
Instructions for Submitting an Annual Filing Online 
If you haven’t yet set up your online portal account, click here to access the instructions on setting up your 
account. 

Step 1: Click on My Records. 

Step 2: Click on Renew License. 

Step 3: Review contact information, then click on “Continue Application.” 

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

Step 5: Click “Check Out.” 

Step 6: Click “Checkout.” Enter your payment information on Moneris’ site. 

Step 7: Click on “Print/View Receipt” to retain a receipt for your records. 

Step 8: Click on “My Records” and verify that your next filing date has been updated to 06/01/2020. 

https://www.insurancecouncilofbc.com/website/media/Shared/PDFs/Online-Portal-Instructions.pdf
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Step 1: 
After you log in, you will be directed to the dashboard page. To submit your annual filing, click on My 
Records. 
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Step 2: 
Click on “Renew License.” If you are renewing more than one licence, you will need to repeat the next 
step(s) for each licence. 
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Step 3: 
You will have the option to review and edit your contact information if it is outdated. If you are a general 
insurance agent, you will need to select if you are paying your filing fee or your agency is submitting 
payment on your behalf. Click “Continue Application” to continue. 
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Step 4: 
Read the declaration, click the checkbox below, and click “Continue Application.” 
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Step 5: 
If you selected “My Agency will pay,” your filing fee will display on the dashboard as follows: 

It is the responsibility of the individual licensee to ensure that the filing fee is paid and received by 
Council, even if the licensee's agency is submitting the payment on their behalf. You will need to 
return to your dashboard or search your licence on the Licensee Directory to make sure that Council 
receives your filing fee. When your next filing date shows as 06/01/2020, your filing fee has been 
processed.
To pay your fees, click “Check Out.” 
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Step 6: 
The next screen is your cart. Click “Checkout.” You will then be redirected to Moneris’ site where you will 
enter your payment information. 
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Step 7: 
Upon successful completion of payment, you may receive an email receipt from Moneris and you 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 “Print/View Receipt” to retain a receipt for your records. 
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Step 8:  
Click on “My Records” and verify that your next filing date has been updated to 06/01/2020. 
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