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

Table of Contents

1.1 Setting Up a myID Account
1.1 Setting up a Mechanic .......

1.5 Renewing Your Annual Licence

2026-05-24
Page | 2



Mechanics User Guide
City of Calgary

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.

Vehicle for Hire Online Portal

This portal allows for the submission and management of Vehicle for Hire licensing applications

«  Looking to register a company or become a Vehicle for Hire driver? Please click mylD below to sign up and apply online
«  For existing drivers and company owners please click mylD below to sign into your account.

+  How-To documentation is available on Calgary.ca .

+ Need assistance? Please visit Calgary.ca B for contact information

mylD h

Privacy Policy | Terms of Use | Accessibility.

©2025.0Official web site of The City of Calgary, located in Calgary, Alberta, Canada.

@ oo | e T B

Youwillneedtocreatea |-, .o L. eace.
mylD personal account. g myD i

1. Select to Create a mylD | MY/ signuporsignin

account. i

INFORMATION | Login Change

Pleaseuseyouruser name (and not your em: Youcanuse Forgot buttos

Sign in with social media

Sign in with your mylD account

Username (required)

Password (required)
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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:

I @ Username is available ‘

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.

D
Calgary |%8% "

< Signin

myID account sign up

Please provide the following details,
First name (required)

Last name (required)

Email address (required)

Confirm email address (required)

Username (required)

ishow password

Confirm new password

show password

User account privacy statement

v call
from outside Calgary. ple: 03) 268-CITY (2489). Refer to EAQs for help.

| hava read and agrea t the terms of usa and privacy policy (required) w

After you click Create, the
system will send a
confirmation message to
the email account you
used.

Dear

You have initiated the process of creating your a new City of Calgary myID account with

Username:

To complete this process, please enter the below validation code on myID to verify this

emaill address.

Validation Code:

You will be prompted to provide this validation code every time you login to myID (or a
partner business application) until you actually provide it once to get your email verified.

Thanks,

The City of Calgary

Calgary |#s¥
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3. Enter the Validation Iy R e ST R T

Code from the email and N o
Calgary |#*
click Submit. I

Signin

A VERIFY EMAIL (SIGNUP)

You will then be redirected back to the mylID sign up/sign n 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.

Vehicle for Hire Online Portal

This portal allows for the submission and management of Vehicle for Hire licensing applications

e click MyID below o sign into your account.

arv.ca B for contact information

mylD

Erivacy Policy | Terms of Use | Accessibility

£2025 Official web site of The City of Calgary, located in Calgary, Alberta, Canada.

1. Once you have |Ogged in, = Online Vehicle for Hire Portal
you will be redirected back | ,
to the Vehicle for Welcome to the Vehicle for Hire Online Portal

lee Onllne Portal . 5 Welcome to the Vehicle for Hire Online Portal

Ple n an option below to proceed with an application, o update

Click the Mechanics Icon. s /0
3\

B |-'." =)

8 IIIII :a L \

Company Information Brokerages / Inspection Stations Mechanics
Transportation

Network Companies

©2026.0fficial web site of Th gary, located in Calgary, Alberta,
Canada.

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.
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To Become a Mechanic yourself at your Inspection Station:

2. Choose the correct
Inspection Station from the

= Calgary | Orline Venicle for Hire Portal @D

ﬁ Home 3 Mecharics
dropdown and then click /
Become a Mechanic. E Mechanics -
f‘; Setup anc Renew IMechanics. For additional information, plezse review our How-To (% guide. VLZVTJCE‘I;;D(‘E ‘hcﬂnﬂﬂ Repairs v
)
Name Phone Email Exp\ry Status Actions.
-\
l"i] No mechanics found for Your Negn:(u hood Repairs.
s Invite mrechanics fo get sfarted
8 4
To complete a Mechanic application after being invited by an Inspection Station:
3. Choose the Correct = Online Vehicle for Hire Portal CEED
Inspection Station from the | * o Ve
dropdown and then click Edit| , Mechanics /
A p p / IC a tlo n. & Setupard Renew Mechars. For addiiona infomaton,dease redew aur Howr o & guice. Prareriu -
A Test Mechanic (You] 555-555-5555 kristin mamiott@celgery.ca - New Edit Application
=
s +2 Invite Mechanic
5}
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4. Complete the Contact
Information for the Mechanic.

= Calgary f|  Onire Vehice for Hie Portal @ED

After entering in the
information, click Add,
and then click Next.

Qualifications

“The minimum qualfications to apply as a Livery Mechanic:

The applicant

r heavy duty
1o be consids

Noa K valficat 1
Discard

B Save and Continue Later

# Home » Mechanics > New
Mechanic
B Foraona rfornaton pleaszefrto ot How-To  gide
&
a Contact Information
Fist Name (Reqred) hidde Nme
A & 2
= Lt Name Requied) Pimary Hane (Requied)
$ & L
nspecion Statan (Requred) Emei (Readanly)
] Your Neighoourhocd Repairs [ kisinmerricti @ecalgary ca
Address
Streat Acdress (Required) UnitSute
i &
100 o
Ciy (Recuied) ProvincelSal (Recuied]
i Clgary ) Abeta
700 [
Couty Reuited) PostlZP (Requied)
€ Cauca i
0 &0
5. Scroll down the page and oy fplan
1 17 / Country (Require PostaliZIP (Requires
click Add Qualification to Co g o s
. 6100
add your Mechanic
Qualification information. E—
Driver's Licence Number (Required) Driver's Licence Class (Required) Licence Expiry (Required) ()

+ Add Qualication

Next >

Y
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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.

Mechanic Questions

Please answer the following questions with as much detail as possible
and attach sample documents to validate responses as needed. Note that
these questions are in direct relation to the Vehicle for Hire Bylaw &
20M2021. requirements for an Inspection Station and a Mechanic to
operate in the vehicle for hire industry while some sections are stated for
the applicant's reference only and may not require a response.

v Section 135
< A Section 142

@ Ifthe Director has reasonable grounds to believe that a Certified
Mechanic has improperly Issued an Inspection Certificate the
Director may refuse to accept Livery Vehicle Inspection
Certificates signed by that mechanic and may advise the Livery
Vehicle industry that the Director will not accept such
Certificates

To conduct testing and repairs on livery vehicles, full access to all
necessary tools and current technical manuals is required.

List the tools and technical manuals readily available while conducting
inspections and repairs on livery vehicles (Required)

Privacy Policy, | Terms of Use | Accessibility

©2026.0fficial web site of The City of Calgary, located in Calgary, Alberta,
Canada.

Supporting Documents

Allowed file types: PDF, PNG, JPG, JPEG, GIF, TIFF.

Maximum file size: 20MB.

Proof of Alberta Driver's
Qualification (Required) Licence (Required)

Application Fee Payment

@® PayNow (O Charge to Inspection Station

Privacy Policy, | Terms of Use | Accessibility

©2026.0Official web site of The City of Calgary, located in Calgary, Alberta,
Canada.

0/2000
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8. You can select whether to
pay now or to charge the L
Mechanic application fees 5
to the Inspection Station. | cumncion e

o Proof of
Qualification.jpg

Alberta Driver's
Licence (Required)

Q Alberta Driver's
Licence.jpg

Application Fee Payment

@® PayNow (O Charge to Inspection Station

Consent

Privacy Policy, | Terms of Use | Accessibility,

©2026.0fficial web site of The City of Calgary, located in Calgary, Alberta,
Canada.

(O PayNow (@ Charge to Inspection Station

9.Select the Consent and
then click Next.

Consent

I understand making of a false or misleading statement to Vehicle for Hire
Licensing concerning this application may lead to the application process
being delayed (Required)

Your personal information is being collected for eligibility purposes regarding
receiving, renewing, and/or retaining a vehicle for hire licence issued by The City of
Calgary. This information is collected pursuant to Section 4(c) of the Protection of
Privacy Act and the Vehicle for Hire Bylaw 20M2021. This information may be input
into an automated system to generate content or make decisions, recommendations,
or predictions. For questions about this collection of personal information, please
contact the Records and Information Administrator of EMCS at (403-268-1585). For
other questions or inquiries related to this guidance, please contact the Corporate
Privacy Advisor by phone 403-268-5861 (option 2) or by email
AccessandPrivacy@calgary.ca.

Discard B Save and Continue Later

Privacy Policy, | Terms of Use | Accessibility

©2026.0Official web site of The City of Calgary, located in Calgary, Alberta,
Canada.

10. If you chose to Pay Now, | = ZEgE] e eerieraam
you must now pay the * s s
Mechanic application fee. | &

Click Proceed to

Application Payment

¥

=
Pa ment Order Summary
. AN
=3 Mechanic Certiicate Application Fee $75.00
$
@ Annual Mechanic Certificate New Fee $75.00

Total $150.00 /

Proceed to Payment

2026-05-24
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11. Fill in the credit card "
information and click .
Checkout. . ®
i a Transaction Approved

If your transaction was N

successful, you will . K

receive a Transaction ; i ——

Approved message.

Click the arrow to return to

your dashboard.

You Can See in your profile = Online Vehicle for Hire Portal CX=D

that the appllcatlon has i Vechanics

been submitted. " ot nd R For oo / s Sor
N i . R R —
.
@

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.

= Calgary fi|  Online Vehicls for Hire Portal @XZED

# 5 g v
Welcome to the Vehicle for Hire Online Portal
i3] Please click on an opton below to procz2d with an application, or upcate
il
)
)
: B L m
e 3 L
\i] PR & : H T
$
8 Brokerages /

Company Information Transportation Network

Cornpanies

Inspection Stations

'
\\

Mechanics

2026-05-24
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13. Select to edit and =
resubmit your application. | » s o

5 Mechanics

Inspecten Staon

Y Setp and Renew Machanics. Far adiiona iformaton, lase reizn our Hov-To  guide. ley's Staion v
[

Name Phone Enail Expiry Status Actons
A} Kt Marit (You) 033049279 Keisin bofman151@gmat.com - it and Resubrit

<& Invite Mechanic

14. Make all required changes,
select the Consent and then
click Next. Consent

\ | understand making of a false or misleading statement to Vehicle for Hire
Licensing concerning this application may lead to the application process.
being delayed (Required)

Your personal information is being collected for eligibility purposes regarding
receiving, renewing, and/or retaining a vehicle for hire licence issued by The City of
Calgary. This information is collected pursuant to Section 4(c) of the Protection of
Privacy Act and the Vehicle for Hire Bylaw 20M2021. This information may be input
into an automated system to generate content or make decisions, recommendations,
or predictions. For questions about this collection of personal information, please
contact the Records and Information Administrator of EMCS at (403-268-1585). For
other questions or inquiries related to this guidance, please contact the Corporate
Privacy Advisor by phone 403-268-5861 (option 2) or by email
AccessandPrivacy@calgary.ca.

Privacy Policy | Terms of Use | Accessibility

Official web site of The City of Calgary, located in Calgary, Alberta,
Canada.

You can see in your profile |~
that the application has " S

Inspection Stations

been submitted. B
= guide. /
Name Phone Email Expiry Status. Actions
N
New Test Inspection Station 403.999-111 Kistin marrott@caigary ca - [ Suomitea } View detals
o
$

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

= Calgary i QOnline Vehicle for Hire Portal (IED

] # : : ;
select Mechanics. Welcome to the Vehicle for Hire Online Portal
B Please cick on an opter bekow to proceed with an application, or updatz
& Your company. /
!
: B
| ]
B ' H .
$
8 Brokerages /
Company Information Transportation Network Inspsction Stations Mechanics
Companies
16. You can see in your profile | = Orline Vehicle for Hire Portal (D
that the application has R .
been approved and
licensed. B Mechanics
& Setup and Renew Mechanics. For additional infcrmation. please review our How-To 2 guide. ;Zipneflnfgc:ﬂ::’;mp
CIiCk Download Licence to E Name Phone Email Expiry Status Actions
download your Mechanlc A Kristin Marriott {¥ou) 403-604-9279 kristin. hofiman151@gmail com 202708131 View detzis Dowrload licence
license. =
$
f
2026-05-24
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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 |n to the Vehlcle for = Online Vshicla for Hire Portal CXED
Hire Online Portal and | #
select Mechanics.

Welcome to the Vehicle for Hire Online Portal

i3] Please cick on an optan below to proczed wit an application, cr upcate

& Your company. /
=
* : : a L] ¢ a

= | . ﬁ —— \

Brokerages /

Company Information Transportation Network Inspection Stations Mechanics
Companies

2_ YOU W|” see your = Online Vehicle for Hire Portal GZ=B [
licence requires renewal.| * s e

Click Renew. m  Mechanics
" Inspection Station
=}
Name Phone Email Expiry Status Actions
o\ Kristin Marriot (You) st 2026106730  Renowal Roauired Renew
$

2026-05-24
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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.

Consent
\ | understand making of a false or misleading statement to Vehicle for Hire
Licensing cancerning this application may lead to the application process
being delayed (Required)

Your personal information s being collected for eligibility purposes regarding
receiving, renewing, and/or retaining a vehicle for hire licence issued by The City of
Calgary. This information s collected pursuant to Section 4(c) of the Protection of
Privacy Act and the Vehicle for Hire Bylaw 20M2021. This information may be input
into an automated system to generate content or make decisions, recommendations,
or predictions. For questions about this callection of personal information, please
contact the Records and Information Administrator of EMCS at (403-268-1585). For
other questions or inquiries related to this guidance, please contact the Corporate
Privacy Advisor by phone 403-268-5861 (option 2) or by email
AccessandPrivacy@calgary.ca.

Discard

Privacy Policy | Terms of

©2026.0fficial web site of The City of Cz
Canada.

Calgary, Alberta,

B Save and Continue Later

Bx

Next >

4. Click Proceed to
Payment.

Complete the online
payment process.

Online Vehicle for Hire Portal

# Home > Mechanics > Kiistin Marrtt
& Application Payment
=
]
Order Summary
AN
| Annual Mechanic Certicate RenewalFee §75.00
$

8
Total $75.00

Proceed o Payment

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.

= Calgary @ Online Viehicle for Hire Portal (2B

f
@ success X
Aaplztcn Suonitedfor it Marct
E Home > Mechznics
L}
Inspection Stlon
Q Selup and Renew Mechanics For adianal normalion, please fevew o Hor-To & guide Ryans Mechanic $10p
= Name Phone Email Expiry Status Actions
$ s Merrot (You) 00649279 Kislin ho"man{gi@emai com 20230630 [ Subited ] View detels

42 Invie Mechanic
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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 |n to the Vehlcle = Qnline Vehicle for Hire Portal (ED
for Hire Online Portal *
and select Mechanics.

Welcome to the Vehicle for Hire Online Portal

3] Please click on an option below to proczed wih an application, or upcate
your company.

& B

T ]
| - a \
$
Brokerages /
& Company Information Transportation Network Inspection Stations Mechanics
Companies

6. Click Download licence | = EEEZEME& e o=
to download your
Mechanic licence.

Mechanics

i

Selup and Renew Mechanics. For a

£
expiry status
X « . m 202710501

2026-05-24
Page | 16


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

	1.1 Setting Up a myID Account
	1.1 Setting up a Mechanic
	1.5 Renewing Your Annual Licence

