
Instructions for Corporations to Complete Annual Filings Using the Online Portal 

Open the email from Council sent April 15, 2019, which contains your login and temporary password. If 
you did not receive this email, call 604-688-0321 and press 6 at the prompt.  

Login into your online account and click on My Records. 

Agencies have the ability to pay for their filings online via credit card or by submitting a cheque to 
Council’s office. Online is the preferred method, as the filing fee is processed immediately.  
General insurance agencies and insurance adjuster firms can have their employees submit their filing 
declaration online individually but select that their agency will pay the filing fee. Agencies can then 
download a list of licensees and submit this list with a cheque (this replaces the traditional filing fee per 
individual licensee); however, if you are paying by cheque and not paying online, a filing form will 
still be required for the agency’s annual filing. 

To Pay for Corporate Filing and Licensees Via Credit Card: 

Step 1: Review the Action column for licensees listed. 

Step 2: Click “Renew Licence” for the corporate licence record. 

Step 3: Click “Continue Application.” 

Step 4: Read the declaration, click the checkbox to agree to the declaration, and click “Continue 
Application.” 

Step 5: Click “Check Out.” 

Step 6:  To add additional filing fees, click “Continue Shopping.” 

Step 7: Click on “Pay Fee Due for Renewal” for the licensee that you wish to renew and then click “Check 
Out.” Repeat this step for each individual licensee until you’ve added the fees to the cart for each one. 

Step 8: Click “Checkout.” You will then be redirected to Moneris’ site where you will enter your payment 
information. 

Step 9: Text will display to indicate that your filing has been successfully submitted. Click on “View 
Receipt” to retain a receipt for each payment for your records.

Step 10: Click on “My Records” to verify that each licence record’s next filing date has been updated to 
06/01/2020. 

https://portal.insurancecouncilofbc.com/CitizenAccess
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To Pay for Corporate Filing and Licensees Via Cheque 

Step 1: Select all licences for which the agency will be paying the filing fees and then click “Download 
Results.” 

Step 2: If required, cross-check this list against the Licensee List available from the Agency Directory to 
verify that all of the indivdiauls authorized to represent your agency are included in this list. The “Next 
Filing Date” is listed in the Licensee List and this should be used to verify that the agency is only paying for 
licensees that are required to file this year and have not already submitted their annual filings. 

Step 3: Submit the list of licences, a paper filing form for the agency only, and a cheque to Council’s 
office. Filing fees must be received in Council’s office by end of business day on Monday June 3, 2019, or a 
late filing fee will be required. 

IMPORTANT NOTES: The list that is downloaded from the online portal MUST be submitted with the 
cheque. Council will only process payments for licensees that have completed the online declaration. If 
an individual licensee has not completed the online declaration, a filing form must be submitted in lieu of 
an online declaration. If the licensee has submitted an online declaration, a filing form is not required. 
Council’s system is not currently supporting submission of an agency declaration without the payment 
portion as well; therefore, agencies paying the agency filing fee by cheque must provide a paper filing 
form for the agency. 

Step 4: Check the Licensee Directory to verify that your cheque has been received and processed in 
Council’s office. When the next filing date for each licence has been updated to 06/01/2020, your cheque 
has been processed. 

NOTE: Due to the volume of payments received in Council’s office, licensees are encouraged to file early 
and file online. Depending on the volume of cheque payments received in Council’s office, it may take up 
to 10 business days from the date received for the next filing date to be updated on Council’s website. 
Council is also not responsible for delivery delays on payments submitted to Council’s office that are 
outside its control. 

https://portal.insurancecouncilofbc.com/LicenseeDirectory/AgencyDirectory/
https://portal.insurancecouncilofbc.com/licenseedirectory/
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Log into the corporate account using the login and temporary password provided in the email from 
Council sent April 15, 2019. If you did not receive this email, call 604-688-0321 and press 6 at the prompt 
or send an email to filingsupport@insurancecouncilofbc.com. Click on My Records. 
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Option 1: Pay All Fees Online Via Credit Card or Debit 
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Step 1: 
Review the Action column for the licences listed. 

• “Pay Fee Due for Renewal” indicates that the individual has completed the online declaration and
indicated that “My Agency will pay” for the fees. The agency can proceed with the annual filing for
this licensee.

• “Resume Renewal” indicates that the annual filing is in progress, but that the declaration has not
been completed. The agency will not be able to submit the filing fee until the licensee has
completed the declaration online.

• Blank (and the next filing date is noted as 06/01/2020). This individual has either already
submitted their annual filing or is a new licensee and the first filing date is next year.

• “Renew License” indicates that this licensee has not yet started their annual filing through the
online portal.
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Step 2:  
The Nominee is required to submit an annual filing and filing fee for the corporate licence. Click “Renew 
License” on the line item for the corporate licence. 
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Step 3:  
Review the agency’s contact information and update, if necessary. Click “Continue Application.” 
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Step 4: 
Read the declaration, click the checkbox to agree to the declaration, and click “Continue Application.” 
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Step 5: 
On the Pay Fees screen, click “Check Out.” 
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Step 6: 
The filing fee has been added to the cart. To add the fees for the licensees authorized to represent the 
agency, click “Continue Shopping.” 
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Step 7: 
From the My Records screen, click on “Pay Fee Due for Renewal” for the licensee that you wish to renew 
and then click “Check Out.” Repeat this step for each individual licensee until you’ve added the fees to the 
cart for each one. 
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Step 8: 
When all of the licences you wish to pay the annual filing fee for are in the cart, click “Checkout.” You will 
then be redirected to Moneris’ site where you will enter your payment information. 
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Step 9:  
Upon successful completion of payment, you may receive an email from Moneris and then you will be 
redirected back to your online portal account. You will see text confirming that your filing has been 
successfully submitted and you can click on “View Receipt” to retain a receipt for each payment for your 
records. 
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Step 10: 
Click on “My Records” to verify that each licence record’s next filing date has been updated to 06/01/2020. 
This information is also automatically updated on the Licensee Directory. 

https://portal.insurancecouncilofbc.com/licenseedirectory/
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Option 2: Pay All Fees Via Cheque 
Step 1:  
Select all licences for which the agency will be paying the filing fees and then click “Download Results.” 
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Step 2: 
If required, cross-check this list against the Licensee List available from the Agency Directory to verify that 
all of the indivdiauls authorized to represent your agency are included in this list. The “Next Filing Date” is 
listed in the Licensee List and this should be used to verify that the agency is only paying for licensees that 
are required to file this year and have not already submitted their annual filings. 

https://portal.insurancecouncilofbc.com/licenseedirectory/agencydirectory/
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Step 3: 
Submit the list of licences, a paper filing form for the agency, and a cheque to Council’s office. Filing fees 
must be received in Council’s office by end of business day on Monday June 3, 2019, or a late filing fee will 
be required. 

IMPORTANT NOTES: The list that is downloaded from the online portal MUST be submitted with the 
cheque. Council will only process payments for licensees that have completed the online declaration. If 
an individual licensee has not completed the online declaration, a filing form must be submitted in lieu of 
an online declaration. If the licensee has submitted an online delcaration, a filing form is not required. 
Council’s system is not currently supporting submission of an agency declaration without the payment 
portion as well; therefore, agencies paying the agency filing fee by cheque must provide a paper filing 
form for the agency. 

Step 4: 
Check the Licensee Directory to verify that your cheque has been received and processed in Council’s 
office. When the next filing date for each licence has been updated to 06/01/2020, your cheque has been 
processed. 

NOTE: Due to the volume of payments received in Council’s office, licensees are encouraged to file early 
and file online. Depending on the volume of cheque payments received in Council’s office, it may take up 
to 10 business days from the date received for the next filing date to be updated on Council’s website. 
Council is also not responsible for delivery delays on payments submitted to Council’s office that are 
outside its control. 

https://portal.insurancecouncilofbc.com/licenseedirectory/

	Log Into the Corporate Account
	Credit Card
	Cheque
	Option 1: Pay Via Credit Card
	Step 1
	Step 2
	Step 3
	Step 4
	Step 5
	Step 6
	Step 7
	Step 8
	Step 9
	Step 10

	Option 2: Pay Via Cheque
	Step 1
	Step 2
	Step 3
	Step 4


	Return to Top: 
	Next Step: 


