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MyPortCoquitlam User Guide for Home and Business Owners 
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Step-by-Step Instructions 

What Is MyPortCoquitlam?  

MyPortCoquitlam is a 24/7 secure, ‘one-stop-shop’, online service that allows residents and businesses to 
access information about their City of Port Coquitlam accounts.  It’s easy to use and all information is protected 
by private access codes. 

How do I get a MyPortCoquitlam account?  Simply create a free profile and register your account(s) following 
the instructions below, and access your information anytime.      
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1. Register for a MyPortCoquitlam Profile

 All boxes with red asterisks * must be filled in.
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2. Email
 To complete the registration, click on the link provided in the email.

 Welcome to MyPortCoquitlam pages opens.
 Enter your email address and password

 Click on
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3. Next steps
 Once you have registered for MyPortCoquitlam, you will need to register your account(s).

i.e. – Dog Licence, Business Licence, Tax and Utility Accounts.
 If you are already registered, you may skip this step.

4. Edit Accounts
 From this window, you may register an account, change bill delivery method from paper to ebill or

remove any accounts you may have previously registered.

5. Register an account
 Click on



MyPortCoquitlam User Guide-Residents-Businesses  Page 5 of 20 

6. Register a Dog Account
 To register a Dog Account you will need your account number and access code from your bill.

 Click on

 Add your account number and access code.

 Click on
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7. Register a Business Licence account

 Click on

 Add your account number and access code as shown on the top left corner of your bill.

 You also have the opportunity to subscribe to eBilling rather than paper bills.

 Click on
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8. Register a Tax Account:
 You will need the Folio number and access code noted on your tax notice.

 Click on

 Add your Folio number and access codes.
 You also have the opportunity to subscribe to eBilling rather than paper bills.
 Click on
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9. Register a Utility Account
 You will need the Account Number and Access Code from your Utility bill.

 Click on

 Add your Account number and access codes.
 You also have the opportunity to subscribe to eBilling rather than paper bills.

 Click on
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10. Accounts Registered
 Once you have registered your account(s), the following screen will appear showing a list of account(s)

you have registered.
 To view, click on the appropriate box to open the Account Details.

11. Business Licence Account Details

 Click on the box with the Business Licence icon.
 Double-click to open the Account Details.
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 Window appears showing current information.

 To pay for your Business Licence, click on the button on the bottom right of the 
screen.
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 The following screen will appear.

 Click on the  button to proceed with processing of payment. 

 Enter your Credit Card information and email address.

 Click on  to process payment. 
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 Following screen will appear as payment is processing.

 Once payment has processed you will receive an email verifying payment.
 The email will have your payment details attached.
 Example payment receipt below.
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 The Account information screen also allows you to choose your bill receipt method of paper or
Email.

 Click on box with your choice of statement notification method.

 Click on
 Subscribing to eBilling gives you 24/7 access to your account, allowing you to print/reprint your

bill at your convenience.

12. Dog Account Information

 Click on the box with the Dog Licence icon.
 Double-click to open the Account Details

 Following screen will appear with Dog Account details.
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 Following screen will appear.
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 Emailed receipt
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13. Tax Account Details
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 The Account information screen also allows you to choose your bill receipt method of paper or Email.
 Click on box with your choice of statement notification method.
 Click on Save
 Subscribing to eBilling gives you 24/7 access to your account, allowing you to print/reprint your bill at

your convenience.

14. Utility Account Details
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 The Account information screen also allows you to choose your bill receipt method of paper or Email.
 Click on box with your choice of statement notification method.
 Click on Save
 Subscribing to eBilling gives you 24/7 access to your account, allowing you to print/reprint your bill at

your convenience.
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