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Steps to Obtaining an EASR  

Using the Online Process 
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There are three key steps to register an 
Environmental Activity and Sector Registry (EASR): 

1. Create a Service Ontario ONe-Key Account 

2. Create and use a Ministry of the Environment and 
Climate Change Client Account (CAMS) 

3. Register an EASR (5 Parts) 

 

You can complete steps 1 and 2 before the EASR 
comes into effect! 
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Resources  

What you will need or find handy: 

 

•The link to the Province’s ONe-Key account 

https://www.one-key.gov.on.ca/iaalogin/IAALogin.jsp 

 

•Use Chrome or Firefox as your browser 

 

•A Canada Revenue Agency (CRA) document that states your CRA 

Business Number and references your business information (from CRA’s 

perspective) 

 

•CRA contact info 1-800-959-5525 or www.cra‐arc.gc.ca 

 

•Ministry general inquiry line 416-314-8001 or toll-free 1-800-461-6290  

 

•Conservation Authority link http://www.conservation-ontario.on.ca/about-

us/conservation-authorities/ca-contact-list 
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Please Be Patient! 

• Don’t go click wild! In Google Chrome,  a ‘wheel’ in the corner will usually spin 

to show that the application is working 

 

 

 

• Some boxes, such as Municipality, will pre-populate if you type in a few 

applicable letters and wait 5-10 seconds 

 

• System times out due to inactivity after 15 minutes…just log back in and most 

information should be saved 

 

• As with many things, you’ll get better with experience 

 

• Orient yourself by navigating around the system using the dashboard 

 

 

 



5 

Step 1. Create a ONe-Key Account 

Registering Your Account 
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https://www.one-key.gov.on.ca/iaalogin/IAALogin.jsp 

 

Choose an ID, Password, and fill out the Password Recovery Info, Click on Confirm and Continue 

 

NOTE: Be sure to keep a record of your ONe-Key ID and Password for your records in a safe place.  

ID and password are case-sensitive and need to be entered exactly as they were originally. 

 

https://www.one-key.gov.on.ca/iaalogin/IAALogin.jsp
https://www.one-key.gov.on.ca/iaalogin/IAALogin.jsp
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One-Key Account Confirmation 
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An confirmation screen and e-mail will confirm your ONe-Key account 

registration 

 

Congratulations! 

 You have registered your One-key account! 
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Accessing MOECC Service 
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• Click on ServiceOntario Account 

• Read Terms and conditions about the account 

• Confirm if you agree 
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Accessing MOECC Service 
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 • Click Add a service.   

 

• Select Environmental Approvals - Enroll now.  
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Types of Accounts: 

Client and Representative  
Client account (one per company): 

o required by every company to register an EASR 

o Established and administrated by an: 

 executive (i.e. smaller company, executive completes registration); 

or  

 employee (i.e. mid-large company, consultant/staff completes 

registration) 

o If needed, the Client account administrator can assign different roles to 

Representatives to support and/or certify registration 

 

Representative account (one or multiple): 

o Flexible to include executives, employees, or consultants to 

administrate and /or certify EASR registration under different 

organizational structures 

o Each person needs their own personal ONe-Key and ministry account 



• In this scenario, the Client Account is the Business Accountable Person’s account 

(i.e. the business owner).  

 

• If the business owner is the only person registering for an EASR, then the Client 

Account is the only account you need to register and verify the registration. 

 

• Only someone with the authority to legally bind the company should be signing 

off on the registration through their own ONe-Key account! This message 

appears on the page where the registration is verified. 
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BUSINESS OWNER 
OPENS CLIENT 

ACCOUNT 

BUSINESS OWNER FILLS 
OUT AND SIGNS OFF ON 

REGISTRATION 
EASR 

Scenario A: Business Owner Filling Out 
Registration  
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• In this scenario, an employee or consultant is supporting the registration.  

 

• The Business Accountable Person (i.e. business owner) needs to make them a 

“Delegated Authority” to allow them to work on the application. 

 

• Do not share your user name and password. Separate accounts need to be 

created when different people will be working on the same registration.  

 

• The business owner (through their own ONe-Key account) completes the 

certification to legally bind the company. 
 

Scenario B: Consultant or Employee Filling 
Out Registration  

OWNER ADDS 
REPRESENTATIVE 

 AS DELEGATED  

AUTHORITY &   

CREATES 

A PIN 

REPRESENTATIVE 
TELLS OWNER THAT 

PIN IS REDEEMED 

 

OWNER ADDS 
REPRESENTATIVE 

TO ACCOUNT   

REPRESENTATIVE 
CREATES ACCOUNT  

& PROVIDES OWNER 
WITH THEIR  

FULL NAME AND  

E-MAIL  

ADDRESS 

OWNER WITH  

ACCOUNT  

REQUESTS 
REPRESENTATIVE 

 CREATE THEIR OWN   

ACCOUNT 

OWNER PROVIDES  

PIN TO  

REPRESENTATIVE. 

  

      REPRESENTATIVE   
USES PIN TO LINK  

TO OWNER’S ACCOUNT 
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Step 2. Create a MOECC  

Client Account (CAMS) 
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• You have entered the “Ministry of the Environment and Climate 

Change Tools” screen 

• Select Client to begin the initial MOECC client account setup 

• Fields will appear to enter business information 
 

Client Account Creation 
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Canada Revenue Agency Number and 

Business Information 
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Do you have a 9 digit CRA Business Number? 

1. Click yes 

 

2. Enter business information (exactly as CRA has on file) and click Next Step.  

• Contact CRA to verify the information if validation fails. 

 

3. Confirm Business Directory Information is correct and click Next Step 

CAUTION!  

A CRA number can 

only be used once. 

No one in the 

company can use 

this CRA number to 

create a separate 

account ever again! 

CRA Info 
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Business Accountable Person Role and 

Information 

14 

 

A Business Accountable Person is: 

• An officer, director or person with authority to bind the company to the 

EASR activity 

 

• Needs to use their own account to legally bind the company to the EASR. 



Physical Business Address &  

MOECC Account Password Setup 

Remember to keep a 

record of the 

information you enter 

here, exactly the way 

it was entered in.  

• Enter physical business address of your company 

• Confirm if this business address equals the site address (where activity will occur) 

 

• Create a MOECC account password, check to Agree to Terms, and click Next 

Step 

 

Type a few letters and 
municipality should appear 
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Review & Submit Info 

16 

 

• Review Business and Business Accountable Person information 

o Incorrect? Click Update 

o Correct? Click Submit 

o A screen will appear to confirm the MOECC account creation; Click Continue 

 

Congratulations! You have created a MOECC account!  
 



17 

Accessing the MOECC  

Client Account 

17 

 

• Accessing the MOECC Client Account Management System (CAMS) allows 

account management and completion of tasks to register an EASR. 

• For example:  

o My Profile provides the ability to view or edit your information.  

o My Authorized Representatives lists or facilitates the adding of 

Representatives  

 

Click to access the 

MOECC account 
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Choose a Ministry Service  
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To view, modify delete existing draft  EASRs and create a new EASRs: 

  

1. Click on My Services 

2. Select the service (i.e. EASR APPLICATION) 

3. Click Submit. 
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Create an EASR 
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• Choose the service action: Create EASR from drop down menu  

 

• Services Table: List of registered EASRs that have been submitted and paid for 

 

• Service Applications: Draft EASRs 
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Select Activity Related 

to Your Business 
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In the Environmental Activity and Sector Registry page:  

1. Choose Select an Activity from drop down menu  

2. Click Save and Continue.  

 

In the Before You Register page, the applicable EASR regulation, information 

and guidance can be referenced (if desired) 

• Click Continue  
 



Read General Instructions on  

Registering your Activity 

General Instructions for Registering Activities provides information on: 

• Environmental Compliance Approval requirement if ineligible for an EASR; 

• collection of personal information; and 

• persons able to certify 

Click Continue once you have read and understand instructions. 
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Step 3 - Registering your EASR Activity 
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There are 5 Parts to completing the EASR registration: 
 

Part 1 – Confirm Registrant Contact Information  

 

Part 2 – Select and Confirm Site Information (following Site Creation) 

 

Part 3 - Confirmation of EASR Eligibility for Activity 

 

Part 4 –Environmental Compliance Approval Information (If applicable) 

 

Part 5 -Verification & Certification of EASR 

 

Once all parts are complete, you can: 

• review an information summary; or  

• return to any part to edit the information if needed.  



Part 1 – Confirm Registrant  

Contact Information 

Registrant Contact Information should be pre-populated with Business 

Accountable Person information 

• If correct, choose Save and Continue 

• If  incorrect, choose Cancel: 

• CRA business number? Contact CRA and ask them to correct your 

information (may take 24 hours before reflecting in MOECC system) 

• No CRA business number? Update information in My Profile 

23 
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Insert Operation Name and Type 
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• Operation Name: Actual name communicated to public 

 

• Operation Type: Stationary or mobile will be the only available option  

 

• Note: NAICS Code is optional here; you can add later when you 

create/select site. Click Save and Continue 
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Site Creation 

Begin Creating a New Site 

25 

 

• Create New Site allows a site to be created for the new EASR 

 

• Site creation can be set up in advance to link to future EASR activities  

 

NOTE: Previously created site(s) will be available for viewing and selecting 

when you are ready to register  

Example of previously created sites 
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Site Creation 

Insert NAICS and Other Site Information 
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Add NAICS Code (mandatory): 

1. Enter site name 

2. Select NAICS code from drop down lists 

3. Click Add NAICS Code to Site, then click Next 

 

Next screen asks if site is in a Special Policy Area or Source Protection Area 

• If unsure, contact the local Conservation Authority 
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Site Creation 

Add Site Contact and Address 

27 

 

Add Site Contact: 

1. Check the box,  

2. Click Add Client Contact to Site 

If needed, Add New Site Contact (if applicable) 

3. Click Next;  

4.  Click Add Address for the Site in the next screen 
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Site Creation 

Add and Set Site Address 
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Add Site address: 

1. Enter postal code into Postal Code Lookup to pre-populate most fields 

2. Populate any remaining fields and click Next 

3. Choose the Site Address in next screen 

4. Click Set As Primary Address and then click Next 
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Site Creation 

Enter Geo Reference and Preview Site Information 

29 

 

Add Geo Reference Information: 

1. Highlight and click on the site address and click (will pre-populate) 

2. Click Next 

3. Review information in the Site Preview; if correct, click Create.  
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Site Creation 

Confirmation and Selection 

30 

 

Congratulations! You have created a new site! 
 

• A confirmation screen will appear; click OK 

• Your site will be listed under My Sites (in your dashboard) 

• Select the site for your EASR,  then Save and Continue. 
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Part 2 - Confirm Site Information 
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Part 2 – Site Information summarizes the site information summary  

• Information correct? Save and Continue  

• Information not correct? Cancel and return to My Sites to update it. 
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Part 3 - Confirmation of EASR  

Eligibility for Activity 
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In Part 3, you confirm your 

Activity Information 

  
 

Answer questions to confirm 

that activity meets EASR 

registration requirements 

 
 

As you answer each question, 

system will either: 

1. Provide you with the next 

question; or 

2. Show a pop-up with next 

steps  

 
 

Save and Continue appears  

if all answers indicate you are 

eligible for an EASR; click to 

continue 
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Part 4 –Environmental  

Compliance Approval Information 

33 

 
Do you have an Environmental Compliance Approval for the activity to be registered? 

• Yes? Enter the ECA number and date issued 

• No? Click Save and Continue  
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Part 5 -Verification & Certification of EASR 
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The Business Accountable Person (through their own ONe-Key account) completes 

Part 5 to legally bind the company. They are required to: 

1. Read and select the option that best represents their situation 

2. Read the Certification paragraph and certify that the information is 

complete and accurate 

3. Enter in their Job Title 

4. Clicks Save and Continue  
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Attestation and 

 Submission Review  

35 

 

Click yes in popup box Would You Like to Continue with the Attestation? 

• Review the summary pages (General Instructions and 5 parts of registration).  

• Ensure the information is correct:  

o Not correct? Click Edit and return to the step to update.  

o Correct? Click Submit to continue  



36 

Payment 

36 

 

You have the option to Pay Now or Pay Later.  

 

Pay later? 

1. Choose My Payments to view draft EASR under Pending Payment  

2. Choose Make Payment when ready to pay 

 

NOTE: An EASR is not registered until payment is received 
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Paying Now 
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Pay Now? 

1. Choose a credit card or Interac  

2. Click Make Payment. 

3. Enter credit card information into the Desjardins site. 

4. Click Pay Now. 
 

This process 

can be 

slow…be 

patient! 



38 

Confirmation 

38 

 

• A Submission Summary page and will be displayed after payment.   

• A confirmation email for the payment and submission will be sent.  

• Click Close 

• Pop up window will appear asking to confirm closing the window. Click Yes. 

Congratulations!  

You have paid for and registered an EASR! 
 



39 

Viewing Submissions 
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• The new EASR will now be visible under My Services. 

  

• Completed and pending payments can be reviewed in My Payments 

New EASR will appear here! 
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Additional Support 

• An additional reference deck is available to walk through Representative 
account set-up 
 

• The ministry is available to help through account set up and EASR 
registration. The ministry’s general inquiry line (8AM to 5PM): 

o 416-314-8001 

o toll-free 1-800-461-6290  

 

• The ministry is enhancing e-learning modules to cover different Client and 

Representative ministry account scenarios 

o These will assist in setting up ministry accounts that fit different 

organizational structures and individual responsibilities related to EASR 

registration 

 

• Questions?  


