
 

   

 
 

Vehicle for Hire Online Portal 
 
Mechanics User Guide 
 

  



 
Mechanics User Guide 
City of Calgary                         
 

 

 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
COPYRIGHT © 2026 The City of Calgary 
ALL RIGHTS RESERVED. Any unauthorized reprint or use of this material is prohibited. No part 
of this course may be reproduced or transmitted in any form or by any means, electronic or 
mechanical, including photocopying, recording, or by any information storage and retrieval 
system without express written permission from The City of Calgary.

 



Mechanics User Guide 
City of Calgary 

 

2026-05-24 
Page | 2  

Table of Contents  
 
1.1 Setting Up a myID Account ..................................................................................................... 3 
1.1 Setting up a Mechanic ............................................................................................................ 6 
1.5 Renewing Your Annual Licence ............................................................................................ 14 
 

 

  



Mechanics User Guide 
City of Calgary 

 

2026-05-24 
Page | 3  

1.1 Setting Up a myID Account 
 

To access the Vehicle for Hire Online Portal for a Mechanic, an individual must register for a City 
of Calgary myID Account.  

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

 

 

 

You will need to create a 
myID personal account.  

 
1. Select to Create a myID 

account. 

 
  

https://vehicleforhire.calgary.ca/
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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.    

After you click Create, the 
system will send a 
confirmation message to 
the email account you 
used.  
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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.  
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1.1 Setting up a Mechanic 
 
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 Mechanics Icon.  

  
There are two ways to be added as a Mechanic to an Inspection Station. You can Become a Mechanic 
yourself at your own Inspection Station or you can be invited to become a Mechanic by an Inspection 
Station.  

For instructions on how to Invite a Mechanic to set up with your Inspection Station, please see the 
Inspection Station user guide.  

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


Mechanics User Guide 
City of Calgary 

 

2026-05-24 
Page | 7  

To Become a Mechanic yourself at your Inspection Station: 

2. Choose the correct 
Inspection Station from the 
dropdown and then click 
Become a Mechanic.  

 

 

 

To complete a Mechanic application after being invited by an Inspection Station:  

3. Choose the correct 
Inspection Station from the 
dropdown and then click Edit 
Application. 
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4. Complete the Contact 
Information for the Mechanic. 

 

 

5. Scroll down the page and 
click Add Qualification to 
add your Mechanic 
Qualification information. 

 
    After entering in the 

information, click Add, 
and then click Next. 
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6. You must now complete 
the Mechanic Questions. 

 
    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.  

 
7. You must now upload the 

required documents to 
support your application. 

 
    Click the box for the 

document and upload it to 
the application.  
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8. You can select whether to 
pay now or to charge the 
Mechanic application fees 
to the Inspection Station.  

 
9.Select the Consent and 

then click Next.  
 

 
10. If you chose to Pay Now, 

you must now pay the 
Mechanic application fee. 
Click Proceed to 
Payment. 
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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. 

 
    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 
click the Mechanics Icon.  

 

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

 
14. Make all required changes, 

select the Consent and then 
click Next. 

 
    You can see in your profile 

that the application has 
been submitted. 

 
Once the application has been approved, you will receive an email. 
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15. Log into the  Vehicle for 
Hire Online Portal and 
select Mechanics. 

 
16. You can see in your profile 

that the application has 
been approved and 
licensed. 

 
     Click Download Licence to 

download your Mechanic 
license. 

 
  

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

 

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

 

6. Click Download licence 
to download your 
Mechanic licence. 

 

 

 

 

 

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