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PEGNL Permit to Practice (PTP) – Renewal Guide 
 

1) Go to Permit Portal using https://members.pegnl.ca/ and ‘Sign in’ at the bottom of the page as shown in 
the first screenshot below. 

2) If you’re not already logged onto the PEGNL Member/Permit portal, you’ll be prompted to 
do so and will see the second screenshot below. Enter your member log in information noting 
the username requirements in red and click ‘Sign In’. 
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3) To renew your PTP, ‘Proceed to Permit Portal’; To resign your PTP, click ‘Resign a Permit to 
Then click on Start Permit Renewal 
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4) If your insurance certificate is current, you will move to step 7. If not, you’ll be prompted to upload an 
insurance certificate and update ‘Expiry Date of New Certificate’ before you can continue the renewal 
process. Make sure your insurance certificate is in accordance with the checklist and then complete the 
task in the order noted by the red rectangles.  
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5) You’ll receive the green confirmation box if you were successful in uploading the insurance 
certificate. Now click the ‘Start Permit Renewal’ button again on the left side panel. 
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6) This will prompt you to the Corporate Information Update page as shown below. Please ensure you 

complete all the fields marked with the red asterisk. Once this is complete and/or verified to be up-to-
date information, click ‘Save and Continue’ at the bottom of the page. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

7) On the next page, use the dropdown box to select the profession(s) your company practices (top left). 
You must then add at least one Member in Responsible Charge (MIRC) for each of the chosen 
professions by selecting the Add MIRC button on the bottom right. 
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8) When you select Add MIRC, the screen below will appear. Enter the five-digit PEGNL member 
number for the person you wish to choose as a MIRC and click Find. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

9) If the member information that appears is correct, click the Select column button and the 
greyed out boxes will populate. Select the Profession that the person will be acting as a MIRC 
for and hit Submit. You will return to the main MIRC page in Step 11. 
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10) The table will now be populated with the chosen MIRC and you can add additional MIRCs by 
following Steps 8 through 10 or, if you have finished adding MIRCs, you can click the Send 
Email button next to each MIRC, to send an email to the selected MIRC. The MIRC must reply 
to the email before the Permit Certificate will be available.  

 
 
 
 
 
 
 
 
 

 

 

 

 

 

11) Once the Send Email button has been selected for every MIRC in the table, and you have 
selected at least one member for each profession selected in Step 8, the Continue to 
Discipline button at the bottom of the page will be available and you click that to continue. 
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12) To add disciplines that your company is practicing in, select the Add Discipline button. You 

must add all the disciplines you are practicing in. 
 
 
 
 
 
 
 
 
 
 
 
 

13) When the Add Discipline button is clicked, the screen below will appear. You must first select 
the Discipline you wish to add from the drop-down Discipline box, enter the five-digit PEGNL 
member number for the PEGNL registered person in your company who is competent in that 
discipline and then click Find. 
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14) If the member information that appears is correct, click the Select column button to the left 

of the member number and then Submit. This will bring you back to the populated Discipline 
table in Step 16 where you can continue to add disciplines. 
 
 
 
 
 
 
 
 
 

15) Once you have completed adding Disciplines, you can list the professional services offered 
by your company in the Services Offered box. Please note that the services offered will be 
displayed publicly on the PEGNL Company Register. Once completed, you can click Continue 
to Payment. 
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16) When you land on the screen below select the correct number of PEGNL Registered Employees 
(Engineers/Geoscientists) from the dropdown and then click ‘Continue to Payment’ 

1. Engineers-in-Training and Geoscientists-in-Training must not be included. 
2. Contracted individuals who work solely for your organization (i.e., they do not have their 

own permit to practice) must be included in your numbers. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
17) Verify the Total, read the warning in red and then check the Acknowledge box if the invoice is 

correct. This will provide access to the ‘Pay my Renewal Invoice’ button. Click the button to 
proceed to the payment page.  
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18) On the next page, enter the card information by first selecting your card type from the 
dropdown box (you can use Visa, Mastercard, AMEX or Debit) and filling in the card number 
(no spaces), the name on the card, the expiry date, the three-digit CSC or security code and 
the postal code for the billing address of the card. Click ‘Submit Order’ and you’re done! 
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