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Creating a MyCity Account 
In order to apply for a permit online you will need a MyCity account with the City of 
Kamloops.  

You can register a new MyCity account, or use an existing account if you already have 
one. You can do this by visiting Kamloops.ca/MyCity, and selecting the ‘Launch My City’ 
button. 

 

 

 

 

 

 

 

 

 

 

 

 

To register a new account, click on the ‘Create New Profile’ Button. If you have an 
existing account, enter the email address and password for the MyCity account and 
select login. 

 

 

 

 

 

 
 

 
  

 

Select this to register a 
new MyCity account 

Enter email/password 
for existing MyCity 
accounts 

https://www.kamloops.ca/city-services/maps-apps/mycity
https://www.kamloops.ca/city-services/maps-apps/mycity
https://www.kamloops.ca/city-services/maps-apps/mycity
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Registering a New MyCity Account 

You will need to provide basic contact information to register a MyCity account.  

Tip: All fields with a red star * are mandatory and must be completed. 

 

 

Continue once you have filled in all the information. 
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The following screen will display. Do not close this page. 

 

An email will be sent to the email address used to register the MyCity Profile with an 
activation code. 

Enter the verification code and click ‘continue’. 

Tip: The verification code must be entered to activate your account. 

 

If you did not receive a ‘Verify Your New MyCity Profile’ email, please check your 
spam/junk mail folder. If you still have did not receive the email, contact the City of 
Kamloops at 250-828-3554 or email building@kamloops.ca for assistance. 

Your Verification 
Code is in the body of 
the email. 
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Homeowner Permit Application 
Landing Page 

Once you have a registered MyCity Account, you can apply online through  
Kamloops.ca/ePermit. From this page, click ‘Apply Online’ under ‘Construction Permits’. 

 

https://www.kamloops.ca/business-development/building-permits
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For permit applications available for homeowners, click ‘Apply Online’ under the 
‘Homeowners’ section. 
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Click on the type of permit you would like to apply for. 

 

When you are ready to apply, select the ‘I’m Ready to Apply!’ button.  

 

Tip: Review all the requirements and documents in the ‘How to Prepare to Apply’ 
section. This will help you have all the required information/documents ready to go 
before you start your application. 
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Welcome Page 

You are now ready to start your application. The landing page lists all required 
information and documents needed to complete your application. 

When you are ready to start your application, click ‘Continue’. 

 

Please note: Online application fee payments must be made by Visa or Mastercard and 
are subject to credit card service fee (2.75%). 
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MyCity Login 

Log in to your MyCity account. 

 

Pool Type 

Select the type of pool the permit application is for. 
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Applicant Selection 

Select who is filling out the application form.  

Tip: The applicant will be main contact for any communication about the application. 

 

Property Selection 

Search for the address of the property that you are submitting the application for. For 
example, search for your home address if this is where the work will be completed.  

  

Click on the address line to continue. 
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Type of Pool 

Select the type of pool for your project. This guide is written for an in-ground pool. 

 

Applicant Contact Information 

Confirm your contact information and enter your mailing address. Make sure the 
information is correct; the name, phone, and email will auto populate from your MyCity 
account. 

 
Click ‘Continue’ once all information is entered. 



 

 
City of Kamloops | ePermit for Homeowners   13 

Builder/Contractor Contact Information 

Enter the contact information for the contractor or builder completing the project work. 

The contact can be entered as a person (individual), or company. 

 

Click ‘Continue’ once all information is entered. 
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Business Licence Information 

This application requires the builder/contractor to have a valid City of Kamloops or 
Inter-Community Business Licence.  

To proceed with the application, and enter the builder/contractor’s licence number, 
select ‘Yes’, then ‘Continue’. 

 

Tip: If you do not have the licence number, please reach out to the builder/contractor. 
If you need to leave the application and return to it a later time with this information, 
you can access your ‘In Progress Applications’ through your MyCity account within 30 
days. 
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Business Licence Number 

Select the best option for the application. For homeowners with a builder/contractor, 
enter the City of Kamloops Business Licence Number, or Inter-Community Business 
Licence (ICBL). 

 

Click ‘Continue’ once the information is entered. 

Description of Work 

Provide a brief description of the work that is being completed for your project. 

 

Click ‘Continue’ once all information is entered. 
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Construction Value 

Enter the estimated construction value for the project. 

Construction value is determined as per City of Kamloops Building Regulation Bylaw 
definition and includes materials, labour, and profit. This value determines the Building 
Permit Fee which is applied as per City of Kamloops Fees and Charges Bylaw and is due 
at time of permit issuance. 

 

Click ‘Continue’ once the value is entered. 

Confirmation Page, Fees, and Acknowledgements 

Please review all the details of the application of this page before proceeding to make a 
payment. If you need to update any information, click the ‘Edit’ button on the section 
that needs to be changed.  
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The ‘Application Fees’ section on the confirmation page displays the fee associated with 
the permit application, including the credit card service fee (2.75%). 

 

Review the Acknowledgements at the bottom of the confirmation page.  

You must accept all acknowledgements to proceed to payment. 

 

Click ‘Continue’ to proceed to online payment through our 3rd party payment provider. 
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Receipt Page 

Approved transaction 

Once payment is complete, a receipt screen will display confirming that payment was 
successful. If needed, please print a copy of this page for your records as you will not 
be able to return to this page. 

Document Submission 

The permit application requires additional documentation before it can be reviewed by 
City staff. The application will not be considered complete until all 
documentation has been received.  

Click on the ‘Submit Documents’ button to open the document submission portal.  

 

 Tip: The ‘Submit Documents’ button link is active for 5 minutes. If the link expires, 
visit your MyCity account, and click on the permit application tile to submit your 
documents. 



 

 
City of Kamloops | ePermit for Homeowners   19 

Uploading Documents 
To upload your documents, click on the ‘Browse…’ button and select the required 
documents for the application. Using the drop-down menus, select a discipline and 
sheet type for each of the documents. 

Tip: multiple documents can be added when selecting files. 

 

The ‘Upload Status’ will be in ‘Pending Upload’ at this stage. 

If you need to remove any documents, use the ‘Actions’ column to remove the file:  

 

 

Once you have added all your documents, click the ‘Upload’ button 

 

 

(continued on next page) 

c 

  

c 
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A confirmation will be displayed. Click ‘Yes’ to complete the upload. 

 

The ‘Upload Status’ will now show ‘Success’ when the documents are successfully 
uploaded. 

 

When all documents have been uploaded successfully, click on the ‘Submit for 
Review’ button. 

Important Note: City staff will not be notified to start the application review until all 
documents have been submitted for review. 

 

Once the ‘Submit for Review’ button has been selected, the application status will be in 
‘Application Review’. 

 

 

Swimming Pool Permit 
Application 

 

Swimming Pool Permit 
Application 

 

After your documents have been successfully submitted, you will receive a 
confirmation email that your plans have been received, and City staff will be 
notified.  
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