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eApply is a secure online service to make application for construction permits which is fast, convenient, 

and paper free. This guide will assist a new user in getting set-up and navigating the eApply permitting 

system. 

1. Registering a Profile 
eApply works in conjunction with another of the City’s online services – MyPortCoquitlam. To login and use eApply, 
a user must first create a MyPortCoquitlam profile.  If there is already an existing MyPortCoquitlam profile 
registered, this account can be used to login. The eApply system will pre-populate the permit contact information 
based on the data contained in the MyPortCoquitlam profile. 
Note: Permits are automatically registered to the MyPortCoquitlam account of the profile used to apply, so 
businesses should consider internal practices and staff roles when setting up their MyPortCoquitlam profiles. 

 From the eApply landing page, click the link:  Register for a MyPortCoquitlam Profile 
 

1. Navigate to PortCoquitlam.ca 
 Services 
 Online Services & Payments 
or follow the link to 
My.PortCoquitlam.ca 
Click on “Login or Create An 
Account” to create a new 
profile.  

 

2. From the MyPortCoquitlam 
landing page navigate to the 
registration page to complete 
the form to create your 
MyPortCoquitlam login.  

An email will then be sent to 
the email provided during 
registration to verify your email 
address and complete the 
profile activation. 
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2. eApply Permit Applications 
 On our eApply Dashboard page you will find the list of permits available for online application. From the eApply 

page www.portcoquitlam.ca/eApply use the menu to navigate to the required permit type. 

 

3. Login in screen 
 Once you start your journey to a Multi Family Dwelling Building Permit, you will be taken to a login screen. 

 

PLEASE NOTE:  You will notice  (help) buttons within the application.  Hover over these buttons and a box with 
additional information is provided which will assist you in completing the application. 
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4. Confirm Development Permit 
 Before continuing the Multi Family Dwelling Building Permit application ensure that you have an issued 

development permit. This is required if you are applying for a NEW Multi Family Dwelling Permit. 

 
PLEASE NOTE: Do not use the browser Back button while working in the eApply system. The Confirm screen will 
provide links to go back and revise the information entered. The eApply application must be completed up to the 
Receipt screen in a single session. 

5. Applicant Information  
 The applicant information page will appear, some of this information will auto populate with the information from 

your MyPortCoquitlam profile.  
PLEASE NOTE: All items with a red asterisk * must be completed in order to move to next page of application. 
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6. Report Code Selection 
 Select the type of work to be completed, new construction, addition, alteration or repair. 

 

 

 

 

 

 

 

 

 

 

7. Property Selection  
 All current civic addresses within the City of Port Coquitlam have been added to the system. 
 Start by adding the four-digit civic address, if there are multiple addresses with the same civic address or multiple 

units at the address, a drop-down menu will appear and you are able to scroll down to select the correct address. 
 

 

8. Construction Value  
 Enter the construction value, this value is required to determine the total application fee. 
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9. Folder Information 
 The access code provides security for accessing permit information or booking inspections using MyPortCoquitlam 

and acts as a PIN for your permit.  It can be used to share your permit with other MyPortCoquitlam users, and may 
be used to verify your identity when requesting aid via telephone.   

 

10. Document Upload 
 Upload the Acknowledgment of Owner document.  

  

11. Confirmation Page 
 A page will appear showing all information that you have added to the application. Choose the edit button within 

the box of any section that may require changes/edits. 
 The initial permit fees will now be shown. 
 The last box is the acknowledgements, which must be checked off prior to moving to the next page. Once you 

have reviewed the information, completed any necessary edits and checked the acknowledgements click on the 
continue button on the bottom of the page to continue the application process.  
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12. Payment Page 
 You will now be directed to our secure payment provider page to pay all outstanding fees. Enter your credit card 

information in the boxes, click on continue. 

 

13. Receipt Page 
 Upon confirmation of receipt of successful payment, you will be linked to the receipt page. Print the receipt for 

your records.    

 
PLEASE NOTE:  Once you leave this page, you will no longer have access to print the receipt 
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 Navigate to ‘View Permit in Plan Review’ to complete your Online Plan Submission for this Multi Family Dwelling 
Permit. This can also be accessed within your MyPortCoquitlam account, after logging in navigate to the Permit 
Number created to view the Permit Account Details. 

 

14. Upload Documents 
 In an open project, select the Plan Documents tab to upload plan documents. The upload buttons will be 

available if the project is not in an open review cycle. Use the Browse button to select files from the local 
machine, select the necessary Discipline and Sheet Type from their respective drop downs, and click Upload to 
add the documents to the project. 
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PLEASE NOTE:  To upload revisions of Plan Documents, either upload a new Plan Document with the 
same file name as the original using the Browse Button OR use the Browse button (middle icon) in the 
Actions menu on the right-hand side of the page. 

PLEASE NOTE:  Files that have yet to be uploaded are indicated with a status of ‘Pending Upload’ and 
once uploaded display a status of ‘Success’. 

 

15. Submit for Plan Review 
 Once all desired files have been uploaded, select the ‘Submit for Review’ button. This will notify the City staff that 

the project and plans are ready for review and begin the review process. 

 

16. View and Download Documents 
 Throughout the review process, documents may be published to the portal containing markups, comments or 

instructions. To view these documents, choose the Review Documents (for markups and comments) or Approved 
Documents (for approved plan sets) tabs. Check the box to the left of any document you wish to download and 
download by clicking the icon in the furthest right column. 



11 | P a g e  
 

 

 
 To download all documents on the tab in a zipped file, choose the checkbox in the column header to select all 

documents and click the corresponding download icon.  

17. Online Plan Review Status 
 Within your MyPortCoquitlam account when reviewing the Permit Account Details of your application, at the 

bottom of the page you will find the status of each department reviewing your Online Plan Submission.  
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