CITY OF PERT COQUITLAM

eApply Dashboard and Online Plan Submission
Step by Step Guide
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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.

e From the eApply landing page, click the link: Register for a MyPortCoquitlam Profile
P@RT Recreation & Business & Our
COQUITLAM Services Parks Explore PaCo Development Government
# Home > Services > Online Services & Payments
ervices
. . Gty Departmens Online Services & Payments
1. Navigate to PortCoquitlam.ca > , ; \
Easily manage your City services onlinel Connect with the City, pay bills, apply for services and permits, submit
9 Se I'ViceS SarvicaTibquesti service requests, and more—anytime, anywhere.
. . | online Services & Payments p
- Online Services & Payments MyPortCoquitiam
. ‘Wasta Gollection > MyPortCoquitiam is your one-stap portal for managing property taxes, utility bills, dog licences, and business
or follow the link to SRR ,
MV' Portcoquitla m.ca R e e > « Access eurrentand past bills
- View account history
Click on “Login or Create An e : « Payyourprkinger by ket businsss sncerensar g csnce
Water, Sewer & Drainage >
”
Account” to create a new :
profile. Byiaw Services
Property Taxes >
Utility Bills > Stay Connected
Cemetery Connect with us on social media to keep up-to-date on our community!
WEeLcoME To MYPorTCoQUuITLAM!
Access your City accounts online, 24 hours a day using MyPortCoquitlam.
2 From the MyPortcoquitIam Create a profile, regisier your accounts and access your information.

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.

+ Property taxes
= Utility bills
- Business licences
+ Dog licences
- Schedule building or plumbing inspection
« Use eApply to apply for Plumbing or Fire Sprinkler permits online.
First time visiting the site? You'll need to register a profile before you can login. Click on Register now under the Login button

Need help registering? Please refer to our easy step-by-step guide here.

Already registered? Fill in your email and password, and click Login.

Email Address

Password

cncu register for a MyPoriCoquitiam profile

Forgot your password? Fill in your email above and click here to reset
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2. eApply Permit Applications

e Onour 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.

EAPPLY DASHBOARD

Select the type of permit you wish to apply for

FIRE SPRINKLER & PLUMBING PERMIT .

MULTI FAMILY DWELLING BUILDING PERMIT

3. Login in screen

e Once you start your journey to a Multi Family Dwelling Building Permit, you will be taken to a login screen.

MULTI FAMILY DWELLING BUILDING

LOGIN

Please enter your myPortCoquitlam credentials below

Email Address o

Password
Login

Read the Terms of Use

Forgot your password? Reset It
Don't have a profile? Register Now

PLEASE NOTE: You will notice 9 (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.

MULTI FAMILY DWELLING BUILDING

Welcome to the MULTI FAMILY DWELLING BUILDING eApply, the online permit application system for the City of Port

Coquiltam. Once a permit application has successfully completed, a permit number will be issued and additional details may be
viewed in your myPortCoqguittam account.

Please note the following requirements:
« You must have a myPortCoquitlam profile to use eApply, Click here to create a new account

« You will nead a pdf viewer.

« All fields with an * are mandatory and must be complated.
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4. Confirm Development Permit

e 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.

MULTI FAMILY DWELLING BUILDING PERMIT

CONFIRM CEVELOPMENT PERMIT (Required if you are applying for a MEW Mulli Family Dwelling)

Do you have an issued Development Permit?*

I Yes Mo |

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

e 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.

MULTI FAMILY DWELLING BUILDING PERMIT

APPLICANT [NFORBASTION

— Contact Infermation €

wnhac Feftmmation akow,

Fared Heme imtlial
Lact Nama"

Fhane"

Mol Phona

Contast Ema Atomcs

Canfirm Emall Addrace”

— Mziling Address 9

Placsie riar youf maikhg addnens iformaion Delow

e B e e | CwloAddrees s | Fren Fom

Ldditionsl informatian

it Houes®

Country™

Frovinos Bets™

Foriwae coas®

“ B
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6. Report Code Selection

e Select the type of work to be completed, new construction, addition, alteration or repair.

REPORT CODE SELECTION

— Report Code Selection
") New CONSTRUCTION 9
() ALTERATION 9
() AbpiTion 9
") REPAIR &

7. Property Selection

e All current civic addresses within the City of Port Coquitlam have been added to the system.
e 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.

MULTI FAMILY DWELLING BUILDING PERMIT

PROPERTY SELECTION

E o

550 KINGSWAY AVE
580 PATRICIA AVE

5380 SHAUGHNESSY 5T
580 THAMES CRES

8. Construction Value

e Enter the construction value, this value is required to determine the total application fee.

MULTI FAMILY DWELLING BUILDING PERMIT

CONSTRUCTION VALUE PAGE

2 «
Construction value 9
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9. Folder Information
e 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.

MULTI FAMILY DWELLING BUILDING PERMIT

FOLDER INFORMATION

— APPLICATION Details

Please enter the details of the permit below.

Access Code”

Description of Work’o

o

10. Document Upload

e Upload the Acknowledgment of Owner document.

MULTI FAMILY DWELLING BUILDING PERMIT

DOCUMENT UPLOAD
FORM A — Acknowledgment of Owners

11. Confirmation Page
e 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.
e The initial permit fees will now be shown.
e 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.

Acknowledgement

As the applicant. | make this application te the Director of Development Services, | have fulfilled the
complete application requirements. and agree to pay any additicnal costs incurred by the City of Pord
Coquitlam for services in processing the application.

A4s the applicant. | accept these ferms and conditions.
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12. Payment Page

e 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.

TEMPEST PAYMENT SERVICE PROVIDER (

— Order Details

Order Number: 162555
Amount Owing: $120.00
— Credit Card Information
Card Type: Visa v
Card Number: 424242424242424242
Expiry Date (MMYY): 0524
Name on Card: TEMPEST TEST
CVV2 Number: 1234
A A

13. Receipt Page

e Upon confirmation of receipt of successful payment, you will be linked to the receipt page. Print the receipt for

your records.
EAPPLY DASHBOARD

RECEIPT

Payment & permit details below, pleass print for you records.

Your payment was successiul.

Payment Information

‘Order Number:
Authorization Code:
Order Amount: $120.00
Transaction Date: Dec 10, 2024 04:09:09 PM

View Penmit in Plan Review [

APPLICATION BP014531 Created

APPLICATION for 2530 SHAUGHNESSY ST PORT COQUITLAM BC V3C 2A8 has been created and will be reviewed by
city staff.

Apply for Another APPLICATION m_

PLEASE NOTE: Once you leave this page, you will no longer have access to print the receipt
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e 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.

PeErMIT AccouNT DETAILS

Permit Number: EPD14532 = )
Map Satellite i -
A | G
Type: MULTI FAMILY DWELLING ] = ®
. “\; Jirnmytsitunch Box @) ‘qm_rr\
et & IcBC C
& Ponc am &2
Q’J‘ & i
Subject: MULTI FAMILY N-_,m
s
Pont Coquitlam £
Status: RECEIVED Part Coguitlam +
Community Centre
g o |-

Keyboer shorteuts . Mep deta ©2024 Google | Tems (3

View Permit in Plan Review

Permit
Purpose: test
Application Date: Dec 11, 2024

Approved Date:

Issued Date:

Expires:

Completed:

14. Upload Documents

e Inan 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.

~ Document Upload Instructions and Tips

« View City of Port Coquitiar Subrnission Guidelines
« Upload all files as PDFs with no password protection, encryption, or other security restrictions. Vector-based PDFs are preferred
« Name your files so they will display in the desired order alphanumerically.
« Continue to use the same file name for each submission of the same document, or click 18 next to any document to upload using a new file name
« Upon approval, your plan set will be ordered exactly as displayed
« Select the discipline and sheet type that best describes each file
Never delete plans or drawings that have already been submitted, unless directed by the City.
Avoid the use of AutoCAD SHX Text comments. Refer to this article for more information

Upiozd ot vanes (RIS

O |':_¢ Name Discipline Sheet Type Description Revision Upload Status Action:
(m] 0001-001-A-SITEPLAN Architectural v Siteplan v New Pending Upload Bo
O 0001-002-A-ELEVATION Architectural Elevation 1 Bx & B

9|Page



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.

P@RT

e m
Plan Review
Eroject ~ Document Upload Instructions and Tips
BP014525
Group « View City of Port Coguitlam Submission Guidelines
<None> « Upload all files as PDFs with no password protection, encryption, or other security restrictions. Vector-based PDFs are preferred
Narme « Name your files sa they will display in the desired order alphanumerically.
2580 SHAUGHNESSY ST - - e
MULTI FAMILY « Continue to use the same file name for each submission of the same document, or click next to any document to upmad using a new file name
it + Upon approval, your plan set will be ordered exactly as displayed

« Select the discipline and sheet type that best describes each file
« Never delete plans or drawings that have already been submitted, unless directed by the City.
« Avoid the use of AutoCAD SHX Text comments. Refer to this article for more information.

Status: Reacly /

Plan Submission

Review Status

o Browse Edit Names
Actions a E;J, Name Sheet Type Description Revision Upload Status Actions
Submit for Revi O 0001-001-A-SITEPLAN | Architectural v Siteplan v New  Pending Upload Eo

O 0001-002-A-ELEVATION Architectural Elevation 1 Ex & B

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

e 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.

P@RT

Plan Submission

Review Status
None

Actions
Submit for Review

« Select the discipline and sheet type that best describes each file
« Never delete plans or drawings that have already been submitted, unless directed by the City.
« Avoid the use of AutoCAD SHX Text comments. Refer to this article for more infarmation

o S - oo

Name

Discipline Sheet Type Description Revision
(m] 0001-001-A-SITEPLAN Architectural Siteplan 1
o 0001-002-A-ELEVATION Architectural Elevation 1

COQUITLAM
Plan \pp
Erojact ~ Document Upload Instructions and Tips
BP014525
Group « View City of Port Coguitiam Guidelines
ST « Upload all files as PDFs with no password protection, encryption, or other security restrictions. Vector-based PDFs are preferred
Name e

« Name your files so they will display in the desired arder alphanumerically.

2580 SHAUGHNESSY ST - s
MULTI FAMILY « Continue to use the same file name for each submission of the same document, or click next to any document to uplﬂad using a new file name
Status « Upon approval, your plan set will be ordered exactly as displayed

Upload Status
Ex
=

Success

Actions
= B
= B

16. View and Download Documents
e 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.
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P@RT

COQUITLAM

Plan Documents

Project
BP014520

Group
<None>

Name

MULTI FAMILY
Status

2580 SHAUGHNESSY ST - I

Re-Submission Reguired

Review D App

Review Cycle al v
(m] 7% Name

[m] Marked Plan Set for Project ID BP014520

Document Date

11/25/2024

Download
=2

Review Comments for Project ID BP014520 (PDF)

11/25/2024

B |

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.

P@RT

COQUITLAM

Plan Documents.

Project
BRO14520

Group
<None>

Name

MULTI FARILY

2580 SHAUGHNESSY ST -

Review Decuments Approved Documents

Review Cycle v

Name

Marked Plan Set for Project ID BPO14520
Review Comments for Project ID BP014520 (FDF)

Document Date
11424/2024
1425/2024

Download
E
Ev

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.

Tasks

ONLINE PLAN REVIEW - DEV ENG
PENDING

Start: Dec 11, 2024 End:

Add to your Personal calendar

OMLINE PLAN REVIEW - BUILDING
PENDING

Start: Dec 11, 2024 End:

Add to your Personal calendar

ONLINE PLAN REVIEW - PLANNING
PENDING

Start: Dec 11, 2024 End:

Add to your Personal calendar

ONLINE PLAN REVIEW - FIRE
PENDING

Start: Dec 11, 2024 End:

Add to your Personal calendar

OMLINE PLAN REVIEW - PLUMBING
PENDING

Start: Dec 11, 2024 End:

Add to your Personal calendar

ONLINE PLAN REVIEW - PARKS
PENDING

Start: Dec 11, 2024 End:

Add to your Personal calendar

ONLINE PLAN REVIEW - GIS
PENDING

Start: Dec 11, 2024 End:

Add to your Personal calendar
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