FilmApp — A User’s Guide

applyy

For use with FilmApp v4



Introduction

FilmApp is a simple, intuitive and user-oriented online film application process, used by many authorities across the UK and USA. The
system provides filmmakers with a fast and efficient way to apply for permissions, allowing you to get on with making your film.

You can apply for your film permit then request changes as production requirements evolve. Film officers can respond to your
applications and additional requests at the click of a mouse. Also, once you have set up your production profile in FilmApp, you can
make multiple applications without having to re-enter the same information.

This document describes how to use the system to make an application to film. We hope you find this process intuitive and simple; the
following guidance will guide you through each step and explain anything which may be unclear. If you have any questions, don’t
hesitate to contact apply4 at support@apply4.com.
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Welcome to FilmApp demo

This is a demonstration site, which allows you to try out FilmApp. If you want to have a go, email us at
info@filmapp.org with your name and email address and we will set you up on the system and mail you a
password. You can then log in and see how FilmApp works.

If you want to make a sample application, just click on the “Apply to film” button on the right.

If you want more information about FilmApp go to www.filmapp.org, where you will see various downloadable
documents giving further details about the system. If you are learning to use the system, you may wish to
download and print out “How to use FilmApp”, and have this with you when you log in.

If you have any questions at all, call UK 0207 620 0391 or USA (866) 419-7968.

Make enquiry

Please follow this link to make your enquiry

Make enquiry

Apply for Permit

Please follow this link to begin your application

Apply for Permit

Useful Documents

FILMAPP LAUNCH PAGE

The FilmApp launch page provides information from the local film
office and allows you to make an enquiry, begin an application or
download useful documents.

To send an enquiry to the film office, click on the ‘Make Enquiry’
button.

To start an application, click on the 'Apply for Permit’ button.

To download a document, click on the named button in the Useful
Documents box. These may include location specific guidelines,
information about fees and charges or supplementary application
forms that you may require.




ACCESING THE REGISTRATION PAGE

Apply for Permit

Go to the FilmApp home page

Please follow this link to begin your application ‘ Regiﬁter ‘

To register as a new user click on ‘Apply for permit’
Apply for Permit

Then ‘Register’ in the top right of the page

NEW USER DETAILS
Username #
Clicking ‘Register’ will open a page with a new user registration
First name # form
Enter requested details
Last name #
The password must contain one upper and one lower case letter as
Email well as numbers and punctuation. It must me at least 10 characters

long.

Email confirmation

Remember to answer the CAPTCHA question

Once submitted using the ‘Create’ button you will receive an email

Password + Passwords must consist of letters (upper and lower case), asking you to confirm account creation. You need to do this before
numbers, and punctuation and must be at least 10 characters
long. You can use spaces as well and construct phrases. yOu Can access the account.

Password

confirmation #
Insert the next number in this sequence: 10, 11,12, 13, 14, ..

CAPTCHA




APPLY FOR PERMIT

If you are not logged in to the system, the demo landing page can be
accessed at http://preview.apps.apply4.com/Filmapp/uk/DemoUK

Apply for Permit

Click on the button, ‘Apply for Permit’.
Please follow this link to begin your application

Apply for Permit

Username or Email The next page allows you to register or log in (if you have used
demo@apply4.com| FilmApp before).

For the demo site you can use the following credentials:

Password *

Email address = demo@apply4.com

| am not registered, open a new account Password = ‘password’

Forgot your password?



http://preview.apps.apply4.com/Filmapp/uk/DemoUK

MAKING AN ENQUIRY

Make Enquiry Click on “‘Make enquiry’ on the home page
Pleasa follow this link to make your enquiry Different questions are asked for each type of enquiry.

Location Enquiry: location advice from the local film office.

Make 'Eﬂl:ll.lil'}" Application Enquiry: for advice on making an application or
enquiries about a submitted application.

General Enquiry: for any other questions.




New application Save as draft PRODUCTION
WP odinan When you first log in you will be presented with a new application
Production
form
Company Create a new production, or select a recent production Select new or eX|St|ng production:
lew / Existing Select. . . . .
o e - When a new production is selected you will be asked to type in the
production name.
Production type * Select...
Invoice — Selecting an existing production will present a list of existing
We have a responsibility to prOdUCtlonS tO ChOOSE from.
chioois promote environmentally We are not measuring our carbon footprint
IO responsible and sustainable We have hired an external consultant to measure our carbon footprint. * H H H H i
o o s mck e 6 Ve ik AT . o v * Throughout the application fields marked with an asterisks are
are you using to measure your We are using a calculator provided by our production company/distributor
e mandatory.
Documents

@ Production COMPANY

Add production details Company
Here you can select an existing company if details were entered on
Company .
s (2] the user account previously.
New / Existing *
, W productions Contact details will be prepopulated if this is the case.

Insurance Production company #
Add insurance details The company named here must be the same as is named in the insurance policy

Selecting ‘new’ will prompt the user to enter details into the fields.

Production company phone: # 01902321123

Invoice
You can navigate through the application by clicking on the different
123 Leafy Lane . R .
p section tiles on the left hand side of the page.
Shoots 9 Medium City
Ty Production company address # = UK
Click ‘Next’ to progress to the next section or ‘Previous’ to go back.
Documents Progress is saved as you move between sections.
Production company 1267889
registration number Applications for L8 Hammersmith and Fulham, and L8 Hackney MUST provide company registration number
Summary




@ Company

Add company details

¥ Insurance

Invoice

Shoots

Documents

Summary

Terms And
Conditions

@ Production

@ cCompany
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Add company details

@ Insurance

Add Insurance details

¥ Invoice

@ shoots

Add shoot details

Documents

Insurance details

Insurance docs to be uploaded
® Yes No
now*

Insurance company
Insurance Ltd

Production company named on

WD productions
Public Liability Insurance Policy P <

The company (or college etc) insured must be the same s the production company who is making the appiication

Policy number

123456789
Limit of liability (£) £5M
Expiry date 22/09/2016 i
Please upload a copy of your -+ Drag and drop document, or Browse computer

Public Liability Insurance Policy  the fiie must be a PDF or JPG document no farger than 10 MB

Invoice

Invoice details

Your film application may incur a location fee (for example if you are filming on private property). If this is the case we will need the
following information to raise an invoice.

Accounts department contact

David jones
name: *
Invoice address:
This address will appear on invoices, if biank the Company address will be used
Accounts department e-mail: david@wdpreductions.com
Accounts department phone: 01922321123

Previous: Insurance Next: Shoots

INSURANCE

Here you can elect to enter insurance details or defer this until
later.

Selecting ‘Yes’ will open fields to enter insurance details.

Policy documents can be uploaded now or at a later point; the
application can be saved and revisited at another time.

INVOICE

These details are needed so that any invoice that needs to be raised
can be sent to the accounts payable department.




Add new shoot details

Shoot Selection

Add one or more shoots to your application
) Standard Filming on Location
Most filming fits into this category. If you plan to film in more that one location, add additional shoots as required.

) Low key street filming
If you have a crew of 3 or less, using a hand held camera only.

() Filming using a camera mounted on a moving vehicle
Driving shots on various streets and roads.

_ Unit Base Only
Parking area for facility vehicles and crew cars.

) Parking only (filming on private land)

0 © © © ©

) Filming using a drone (UAV)
Using a camera mounted on any type of unmanned aerial vehicle,

Location information

Please enter a location *

Test city park / beach

Drag marker to correct location or enter address in the field below the map to position the marker. The film agreement will be
issued for the position of the marker.
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SHOOT DETAILS
Click on the ‘Add shoot’ link.

Several shoots can be added to one application; select the first type
of shoot.

The information for each type of shoot is different and the form will
change depending on the shoot selected.

LOCATION INFORMATION

Typing the first part of the location will bring up a list of locations in
the database.

If your location is not in the database, the location can be added.
Select "find on map” from the drop down list and enter information
about the location.

Some of the shoot types enable several locations to be entered.




e SCHEDULE INFORMATION
Please enter your start time and finish time at the location(s) you have selected. e Start and end dates and timeS are SpeCiﬁEd in thIS Section
Prep / clear up time required? (O Yes ® No o
Film-times Clicking in the date fields will display a calendar. The same is the
o case for the time fields.
Start Date # 21042016 &
K April 2016 > If preparation time is needed further fields will be displayed to
StartTime remmem e ® capture this information.
Lo - If there is filming out of hours a free text field will appear to capture
Frepae 18 19 20 BB 22 23 2 details about this.
25 26 27 28 29 30 1
e 2 3 4 5 6 7 8 O Hovering over the blue question mark gives further instructions
When will the last crew member leave / abOUt the question Orfie,d
Activity out of hours * O Yes No o
Shoot information SHOOT |NFORMAT|0N
Type of standard filming * Small scale unit with one or two technical vehicles Further detaiIS abOUt the ShOOt are requeSted' SeIeCt fllmlng SUb
type and enter number of crew and short description of shoot.
Number of crew (including )
iy cad Requirements
REQUIREMENTS
Police Consent Required e
, Hovering on the blue question mark will explain each requirement.
Short description of actionto | Unit base % 9
be filmed « Once ticked further fields will appear to capture information about
Special equipment+ 9
the requirement.
Highways restriction 9 q
Emergency contact on set e EMERGENCY CONTACT
- This field is mandatory and completes the shoot form.
ame
) Once all the information is entered click on ‘Accept’.
Phone +
Accept

Email

10



NeW app|icati0n Last Saved on 18/04/2016 Save as draft SHOOTS

Once the information for the first shoot has been entered it will be
Shoots listed on the shoots page.

Production

@
Company Add one or more shoats ta your zppiication ~You can save the application as a draft at any time using the ‘Save

as draft’ link at the top of the page.

Add a shoot
@ Insurance

Add insurance details

From here you can:

Description Start/duration Documents
9 Invoice peadmont park # edit shoot 16 - 30 minutes 0 0 \Add Shoots
Add invoice details 471
[ Edit existing shoots
¥ Shoots ﬁ‘ |ﬁ|
revious: Invoice ext: Documents
- e | T~ Proceed to the next section of the application
@ Documents
Add documents
roductio DOCUMENTS
° Production
Add production details Documents . . . . . ’
Additional documents such as parking applications, residents
© compary Name letters, traffic management plans or anything else which is relevant
' File Upload + Drag and drop document, or Eroise comouter to the application should be uploaded at this point.
@ Insurance
Add insurance details o one ™ Enter the document name
. ~Drag and drop the document
Invoice . .
\~ Select which shoot it relates to
Uploaded Documentation \CIICk on ,Upload,
o Shoots Document Uploaded by Upload date Shoot
e ”_The document will then appear in the list.
@ Docunercs nsurance document 2nd upload deme 1aote pUkLo00zzze “——FThe drop down arrow can be used to download or delete uploaded
_ documents.
Summary I [ hext: Summary l

11



SUMMARY

A high level view of the application is presented.

Check that all the information is correct.

You can navigate to /any part of the application using the tiles.

New application

@ Production

° Company

Ad

@ Insurance

@ Invoice

@ shoots

° Documents

Summary

Summary

PRODUCTION

COMPANY

New / Existing *

Production type *

Sustainability

We have a responsibility to promote
environmentally responsible and

sustainable film making. What tools (if any)

are you using to measure your carbon
footprint?*

Please insert details

Please insert details

New / Existing *
Production company phone: *
Production company address *

Production company registration number

Production company registered office
address(if different from above)

INSURANCE

INVOICE

SHOOTS

Insurance detalls

Insurance docs to be uploaded now*
Insurance company

Production company named on Public
Liability Insurance Policy

Policy number

Uimit of liability (€)

Expiry date

Please upload a copy of your Public
Liability Insurance Policy

Invoice details

Accounts department contact name: *
Invoice address:

Accounts department e-mail
Accounts department phone:

TERMS AND CONDITIONS

1 understand and agree to the terms and
conditions above *

Film London Code of Practice - Read and
understood

DOCUMENTS

insurance document 2nd upload

select.
feature

SITFSTIEIE  Submit Application

We are not measuring our carbon footprint

select...
01902 321123

123 Leafy Lane Suburb Medium City UK

1267889

Yes

Insurance Ltd
WD productions
123456789
£5m
22/09/2016

David jones

david@wdproductions.com
01922321123

No

Yes

t: Terms And Co

ST  submit Application

DECLARATION
You are asked to read and agree to follow the terms and conditions set by
the local authority, the relevant Health and Safety body, and Apply4.

The text of the terms and conditions is displayed and available using links
provided. Tick to agree and ‘Submit’ the application.

New application

Production
Terms And Conditions

Company
Please, read our terms and conditions thoroughly before proceeding.

Licence Fees

The Licences agrees 1o pay all Licence fees together
accordance with the terms of any relevant invaice th

th arry overtime or agreed additional expenses plus any applicable taxes that are due in
s submitved by or on behalf of the Counc

@ Insurance

Terms of the Licence

1. Subject to the terms of this Licence Agreement, the Coundil hereby grants the Licencee the righs (In common with the Council and all other

for the Permitted Use during the Permitted Times.

persans sutharised by the Council) to use the Locati

2 The right given by clause 1 abave shall be exercised in consultation with any relevant manager of the Location(s) andlar other perso
d 1o the Licencee, in & way which so far as reasonably practicable does not i f with or impede the normal uze of the Locati

3, The Council gives nowarranty that the Location(s) is legally, physically or otherwise fit for any specific purpose.

° Shoots 4, The Council confirms that Southwark Fim Office {"SFO") is authorised to enter into and manage this Licence Agreement on behalf of the
. Council and that the rights and permissions granted herein reside with the Counal,

ot details
5. The Licencee shall have the right ta represent the Locationis) as anather real or fictional place, ar by prior agreement arly to represent the

Location(s) under its proper title.

6. Al rights te the films and photographe taken at the Location(z) shall vest in the Licences. The Licencae shall hava the right to exploit and
o Documents e film with, or without the scenes phazographed at the Location(s), in any medium now known or hereafter devised, withouz
c fits cuion.

7. Time shall be of the essence for all the purposes of this Licence Agreement

8, The rights granted to the Licencee under the terms of this Licence Agreement are not assignable [exceps the rights outlined in dause 6,

regarding the explaitation of the film, which are assignable at the Licencee's discretion).

Summary

9. 1f at any time the Licences fails ta comply with the terms and eonditions of this Licence Agreement and having been natified of such failure, -

Junderstand and agree to the terms and conditions above *

Plagse read the A

Jhave read the Applyd terms and conditions

Filn London Code of Practice - Read and understood

Previous: Summary

Save a5 draf

Submit Applic

12



USER DASHBOARD

This view displays previously submitted applications.

FILMAPP - APPLICATIONS

My Applications Archive

6 Applications : or=r
Application

Advert, Test productions
Music video, Test productions

Tv drama, Test productions

Documentary, Test productions
Test city park / beach

Untitled Application

Feature film, Test productions
The Qid Mill, Bathamgpton

Reference

DUKFILODD26S

DUKFILODOZ68

DUKFILODD267

DUKFILODOZ66

TMP3819

DUKFILODOZ264

Payment Status

14/05/2016 - 30m

-0h

-0h

-0Oh None draft

-0Oh Mong approved

13

filter by: All applications

Documents Permit

To view and edit user settings
click on the drop down arrow

Click here to create a new
application

Archive

.:.E

B &

16/6

—J

The status quick view shows the
status of each form

W

Users can also view archived
applications

When a licence has been issued you
can download it, view and print by
clicking on this icon.




Application Reference Start/duration Payment  Status = APPLICATION STATUS

Documentary, Test productions

e DUKFIL000266 -oh None  completed Each application will have a status assigned to it:

draft —an application has not been submitted

Advert, Test productions DUKFILO00269 -0h Mone

new —a completed application has been created and is awaiting
R S . . review by administrator

—the application has been received and is being processed

Music video, Test productions DUKFILOD0268 14/05/2016 - 30m None info req approved - alicence for the prOdUCtion has been issued

completed —the licence was issued and the filming date has passed
:ﬁ:‘5‘l::;";’;f;gﬁ{;’fgf“"”s - on Nome ew info req — the licencing authority has requested some additional

information, an email would have been sent to you with details
Tv drama, Test productions DUKFILOOD257 -oh None resubmitted — an application you resubmitted having provided

additional information or documents
Feature film, Test productions
The old Mill, Bathampton DUKFILOOD264 -0h None approved

Music video, Test productions DUKFILO00268 14/05/2016 - 30m None info req D@ 2 UPLOAD'NG ADDITIONAL DOCUMENTS (infO req)

When the licencing authority has requested additional information,

@ Production it will frequently require you to upload additional documents.

Add production details DOCUmentS

To do this follow the link in the notification email or log in and click
on the application in the ‘My applications’ view.

° Company Name Requested docurnent
Add company details

File Upload =+ Drag and drop document, or Browse computer Insurance document test.pdf

Insurance shoot — Once opened, use the navigation bar on the left and select
{ 7
Documents’.
-Up\oad
@ Invoice - -
Add inveice deals Uploaced Documentation Enter the document name, browse for the document on your
® shoct Document Uploaced by Upload date shost computer, select to which shoot it relates and click ‘Upload’.
0ots

Add shoot details

- Errr— After any changes you will need to RESUBMIT the application by
® Documents — Submit Application button
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