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Note: Multi-vehicles can only be added to annual park vehicle permits and annual park 
bus permits. Casual (three-day) and daily vehicle and bus permits allow only vehicle on 
each permit. 

1. Login to the vendor portal and click permits. 
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2. To search for an existing customer, enter either the email address, phone number or 
customer id (if available). 
 

Note: To avoid accidently creating duplicate accounts, it is a good practice to 
always first search for an existing customer account even for a new customer. The 
customer email is a unique identifier for each customer and the recommended 
source to perform this search. 
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3. Enter the email address, then, click "Search". 
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4. If the customer has an existing account, they will show up in the search results. 
Confirm the details with the customer, then, click "Select". 
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5. The system automatically checks for any missing information. To update the address 
and phone details, click "update". 
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6. Enter the required information, then, click "Save". 
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7. A message is displayed confirming that the customer profile has been updated 
successfully.  
 
Click "Continue to Confirm Residency". 
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8. Select the appropriate residency type, then, click "Customer has confirmed their 
residency type. Proof may be required if requested by enforcement.". 
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9. Click "Continue to add Items to Cart". 

 

10. Select the “Annual Park Vehicle Permit”. 
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11. Click the "Licence Plate Number (Required)" field. 
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12. Enter the first licence plate, then select the province/state where the vehicle is 
registered. 
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13. Next, enter the second licence plate and the associated province/state. 
 

Note: A customer may request only up to two vehicles on each permit. A new 
permit is required for any additional vehicles. 
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14. Click "Province/State". 

 

15. Click "Add to Cart". 
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16. The shopping cart is displayed with the selected product and vehicle details. 
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17. Before proceeding, confirm all the details, including the vehicle licence plate 
numbers with the customer as this information will not be displayed on the checkout 
screen. 
 
You may now choose to continue shopping for additional licences and permits, or if 
the customer is done shopping, review the order to complete the transaction. For the 
purposes of this example, we will select "Review Order". 
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18. Click "Review Order". 

 

19. Review the order, then, click "Continue". 
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20. Check with the customer if they would like to make a gift to the Fish and Wildlife 
Enhancement Fund. Gifts can be made for any amount with a minimum of $1. All 
gifts for amounts of $10 or more are eligible to receive a charitable tax receipt. 
If the gift amount exceeds $10, and the customer wishes to receive a tax receipt, 
remember to check the box at the bottom of the gift section. 
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21. The total amount of the purchase is displayed, including any gift amounts. Click 
"Continue". 
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22. Select the payment method. For this example, we will select "MasterCard". 
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23. Complete the payment. You may optionally choose to enter the POS Transaction 
Confirmation Number. When the payment is complete, click "Confirm Payment". 
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24. Click "Continue to Print & Complete". 
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25. To print the purchased licences and permits, click "Print". 

 

26. The vehicle permit is displayed. Click "Print". 
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27. The print dialog box opens. Click "Print". 
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28. To print the receipt, click "Receipt". 

 

29. The purchase receipt is displayed. Click "Print". 
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30. The customer receipt will now be printed. 

 

 
 
 
 
 
 
 

If you have any further questions, please email elicensing@gov.mb.ca 

mailto:elicensing@gov.mb.ca

