set of declarations is mandatory prior to submitting your application.  To 

complete the declarations section of this application, you must either be the applicant, or if 

applying on behalf of an organisation / company / government agency, you must be a 

Director of that organisation / company / government agency. Authorised contacts cannot 

complete the declaration section, as it contains legally binding commitments in place of a 

physical signature. 

Please read all questions carefully, provide a response to each, and select óNextô.   

 
Figure 110 - Screenshot of Declarations screen for Routine Tourism and Charter permit application 
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On the final page of declarations there is a submit button.  Once the submit button is 

selected the application will be submitted to the Reef Authority and is no longer available to 

be edited. The status of the application on the Applications screen will then display 

óSubmitted to GBRMPAô. The applicationôs Primary Contact will receive an emailed 

acknowledgement notice from a delegated Assessment Officer within 10 business days. 

 
Figure 111 - Screenshot of Declaration page with a red circle around Submit button 

 

 

Once you submit your application, you are reminded of your application number and 

provided further information on the assessment process.  

 
Figure 112 - Screenshot of Permits Online Thank you for your application page with a red circle around reference 

number 
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Your application will appear in the Applications screen with the reference/application number 

also displayed.  You have further options to view a summary of your application, email the 

Reef Authority or withdraw the application. 

 
Figure 113 - Screenshot of Applications screen with a red circle around Application number, óSummaryô, óEmailô and 

óWithdrawô options 

 

10.1.1  Other Tourism Application Types sub menu 

The óOther Tourismô types sub menu has options for Aircraft, Bareboat, Hire, Craftless, 

Cruise Ship, Guided Tours (Motorised), Guided Tours (Non-Motorised) and Vessel.  Select 

which permission you wish to apply for then select óNextô 

 
Figure 114 - Screenshot of Other Tourism application types sub menu 
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10.2  Tourism - Aircraft  

Apply ï new permit application ï other tourism activities ï aircraft  

To apply for Other Tourism and Charter Activities, select this option on the Apply ï What are 

you seeking to do in the Marine Parks page.  

 
Figure 115 - Screenshot of Apply - What are you seeking to do in the Marine Parks page with Other Tourism and 

Charter Activities selected and a red circle around the óNextô button 

 

You will progress to the application types sub menu, where you can choose which type of 

Tourism or charter activity you wish to apply for (example below is Aircraft).  Select óNextô to 

progress to the application questions. 

 
Figure 116 - Screenshot of óApply - What are you seeking to do in the Marine Parksô page with Aircraft selected and a 

red circle around óNextô button 



 

Page | 47  
 

Page 1 of the Aircraft application is the Environment Protection and Biodiversity 

Conservation Act page. This provides advice on matters of national environmental 

significance that must be considered when assessing an application. This screen is for your 

information only at this stage. Your assessing officer will contact you if it is determined to be 

relevant to your application.  

 
Figure 117 - Screenshot of Environmental Protection Biodiversity Conservation page with red circle around óNextô 

button  

 

Links on the Environment Protection and Biodiversity Conservation page 

www.environment.gov.au/epbc will take you to the Department of Climate Change, Energy, 

the Environment and Water site.  Here you can find information about the Environment 

Protection and Biodiversity Conservation Act 1999 and your obligations under the Act. 

 

 

 

 

 

 

 

http://www.environment.gov.au/epbc
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Page 2 of the Aircraft application is the Permissions and Activities page.  Default 

permissions and activities for this type of application are listed. 

If there are activities you do not wish to include on your permit, you can remove them by 

selecting the óRemoveô button next to the activity. Please note that if you remove an activity, 

you are no longer permitted to undertake that activity in the Marine Parks. Please consider 

potential future usage of your permit when removing or adding activities. 

For some permissions, additional activities can be added using the óAdd newô option. To 

apply for an entirely different permission (e.g. to install a mooring or operate a vessel 

program), please complete this application, then use the óAdd newô permission option on the 

summary screen.  

Select óNextô to continue.  

 
Figure 118 - Screenshot of Activities page for Aircraft (Landing) application with red circle around the ónextô button 
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Page 3 of the Aircraft application is the Total Passenger Capacity / Participants page.  

Please select the number of participants you wish to cater for across all activities in the 

Marine Parks in this section, considering any future business growth potential. Your answer 

to this question will determine the appropriate Permit Application Assessment Fee for the 

application. Select óNextô to continue.  

 
Figure 119 - Screenshot of the Total Passenger Capacity / Participants page with a red circle around the Select One 

drop list and a red circle around the ónextô button  

 

Page 4 of the Aircraft application allows you to select the management areas in which you 

wish to operate. Please consider potential future use when making this decision. All 

management areas are selected as default for Aircraft applications.  If you do not wish to 

access a certain management area, deselect it by clicking the tick box. 

 
Figure 120 - Screenshot of One Vicinity check page with a red circle around the management area and Yes No option 
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If you wish to operate a vessel or aircraft at a location for more than 14 consecutive days; or 

for more than 30 days in any period of 60 days select Yes and provide details of your 

proposed use (e.g. leaving a glass bottomed boat at a particular location for a set 

timeframe).  Select óNextô to continue.  

 
Figure 121 - Screenshot of Management Areas page with Yes selected and a red circle around the óNextô button 

 

Page 5 of the Aircraft application allows you to apply to access areas of the Marine Park 

more frequently than 2 days in every 7-day period. This option is only available outside the 

Plans of Management. If you wish to apply to visit a location more frequently than 2 days in 

every 7-day period, select óAdd Newô. 

 
Figure 122 - Screenshot of Locations and Frequency screen with red circle around óAdd newô button 

http://www.gbrmpa.gov.au/access-and-use/access-and-use-by-location
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If the óAdd newô button is selected the óLocationô pop up window will appear. 

 
Figure 123 - Screenshot of Location pop up window 

 

Type in the name of the location you wish to visit in the location field.  As you type, the list 

will produce relevant matches.  Select your desired location then select óSaveô. 

 
Figure 124 - Screenshot of óLocationô pop up window with locations to select 

 

Add the frequency at which you wish to visit the location and select óSaveô. 

 
Figure 125 - Screenshot of question - How frequently do you wish to visit this location? with information completed. 

 


















































































































































































































































































































































































































































































































































































































































































































































































































