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INFORMATION SHEET 

How to Register for PST 
in British Columbia 

A clear, screen-by-screen guide to the nine-step online registration process. 

Blank sample fields are used throughout this guide to protect business and personal information. 

OFFICIAL REGISTRATION 

 
Register to collect PST 

Use the Province of British Columbia website to begin. 

At a glance 

Online 
Application method 

Register through the eTaxBC application. 

15-25 min 
Typical completion time 

Have records and attachments ready first. 

Up to 21 days 
Potential processing time 

Business days; incomplete applications may take longer. 

 
 

Before you start 

 
• Legal name, business number (if available), ownership and incorporation details. 
• Business contacts, physical locations and mailing addresses. 

 
• Annual and monthly sales estimates, taxable start date and business activities. 
• Electronic copies of any agreements, certificates or other required documents. 
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PREPARATION 

 
Prepare before you register 

Collect the core information and supporting records before opening the application. 

01   Business identity 
• Federal business number, if available. 
• Legal name, trade name and ownership type. 
• Incorporation number, date and jurisdiction, where applicable. 

02   Contacts and locations 
• At least one business contact. 
• Head office phone and email details. 
• Physical and mailing addresses for each location. 

03   Sales and activities 
• Date taxable sales, leases or services begin in B.C. 
• Annual Canadian sales or a reasonable estimate. 
• Estimated monthly taxable sales and business type. 

04   Supporting documents 
• Incorporation records, agreements or licences if requested. 
• Purchase or lease documents for an existing business or assets. 
• Representative authorization when another person applies for you. 

 

Nine-screen application path 

1 
Instructions 

2 
Business 
Number 

3 
Ownership 
and Name 

4 
Contact 

5 
Addresses 

6 
Business 
Activity 

7 
Goods Sold/ 

Leased 

8 
Assets 

9 
eTaxBC 
Access 

SAVE DRAFT Use Save Draft whenever you need to pause. A required attachment must be uploaded before the application will allow you to continue. 

 

Special considerations 

Multiple locations 
Decide whether the locations will use one combined PST account or separate accounts before 
submitting the application. 

Third-party representatives 
An accountant, bookkeeper or other representative may need formal authorization. Do not share 
eTaxBC passwords. 
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SCREEN-BY-SCREEN GUIDE 

Complete the eTaxBC application 

Steps 1-2: review the instructions and identify the business. 

 
Sample screen - identifying fields are blank for privacy. 

STEP 1 

Instructions 

COMPLETE 
• Read the opening instructions and confirm that supporting documents are 

available electronically. 
• Review the representative authorization and privacy notices, where applicable. 

Before you continue: Use Save Draft if you need more time; required 
documents must be attached before moving forward. 

 

 

 
Sample screen - identifying fields are blank for privacy. 

STEP 2 

Business Number 

COMPLETE 
• Enter the first nine digits of the federal business number, if one already exists. 
• If no business number exists, select No; the registration process can create one. 

Before you continue: Enter the core nine-digit number only, not a GST/HST, 
payroll or other program-account suffix. 
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SCREEN-BY-SCREEN GUIDE 

Complete the eTaxBC application 

Steps 3-4: record the legal ownership information and business contacts. 

 
Sample screen - identifying fields are blank for privacy. 

STEP 3 

Ownership and Name 

COMPLETE 
• Select the ownership type and enter the legal name exactly as it appears on 

official records. 
• Complete incorporation details and enter a DBA name only when the business 

uses one. 
Before you continue: Confirm spelling, punctuation and incorporation 
numbers against the source documents. 

 

 

 
Sample screen - identifying fields are blank for privacy. 

STEP 4 

Contact 

COMPLETE 
• Add at least one business contact in the contact grid. 
• Complete the business head office contact information shown below the grid. 

Before you continue: Use a monitored phone number and email address. A 
representative may require formal authorization. 
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SCREEN-BY-SCREEN GUIDE 

Complete the eTaxBC application 

Steps 5-6: enter business locations, sales estimates and operating details. 

 
Sample screen - identifying fields are blank for privacy. 

STEP 5 

Addresses 

COMPLETE 
• Enter the physical business location and verify the standardized address. 
• Enter the mailing address or indicate that it is the same as the location address. 

Before you continue: Have every B.C. business-location address ready if the 
organization operates from more than one site. 

 

 

 
Sample screen - identifying fields are blank for privacy. 

STEP 6 

Business Activity 

COMPLETE 
• Enter the date taxable sales, leases or services begin in B.C. 
• Complete the annual sales, monthly taxable sales and business-type fields. 

Before you continue: Enter either total annual sales or estimated annual 
sales, as directed by the application - not both. 
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SCREEN-BY-SCREEN GUIDE 

Complete the eTaxBC application 

Steps 7-8: answer activity questions and upload supporting documents. 

 
Sample screen - identifying fields are blank for privacy. 

STEP 7 

Goods Sold/Leased 

COMPLETE 
• Answer each Yes/No question according to the products, services and activities 

of the business. 
• Indicate whether the business has multiple locations in British Columbia. 

Before you continue: Some answers open additional questions or 
authorization requirements, so review each response carefully. 

 

 

 
Sample screen - identifying fields are blank for privacy. 

STEP 8 

Assets and Attachments 

COMPLETE 
• Indicate whether the business is being purchased from a previous owner or is 

leasing taxable assets. 
• Upload the agreements, certificates or other supporting records requested by 

the application. 
Before you continue: A required attachment must be uploaded before the 
Next button will allow the application to continue. 
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FINAL SCREEN 

Complete eTaxBC access and submit 

Step 9 captures the email address used for account enrolment after approval. 

 
Sample screen - identifying fields are blank for privacy. 

STEP 9 

eTaxBC Access 

COMPLETE 
• Enter and confirm the email address that should receive the eTaxBC enrolment 

code after approval. 
• Choose whether to consent to email communication from eTaxBC. 

Before you continue: Use the enrolment code to add the new account to 
eTaxBC. Never share an eTaxBC password. 

 

What happens after submission 

1 
Save confirmation 

Keep the submission reference and copies of the documents uploaded. 

2 
Ministry review 

Processing may take up to 21 business days; missing information can 
delay approval. 

3 
Receive account details 

The approval notice provides the PST number, filing details and eTaxBC 
enrolment instructions. 

Official resources 
Register to collect PST 
About eTaxBC 

B.C. Ministry of Finance 
Toll-free: 1-877-388-4440   |   Phone: 1-250-410-0373 
Email: CTBTaxQuestions@gov.bc.ca 

This guide is a simplified summary for general information only. Confirm current requirements with the B.C. Ministry of Finance. 


