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1.1 Setting Up a myID Account 
 

To access the Vehicle for Hire Online Portal, a company must register for a City of Calgary myID 
and myID Business Account.  

If you already have a myID account but not a myID Business Account, please jump to 1.2 Setting 
Up a myID Business Account below. If you already have both accounts, please jump to 1.3 Setting 
up a New Taxi or Limousine Brokerage.  

Go to the Vehicle for Hire landing page and choose myID. This will direct you to the myID sign up 
or sign in page. 

 

 

 

 

https://vehicleforhire.calgary.ca/
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You will need to create a 
myID personal account 
before you can create a 
business account.  

 
1. Select to Create a myID 

account. 

 
  

2. Complete all the 
required information in 
the form.  
Enter your first and last 
name, and your email 
address.  
Select a username. If 
the name is available, 
you will see this 
message:  

 
If the username is not 
available, please select 
a different username. 
Select a password and 
then re-enter to confirm 
your password. 
  
Be sure to click the 
acknowledgement 
before the Captcha.  
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After you click Create, the 
system will send a 
confirmation message to 
the email account you 
used.  

 

 
3. Enter the Validation 

Code from the email and 
click Submit.  

 
You will then be redirected back to the myID sign up/sign in page from Step 1.  

 

Once you have a myID Account, you will need to create a myID Business Account 
before you can access company information on the Vehicle for Hire Online Portal. If you 
already have a myID Business Account, please skip ahead to section 1.3 Setting up a 
New Inspection Station. 
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1.2 Setting Up a myID Business Account 
 
Go to the Online Services page (https://apply.calgary.ca/). 
 

1. Select to Start a New 
Business Licence 
and/or Land Use 
Approval. 

 
  

2. Enter your myID account 
and password, then click 
Sign in to myID. 

 

https://apply.calgary.ca/
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3. Select to Begin 
Application. 

  
4. Your full name and email 

address will be 
automatically filled in. 
Select whether you are a 
Business Owner, a 
Property Owner, or an 
Agent.  

 
     If you are an Agent, you 

will need to enter the 
Representing Company 
Name. 

 
     Enter your phone number 

and click Next. 
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5. Enter the business type. 
This depends on your 
business location: 
Commercial or Home 
Based 

 
     Choose No for the 

question “Is the business 
registered as a Charitable 
Organization”, and then 
click Next. 

 
 

 

 
6. Enter the address of the 

business location, then 
click Next. 
 
If you chose Home 
Based, there will be a 
series of questions 
related to the use of the 
residential home for 
business use. 
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7. Select your business 
activity. 
 
Your choice will depend 
on the type of business 
you will be conducting. 
Please use the live Chat 
now feature if you have 
any questions regarding 
the type of business 
activity that is relevant to 
your business. 

 
8. Answer the questions 

about how you will use 
the location.  

 
Provide a brief 
description of your 
business and how it 
operates, then click Next. 
 
If you chose Home 
Based, please go to step 
10. 
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9. Select whether you will 
be the first tenant in the 
building space, whether 
the building previously 
had a different business 
in it, or whether you 
currently are using 
building space. 

 
     Once you make your 

selection, a further series 
of questions will appear. 
Select Yes or No in 
response to each 
question. You must 
answer each question. 
Once you have answered 
all the questions, click 
Next. 

 



 
Inspection Station User Guide 
City of Calgary                         
 

 

2026-05-24 
Page | 11 
 

10. On this page, choose 
to register your business 
now and then 
acknowledge that you 
understand a building 
permit may be required (if 
Commercial). Once you 
select these, click Next.  

 
11. You then must decide 

if you wish to continue to 
use your Personal/Citizen 
Account (myID) or 
whether you want to 
create a new myID 
Business Account for 
your business. 
 
If you chose to continue 
using the myID account 
you are currently logged 
in with, please go to step 
12. 
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If you chose to create a 
new myID account, you 
must create an 
Administrator Account for 
you myID Business 
Account. Complete the 
required information. 
Select your role from the 
list and then click Next.  

 
12. Enter all the required 

information about your 
business, including the 
name, email, phone 
number, and move-in and 
opening date. Then enter 
the mailing address for 
your business. 

 
You can select to have 
the same email, phone 
number, and address as 
your myID account if they 
are the same. 
 
Once you have entered 
the required information, 
click Next. 
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13. Select the business 
ownership format.  

 
 

 
    If you select Sole 

Proprietor, you can then 
enter the name of the 
owner. If you select Same 
as applicant, it will autofill 
the information.  

  
    Then click Next.  
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    If you select Partnership, 
you will be asked whether 
the partnership is a 
corporation or an 
individual.  You will then 
need to complete the 
information about the 
partners. You can select 
to add more partners. 

 
Once you have entered 
all the required 
information, click Next. 

 
If you select the Business 
Ownership is a 
Corporation, you will be 
asked to enter the 
information about the 
Corporation. 
 
Once you have entered 
all the required 
information, click Next. 
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14. This is a summary of 
all the information you 
have entered about your 
business. Verify all the 
information is correct. 

 
If you need to make any 
changes to the 
information, click Edit for 
that section and enter the 
new information. 
 
Once you have verified all 
the information is correct, 
click Next. 
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15. Carefully read the 
Online Services Terms of 
Use form and then click 
Consent and confirm. 

 
Click Confirm and Pay. 
Please note, a fee at this 
stage is dependent on the 
type of business 
registration. 

 
If you chose to create a new myID Business Account for your business, you will receive a 
confirmation email providing you a temporary password. Log in through the link in the email 
message and change your password. 
 
If you chose to continue using the myID account you are currently logged in with, you will use 
your current username and password to access the Vehicle for Hire online portal. 
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1.3 Setting Up an Inspection Station 
 
Go to the Vehicle for Hire Online Portal (vehicleforhire.calgary.ca) and select myID to sign in. 
 
 
  

 
  
 
 
1. Once you have logged in, 

you will be redirected back 
to the Vehicle for 
Hire Online Portal.  

  
Click the Company Setup Icon.  

  
  

https://www.vehicleforhire.calgary.ca.html/
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2. Complete all the 
required Company Setup 
information including 
Contact and Address.  

  

Click Create Company.  
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3. Verify all Company 
Information is correct, then 
click Save all Changes. 
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4. Navigate back to the 
Home page and click the 
Inspection Stations icons. 

 
Click the + Add New icon. 
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5. Fill in the Information for 
the Inspection Station and 
click Next. 

 
 
 
 
 
 
 
 
 

 
6. You must now complete 

the Inspection Station 
Questions. 
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7. For each item, type in 
your response. 

 
    Write clear answers to 

each question with as 
much information as you 
can provide. This will help 
the Licensing 
Representatives when 
they evaluate your 
application. 

 
    As you complete the 

sections, the icons will 
change from an orange 
warning triangle to a 
green circle with a 
checkmark. 
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8. When you have answered 
all the questions, you will 
need to upload a 
Corporate Search 
document supporting your 
application. Click the box 
for the document and 
upload it to the 
application. 

 
9. Select the Consent and 

then click Next. 
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10. You must now pay the 
licence application fee. 
Click Proceed to 
Payment. 

 
11. Fill in the credit card 

information and click 
Checkout. 

 
    If your transaction was 

successful, you will 
receive a Transaction 
Approved message. 

 
    Click the arrow to return 

to your dashboard. 
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    You can see in your 
profile that the application 
has been submitted. 

 
The system sends notification to Vehicle for Hire Licensing. You will receive a 
message once they have reviewed the application. 
If the application has been declined, the email you receive will indicate what needs to 
be updated. 
12. In the event an 

application is declined, 
log into the Vehicle for 
Hire Online Portal and 
select Inspection Stations. 

 

https://vehicleforhire.calgary.ca/
https://vehicleforhire.calgary.ca/
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13. Select to edit your 
application. 

 
14. Make all required changes, 

select the Consent and then 
click Next. 
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    You can see in your profile 
that the application has 
been submitted. 

 
Once the application has been approved, you will receive an email notifying you that a Vehicle 
for Hire Officer will schedule an appointment with you for an inspection. 
After the inspection, once the application has been approved, you will receive an email. 

15. Log into the  Vehicle for 
Hire Online Portal and 
select Inspection Stations. 

 

https://www.vehicleforhire.calgary.ca.html/
https://www.vehicleforhire.calgary.ca.html/


 
Inspection Station User Guide 
City of Calgary                         
 

 

2026-05-24 
Page | 28 
 

16. You can see in your profile 
that the application has 
been approved and 
licensed. 

 
Click Download Licence to 

download your Inspection 
Station license. 
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1.4 Setting up a Mechanic 
 

There are two ways to add a Mechanic to your Inspection Station. You can Become a Mechanic yourself or 
Invite a Mechanic to set up with your company.  

To Become a Mechanic yourself at your Inspection Station, please see the Mechanics user guide.  

To Invite a Mechanic to set up with your company: 

 
1. Click the Mechanics 

Icon. 

 
 

2. Choose the correct 
Inspection Station from 
the dropdown and then 
click Invite Mechanic. 
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3. Complete the First 
Name, Last Name, and 
Email Address of your 
Mechanic and click 
Send Invite. 

 
    Your invited Mechanic 

will receive an email 
directing them to log in 
to their portal and submit 
their application. 
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1.5 Updating Company Information 
 

 
1. Log into the  Vehicle 

for Hire Online Portal 
and select Inspection 
Stations. 

 
 

2. Select to update the 
information on your 
Inspection Station. 

 

 

 

 

 

https://www.vehicleforhire.calgary.ca.html/
https://www.vehicleforhire.calgary.ca.html/
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3. Make all required 

changes, select the 
Consent, and then click 
Next. 

 

     You can see in your 
profile that the 
application has been 
submitted. 

 
If your Change Application includes an address change within Calgary, you will receive an 
email notifying you that a Vehicle for Hire Officer will schedule an appointment with you for 
an inspection. 
Once the inspection has been completed and the application has been approved, you will 
receive an email. 



Taxi and Limousine Brokerage User 
Guide 
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4. Log in to the Vehicle for 

Hire Online Portal and 
select Inspection Stations. 

 
 

5. You can see the updated 
information in your 
dashboard. 

 
  Click the Download licence 

icon to download your 
Inspection Stations licence. 

 
 

 

 

 

 

 

 

 

https://www.vehicleforhire.calgary.ca.html/
https://www.vehicleforhire.calgary.ca.html/
https://www.vehicleforhire.calgary.ca.html/
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1.6 Renewing Your Annual Licence 

You can renew your licence up to one month ahead and within 30 days after the expiry date. 
 

1. Log in to the Vehicle for 
Hire Online Portal and 
select Inspection 
Stations. 

 
2. You will see your 

licence requires renewal. 
Click Renew. 

 
 

 

 

 

 

 

https://www.vehicleforhire.calgary.ca.html/
https://www.vehicleforhire.calgary.ca.html/
https://www.vehicleforhire.calgary.ca.html/
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3. Complete the renewal 
form in the same way as 
the original licence 
application. 

 
    Verify the contact 

information is correct, 
answer all the questions 
from the questionnaire, 
upload all the required 
documents, click the 
Consent, and then click 
Next. 

 
 

4. Click Proceed to 
Payment. 

 
     Complete the online 

payment process. 

 
Once the transaction is approved, the system sends notification to Vehicle for Hire Licensing. 
You will receive an email once they have reviewed the application. 



Taxi and Limousine Brokerage User 
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    You can see in your 
profile that the 
application has been 
submitted. 

 
Once your application has been reviewed and approved, you will receive an email that your 
renewal application has been approved. 

5. Log in to the Vehicle 
for Hire Online Portal 
and select Inspection 
Stations. 

 

 

https://www.vehicleforhire.calgary.ca.html/
https://www.vehicleforhire.calgary.ca.html/
https://www.vehicleforhire.calgary.ca.html/
https://www.vehicleforhire.calgary.ca.html/
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6. Click Download licence 
to download your 
Inspection Station licence. 
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