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1. Introduction 

1.1 Document Purpose 

The purpose of this document is to provide an overview on how organisations/individuals can become a Bingo 

Centre Operator. 

This user guide covers the following: 

• An overview of how to log into the VGCCC Portal. 

• How to access the Bingo Centre Operator Corporate / Sole Trader applications. 

• A step-by-step guide in how to apply for a Bingo Centre Operator Corporate or Sole Trader 
applications. 

• How you can track your application. 

• How you can withdraw your application. 

• How to lodge a Bingo Return. 

1.2 Audience 

This user guide is designed to educate applicants intending to apply to become a Bingo Centre Operator. 

1.3 Version Date 

Screenshots and instructions were finalised as of 01 April 2026. 
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2. Logging into the VGCCC Portal 

In order to apply for a Bingo Centre Operator Corporate / Sole Trader licence, you first need to create a 

VGCCC Portal account.  

During the creation of an account, you will be required to register with Service Victoria authentication service 

to ensure your account is secured with 2-factor authentication. 

You can log into the VGCCC portal on the VGCCC website. 

 

 

 

https://www.vgccc.vic.gov.au/vgccc-portal#what-should-you-do
https://www.vgccc.vic.gov.au/vgccc-portal#what-should-you-do
https://www.vgccc.vic.gov.au/vgccc-portal
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3. The VGCCC Portal – Bingo Centre Operator 

3.1 Accessing the Bingo Centre Operator application(s) 

The following instructions and screenshots will show how you access the Bingo Centre Operator application(s) 

Steps # Description 

1. There are 2 ways to access 
the Bingo Centre Operator 
application forms. 
 
a) Scroll down and click on 

the Bingo Centre 
Operator tile. 

b) From the Menu. Click 
My Industry > Bingo 
Centre Operator 

 

 

 

 

 

 

2. The Bingo Centre Operator 
page will appear, if you scroll 
down to the Licence 
Management section, you 
will notice a few options. 
a) This option will allow 

you to apply for a BCO 
Corporate licence. 

b) This option will allow 
you to apply for a BCO 
Sole Trader licence. 

c) This option will allow 
you to withdraw an 
application if it is ‘In 
Progress’ 

d) This option will allow 
you to appeal if a 
licence application was 
refused. Contact the 
VGCCC for further 
advice. 

 

3.2 BCO Corporate Licence Application 
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The following instructions and screenshots will show you how you can apply for a BCO Corporate Licence. 

Steps # Description 

1. Click on the Complete 
Request button on the BCO 
Corporate Licence 
Application tile. 

 

2. Read the VGCCC 
instructions before starting 
your application. 

 

3. Once read, click on the 
Applicant Details button 
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4. Enter the following 
information 
- Select New Application 
- Enter your Names and 

preferred 
- Enter your Date of Birth 

and select Place of Birth 
- Enter your residency 

status 
- Indicate if you been 

known by any other 
name(s) 

 

 

5. Answer if you had any legal 
name changes. If yes, an 
upload button will appear for 
you to submit your supporting 
documentation. 
 

6. Enter your current residential 
address information. 

 

Note: You must provide your 
address(es) for the last 10 years. 
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7. Enter your Mobile and Email 
address 

 

8. Acknowledge that you must 
contact the VGCCC within 14 
days if your contact details 
change. 

 

9. Click Save for later when 
finished. 

 

You will be taken back to the 
previous page. 

 

10. The Applicant Details button 

will turn green if successful. 

 

11. Next, click on the 
Compliance/Legal and 
Criminal History button. 
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12. Answer all required 
Compliance/Legal and 
Criminal History questions. 

 

13. Acknowledge that you must 
contact the VGCCC within 14 
days if your details change. 

 

14. Click Save for later when 
finished. 

 

 

You will be taken back to the 
previous page. 

 

15. The Compliance/Legal and 
Criminal History button will 
turn green. 
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16. Next, click on the Financial 
Particulars button. 

 

17. Answer all required Financial 
Particulars questions. 

 

18. Click Save for later when 
finished. 
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You will be taken back to the 
previous page. 

 

19. The Financial Particulars 
button will turn green. 

 

20. Next, click on the 
Supporting Information 
button. 
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21. Upload any Supporting 
Information for your 
application. 

 

Note: You can upload multiple 
files at a time. 

 

22. Click Save for later when 
finished. 

 

  

You will be taken back to the 
previous page. 

 

23. The Supporting Information 
button will turn green. 

 

24. Next, click on the Industry 
Associations button. 

 

25. Enter any associations you 
have in the gambling 
industry. If Yes, press New to 
enter each one. 

 

26. Click Save for later when 
finished. 
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You will be taken back to the 
previous page. 

 

27. The Industry Associations 
button will turn green. 

 

28. Next, click on the 
Declaration by Applicant 
button. 

 

29. Acknowledge that you have 
understood the questions and 
answered them truthfully. 

 

30. OPTIONAL – Choose to sign 
up to the VGCCC e-
newsletter. 

 

31. Click Sign and Save when 
finished. 

 

You will be taken back to the 
previous page. 

 

32. The Declaration by 
Applicant button will turn 
green. 

 

33. Next, click on the 
Information Release Law 
Enforcement button. 

 



 
 
 
 
 
 
 

VGCCC PORTAL – BINGO CENTRE OPERATOR (EXTERNAL USERS) – USER GUIDE   13 

OFFICIAL 

34. Read the instructions and 
answer the 
acknowledgement questions. 

 

35. Click Sign and Save when 
finished. 

 

You will be taken back to the 
previous page. 

 

36. The Information Release 
Law Enforcement button will 
turn green. 

 

37. Next, click on the 
Information Release 
Financial button. 
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38. Read the instructions and 
answer the 
acknowledgement question. 

 

39. Click Save for later when 
finished. 

 

You will be taken back to the 
previous page. 

 

40. The Information Release 
Financial button will turn 
green. 

 

41. Next, click on the Additional 
Applicant Details button. 
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42. Enter your Additional 
Applicant Details. 

 

43. Click Save for later when 
finished. 
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You will be taken back to the 
previous page. 

 

44. The Additional Applicant 
Details button will turn green. 

 

45. Next, click on the Additional 
Financial Particulars button. 

 

46. Enter your Additional 
Financial Particulars Details. 

 

47. Click Save for later when 
finished. 
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You will be taken back to the 
previous page. 

 

48. The Additional Financial 
Particulars button will turn 
green. 

 

49. Next, click on the 
Responsible Gaming 
button. 
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50. Upload your Responsible 
Gaming information. 

 

51. Click Save for later when 
finished. 

 

You will be taken back to the 
previous page. 

 

52. The Responsible Gaming 
button will turn green. 

 

53. Next, click on the Summary 
of Financial Information 
button. 

 

54. Enter your financial 
information for the past 3 
financial years by clicking on 
each box. 

 

55. Click Save for later when 
finished. 
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You will be taken back to the 
previous page. 

 

56. The Summary of Financial 
Information button will turn 
green. 

 

57. Next, click on the 
Notification of Application 
button. 

 

58. Indicate if you provided a 
copy of your application to 
the relevant responsible 
authority. 

 

59. Click Save for later when 
finished. 

 

You will be taken back to the 
previous page. 

 

60. The Notification of 
Application button will turn 
green. 
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61. Next, click on the Additional 
Advertising Requirements 
button. 

 

62. Indicate if you advertised 
your application. 

 

Note: If you select No, you must 
advertise within 14 days. 

 

63. Click Save for later when 
finished. 

 

You will be taken back to the 
previous page. 

 

64. The Additional Advertising 
Requirements button will 
turn green. 

 

65. Next, click on the Details of 
Bingo Centre Premises 
button. 
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66. Enter details of your Bingo 
Centre Premises. 

 

67. Click Save for later when 
finished. 
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You will be taken back to the 
previous page. 

 

68. The Additional Advertising 
Requirements button will 
turn green. 

 

69. Next, click on the Details of 
Bingo Centre Premises 
button. 
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70. Enter your Establishment of 
Associates information. 

 

71. Click Save for later when 
finished. 

 

 

 

All sections should be completed 
i.e. green. 

 

72. When all the boxes are 
green, click on the Next 
button. 

 

73. Enter the details of 
nominated Nominee. 

 

74. Click on the Submit 
Nominee button. 

 

75. The Nominee will receive an 
email to enter their details. 
Skip to Step 78.  
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These steps are only applicable to 
the nominated nominee when they 
click on the link in the email. 

76. The Nominee will need to fill 
out the Nominee application. 

 

77. When all the boxes are 
Green as shown, the 
Nominee will be able to 
submit. 

 

78. Enter your Associate 
Individuals / Entities. These 
must be entered one by one. 

 

79. Click the Add button to add 
more. 

 

80. When finished, click on the 
Submit Associates button. 

 

81. The Associated Individuals 
and Entities will receive the 
following email. 

 

 

These steps are only applicable to 
the Associated Entities / 
Individuals when they click on the 
link in the email. 

82. The Associate will need to fill 
out the application. 

 

83. When all the boxes are 
Green as shown, the 
Associate will be able to 
submit. 

 

84. When all Associates and the 
nominee have completed 
their application, you (the 
applicant) will receive an 
email that you can proceed to 
finalise the BCO Corporate 
licence. 

 

85. Navigate back to the licence 
application and click on the 
Next button. 
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86. Enter your payment details. 

 

87. Click the Pay Now button to 
submit. 

 

88. You will get a confirmation 
message that your 
application has been 
submitted. It will now be 
processed by the VGCCC. 

 

89. Additionally, you will receive 
an email.  

 

3.3 BCO Sole Trader Licence Application 

The following instructions and screenshots will show you how you can apply for a BCO Sole Trader Licence. 

Steps # Description 

1. Click on the Complete 
Request button on the BCO 
Sole Trader Licence 
Application tile. 

 



 
 
 
 
 
 
 

VGCCC PORTAL – BINGO CENTRE OPERATOR (EXTERNAL USERS) – USER GUIDE   28 

OFFICIAL 

2. Read the VGCCC 
instructions before starting 
your application. 

 

3. Once read, click on the 
Applicant Details button 
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4. Enter the following 
information 
- Select New Application 
- Enter your Names and 

preferred 
- Enter your Date of Birth 

and select Place of Birth 
- Enter your residency 

status 
- Indicate if you been 

known by any other 
name(s) 

 

 

5. Answer if you had any legal 
name changes. If yes, an 
upload button will appear for 
you to submit your supporting 
documentation. 
 

6. Enter your current residential 
address information. 

 

Note: You must provide your 
address(es) for the last 10 years. 
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7. Enter your Mobile and Email 
address 

 

8. Acknowledge that you must 
contact the VGCCC within 14 
days if your contact details 
change. 

 

9. Click Save for later when 
finished. 

 

You will be taken back to the 
previous page. 

 

10. The Applicant Details button 

will turn green if successful. 

 

11. Next, click on the 
Compliance/Legal and 
Criminal History button. 
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12. Answer all required 
Compliance/Legal and 
Criminal History questions. 

 

13. Acknowledge that you must 
contact the VGCCC within 14 
days if your details change. 

 

14. Click Save for later when 
finished. 

 

 

You will be taken back to the 
previous page. 

 

15. The Compliance/Legal and 
Criminal History button will 
turn green. 
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16. Next, click on the Financial 
Particulars button. 

 

17. Answer all required Financial 
Particulars questions. 

 

18. Click Save for later when 
finished. 
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You will be taken back to the 
previous page. 

 

19. The Financial Particulars 
button will turn green. 

 

20. Next, click on the 
Supporting Information 
button. 
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21. Upload any Supporting 
Information for your 
application. 

 

Note: You can upload multiple 
files at a time. 

 

22. Click Save for later when 
finished. 

 

  

You will be taken back to the 
previous page. 

 

23. The Supporting Information 
button will turn green. 

 

24. Next, click on the Industry 
Associations button. 

 

25. Enter any associations you 
have in the gambling 
industry. If Yes, press New to 
enter each one. 

 

26. Click Save for later when 
finished. 

 

You will be taken back to the 
previous page. 

 

27. The Industry Associations 
button will turn green. 
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28. Next, click on the 
Declaration by Applicant 
button. 

 

29. Acknowledge that you have 
understood the questions and 
answered them truthfully. 

 

30. OPTIONAL – Choose to sign 
up to the VGCCC e-
newsletter. 

 

31. Click Save for later when 
finished. 

 

You will be taken back to the 
previous page. 

 

32. The Declaration by 
Applicant button will turn 
green. 

 

33. Next, click on the 
Information Release Law 
Enforcement button. 
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34. Read the instructions and 
answer the 
acknowledgement questions. 

 

35. Click Save for later when 
finished. 

 

You will be taken back to the 
previous page. 

 

36. The Information Release 
Law Enforcement button will 
turn green. 

 

37. Next, click on the 
Information Release 
Financial button. 
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38. Read the instructions and 
answer the 
acknowledgement question. 

 

39. Click Save for later when 
finished. 

 

You will be taken back to the 
previous page. 

 

40. The Information Release 
Financial button will turn 
green. 

 

41. Next, click on the Additional 
Applicant Details button. 
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42. Enter the name you want to 
appear on your card and 
upload a passport photo. 

 

43. Click Save for later when 
finished. 

 

You will be taken back to the 
previous page. 

 

44. The Additional Applicant 
Details button will turn green. 

 

45. Next, click on the Family 
Members button. 
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46. Enter your family member 
Details. 

 

47. Click Save for later when 
finished. 

 

 

 

You will be taken back to the 
previous page. 

 

48. The Family Members button 
will turn green. 
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49. Next, click on the Business 
Interests button. 

 

50. Enter your Business Interests 

 

51. Click Save for later when 
finished. 

 

You will be taken back to the 
previous page. 

 

52. The Business Interests 
button will turn green. 

 



 
 
 
 
 
 
 

VGCCC PORTAL – BINGO CENTRE OPERATOR (EXTERNAL USERS) – USER GUIDE   41 

OFFICIAL 

53. Next, click on the Additional 
Compliance/Legal and 
Criminal History button. 

 

54. Answer the Additional 
Compliance / Legal and 
Criminal History questions. 

 

55. Click Save for later when 
finished. 
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You will be taken back to the 
previous page. 

 

56. The Additional Compliance 
/ Legal and Criminal 
History button will turn 
green. 

 

57. Next, click on the Financial 
and Advertising 
Information button. 

 

58. Enter your Financial and 
Advertising Information 

 

59. Click Save for later when 
finished. 
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You will be taken back to the 
previous page. 

 

60. The Financial and 
Advertising Information 
button will turn green. 

 

61. Next, click on the 
Notification of Application 
button. 

 

62. Indicate if you have provided 
the relevant authority a copy 
of your application. Upload 
the supporting 
documentation. 

 

63. Click Save for later when 
finished. 

 

You will be taken back to the 
previous page. 

 

64. The Notification of 
Application button will turn 
green. 

 

65. Next, click on the Additional 
Advertising Requirements 
button. 
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66. Indicate if you have 
advertised your application. 
Upload the supporting 
documentation. 

 

Note: If No, you have 14 days to 
submit. 

 

67. Click Save for later when 
finished. 

  

 

You will be taken back to the 
previous page. 

 

68. The Additional Advertising 
Requirements button will 
turn green. 

 

69. Next, click on the Details of 
Bingo Centre Premises 
button. 
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70. Enter information on your 
Bingo Centre Premises. 

 

71. Click Save for later when 
finished. 
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You will be taken back to the 
previous page. 

 

72. The Details of Bingo Centre 
Premises button will turn 
green. 

 

73. Next, click on the 
Establishment of 
Associates button. 

 

74. Enter your Establishment of 
Associates information. 
Answer ‘N/A’ if the question 
is not applicable, 

 

75. Click Save for later when 
finished. 
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All sections should be completed 
i.e. green. 

 

76. When all the boxes are 
green, click on the Next 
button. 

 

77. Enter your Associates. 

 

Note: If you have any associates 
that you need to declare, please 
follow steps 77 and 78. If not, 
please skip to step 79. 

 

78. Click on the Add button to 
add additional Associates. 

 

79. Click Submit Associates 
when finished. 

 
 

80. You will get a confirmation 
that your associates have 
been submitted. 

Note: You cannot proceed to the 
payment until all associates 
complete their applications. 

 

Once you have been notified by 
email that all associates have 
completed their applications, you 
can proceed with the payment. 

 

81. Navigate back to the licence 
application and click on the 
Next button. 
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82. Enter your payment details. 

 

83. Click the Pay Now button to 
submit. 

 

84. You will get a confirmation 
message that your 
application has been 
submitted. It will now be 
processed by the VGCCC. 
Additionally, you will receive 
an email. 

 

3.4 Tracking your application 

The following instructions and screenshots will show how you track your application 

Steps # Description 

1. Log into the VGCCC Portal 
and click on My 
Applications from the Menu. 

 

2. Find the application you 
submitted and check the 
status.  
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3. To view further information 
about your application, click 
the Application link 

 

4. Further information about 
your application will appear. 

 

3.5 Withdrawing your application (via My Applications) 

The following instructions and screenshots will show you how to withdraw your application. 

Steps # Description 

1. Log into the VGCCC Portal 
and click on My 
Applications from the Menu. 
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2. Select the application you 
want to withdraw 

 

3. Click the Withdraw this 
Application button. 

 

4. Enter the reason(s) of why 
you want to withdraw your 
application. 

 

5. Click Submit Request when 
finished. 

 

6. A confirmation message will 
appear that your application 
has been withdrawn. 

 

3.6 Withdrawing your application (via Bingo Centre Operator Tile) 

The following instructions and screenshots will show you how to withdraw your application. 

Steps # Description 

1. On the Bingo Centre 
Operator page, click on 
Complete Request button 
on the Licence Application 
Withdrawal tile. 

 



 
 
 
 
 
 
 

VGCCC PORTAL – BINGO CENTRE OPERATOR (EXTERNAL USERS) – USER GUIDE   52 

OFFICIAL 

2. Enter your application 
number. 

 

3. Click the Search for 
application button. 

 

4. The details of your 
application will appear. 

 

5. Click Next to proceed. 

 

6. Enter the reason why you 
are cancelling your 
application. 

 

7. Click on the Submit Request 
button. 

 

8. A confirmation message will 
appear that your application 
has been withdrawn. 

 

3.7 Lodging a Bingo Return 

The following instructions and screenshots will show you how submit a Bingo Return 

Steps # Description 

Note: In order to submit Return, 
you needed to create a Bingo 
Notification under the Community 
and Charitable Gaming tile. 

 

1. Navigate to the Bingo Centre 
section and click on the 
Lodge a Bingo Return 
Complete Request button. 
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2. Select the relevant return i.e. 
Status should be Draft 

 

3. Click on Edit this 
Application to populate your 
return. 

 

4. Read the instructions. 

 

5. Click Next to begin. 
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6. Enter your Organisation 
Details. 

 

7. Click the Next button to 
continue.  

 

 

8. Enter your financial 
information. 

 

9. Click the Next button to 
continue. 
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10. Enter your monthly data by 
clicking on the down arrow 
and choosing Edit. 
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11. Before you can proceed, all 
monthly data must be 
entered as shown. Click Next 
to proceed. 

 

12. Declare and sign that all 
information provided is 
accurate. 

 

13. Click the Next button to 
continue. 

 

14. You will receive a 
confirmation message that 
your return has been 
submitted. 

 

15. You will also receive an email 
of the confirmation of your 
submission. 

 

 

 


