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Where to find on the WEB 

http://www.capetown.gov.za/en/ehd/Pages/Filmingpermits.aspx 
 

Online Film Location Booking System 
 

 
 

 This link will take you to the landing Page 
 

 
 

 
 

 

 
 

 
 

 This link will take you to the Logon Page 

 

 

 

http://www.capetown.gov.za/en/ehd/Pages/Filmingpermits.aspx
http://web1.capetown.gov.za/web1/filmpermitsonline/
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Online Film Location Booking System landing page 

 
 

 
 

 

 
 

 
 

 
 

 In order to use the online booking system 
you first need to register as a user. 

 
Please do not forget to read the Film Permits 

Disclaimer 
Also remember the site requires Microsoft 

Silverlight. 

 

 

http://web1.capetown.gov.za/web1/filmpermitsonline/
http://web1.capetown.gov.za/web1/filmpermitsonline/disclaimers/FilmPermitsDisclaimer.pdf
http://web1.capetown.gov.za/web1/filmpermitsonline/disclaimers/FilmPermitsDisclaimer.pdf
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Register as a new user 

 

 
 

 

 
 Ticking the checkbox will make you a company 

administrator 
 

The “*” identify compulsory fields 
 

 
 Your mobile number will be used to deliver status 

messages. 

 
 

 
 

 You must get a company number from the company 
that you wish to represent 

You need to click the “Add Company” icon to add a 
company. 

 
 

 Your e-mail address will be used for delivery of your 

permit 
 

 
 

 This is case sensitive. 
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Logon 

 

 
 

 

 
 

 
 

 
 

 Update your mobile number to the one that will be 
used specifically for this job / permit 
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Request a new booking 

 

 
 

 

 
 Click “Bookings” menu option then 

“New Firm / Pencil Booking” or then “New 
Microshoot Booking” 
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Step 1 of 5 - Choose your location 

 

 
 

 
 

To create a booking request 
requires five steps. 

The step number is 
highlighted in green at the 

top of the page 
 

 

 
 

 
 

Read the instructions in the 
popup message box. 
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This is what you get after you click “Search for 

specific location” above 
 

 
 

 
 

 “Frequently used Areas” has been selected. 

 
 

 Use the dropdowns to select. 

 

 

 
 

 
 

 

 
 

 
 

 “Suburb” has been selected. 
 

 Use the dropdown to select. 
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 “Suburb / Street” has been selected. 

 

 
 Use the dropdowns to select. 

 
 Click the “Locate on Map” button to 

continue. 
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1. Now use the pencil icon 

to draw a polygon. 
 

2. Click once on the map to 
start the drawing 

process. 
 

3. Move your mouse to the 

boundaries of your 
location then click again. 

 
4. Continue step 3 until you 

get to the last point 
where you will have to 

double click to complete 
the polygon. 

 
See next page for an 

example. 
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After double clicking the final point a message 

box will ask you to confirm your selection. 
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Your polygon will now 

change colour from red to 
brown. See next page. 
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Click ‘Save and Next’ to continue. 
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If for any reason the City’s mapping services 

are offline, then you will have the option to 
upload an image of your location or paste a 

Google map link. 

 
This is a temporary measure that will be 

deactivated once the City’s mapping services 
are restored. 
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Step 2 of 5 – Details of the location 

 

 

Complete as required. 

 
 

 
 

You are now able to ‘Save’ each step of the 
booking process. 

 
You will be able to retrieve saved or 

incomplete bookings from the Bookings 
menu item – select ‘Incomplete / Draft 

Bookings’ 
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Step 3 of 5 – Date and Time selection 

 

 

 
 

 
 

 
 

 
 

 
 

 

 Step 1 – Select a Shoot Day 
 

 
 

 
 

 
 

 
 

 Step 2 – Select a Shoot Time Slot 

 
 You must click the “Add to List  >>” 

button to add your day and time slot to the 
list. 

 
 

 
 

Click ‘Save and Next’ to continue. 
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Step 4 of 5 – Road closures and Traffic Officers 

 
 

 

Step 4 of 5 will gives you the option to include 
road closures. 

 
 

 
 

If “Yes is selected then you are allowed to 
capture closures 

 
 

 

 
 Select the road to close off 

 
 

 
 Then the date and time 

 
 

 

 Then “Type of Closure” 
 If you selected “Full” closure then you need 

to fill in a “Diversion Plan” 
 

 
 Click the “Add to List  >>” button to add 

your road to the Road Closure List 

Continue these steps for all roads that require 
closures. 

Click Next To continue. 
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Step 5 of 5 – Shoot details 

 

Complete as required. 
 

 

 
 

 
 

 
 

 
 

 
 

 
 

 
 Enter your vehicle and structures here 
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Complete as required. 
 

 
 

 
 

 

 
 

 
 

 
 

 
Click the Finish button to complete the 

booking process 
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Receiving a Booking Number 

 

You will receive a booking number. 
 

You will also receive an Email with your booking 

number. 

 

Clicking the “Bookings” menu option then “History” 
will allow you to view all your bookings 
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Booking history – Print / Download Booking Request Information 

 

 
 

 

 
 

 
 

Clicking the “View” link will allow you to view 
and print your Booking Request 
  

 

 

 
 

 
 

 

 
 

 You also have the option to print or 
download your Booking request report in PDF 

format. 
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Film Viewer 

 

 
 

 

 
 

From the Home Page you will find 
the “Film Viewer” 

 
You will use this tool to view 

existing bookings. 
 

 
 Click on the link to open the 

“Film Viewer” 
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The “Film Viewer” will open in its 

own window. 
 Use these tools to Zoom 

IN/OUT or PAN. 
 

 
 

 

 
 Click the “SEARCH” Bar to find 

a location. 
 

 
 

 
 

 
 

 
 Click the “CALENDAR” Bar to 

select a data 
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Once you Clicked the “SEARCH” 
Bar it will slide out to the right. 

 
 

 
 

 
You now have the option via the 

two tabs to find a location by 

Street or by Suburb. 
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Once you Clicked the “CALENDAR” 

Bar it will slide out to the right. 
 

 
You now have the option to select 

the date to be viewed. 
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You will be able to see the 
booking details of any polygon by 

simply moving your mouse over 
it. 
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Incomplete / Draft Bookings 

 

 
 

 

 
 

You are now able to ‘Save’ each 
step of the booking process. 

 
You will be able to retrieve saved 

or incomplete bookings from the 
Bookings menu item – select 

‘Incomplete / Draft Bookings’ 
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If you have no “Saved” or “Draft 
Bookings” then nothing will be 

listed under Draft Bookings. 
 

 
 

 
 

 

 
 

 
If you have “Saved” or “Draft 

Bookings” then you see a list 
under Draft Bookings. 

 
 

 
 

 
 Click ‘Resume’ next to the 

booking that you want to resume. 

END of document

 


