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Introduction 
 
This quickstart guide for insurer representative users of the FCNB Portal explains how to set up 
an administrative user account, create other users, and provides a brief introduction to the 
main features of the portal. 
 
There are three types of insurer users: 
 

• Administrative – can create other users and approve sponsorship requests 

• Approver – can approve sponsorship requests 

• Reviewer (optional) – can complete a preliminary review of an application if an insurer 
prefers to split the sponsorship request review process into two steps 

 
Please consult the FCNB Portal FAQ for additional guidance and resources. 

Setting up an administrative insurer account 
 
Administrative insurer user accounts must be first set up by FCNB IT staff. To do so, please send 
an email request to support@fcnb.ca, and provide the following information: 

• The full name of the administrative contact 

• The email address of the administrative contact 

• The full corporate name of the insurance company (sponsoring insurer) 

• Particulars of whether the insurance company is a “life” or “other than life” insurer or 
both 

 
Once the request is processed, the administrative contact will receive the following email: 
 

 
 

Select the link in your language of choice to begin creating an account. 

https://portal.fcnb.ca/
http://fcnb.ca/portalfaq.html
mailto:support@fcnb.ca
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Fill in the required fields and select Sign Up to proceed. This will open the Profile page: 
 
 

 
Complete all required fields on this page and check the box agreeing to the user agreement at 
the bottom of the page (select the blue text to read the agreement first).   
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Note: The account type is pre-selected, do not select any other account types at this time. 
Select Update when ready to proceed.  
 

For Administrative users only:  
Select the Insurer Administration link in the top grey menu bar. 

 
 
 
Your insurer should be listed at the bottom of the page. Select Edit Users to display the Users 
page for the selected insurer: 
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The yellow box provides an explanation of the types of users. Select Add to add a new user. 
Provide an email address and select the user type for each user. Once added, the new user will 
be listed on the Users page. The user will receive an email and will need to create an account to 
use the portal. From this page you can also modify and remove users. 

Insurer Sponsorship Review 
Once an insurer user has completed their account set up, they can proceed to access licence 
applications submitted for the insurer. Select Insurer Sponsorship Review in the grey menu bar. 
This will open the following page: 
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All submitted applications will be listed. Detailed instructions and guidance is available in the 
yellow text box on each page. 
 
To take action on an application, select the link in the Transaction ID column to open the 
Licence Application Review page.  
 

 
 

From here you will be able to view the submitted application, download a copy of the 
application or take one of the actions listed below. You can add notes to the application and 
select or change the user assigned to review or approve the application. For either of these 
updates you must save your changes. 
 
Completing the review of an application 
 
Review the entire application to determine whether sponsorship will be approved, or if more 
information is required. To avoid having applications returned by FCNB due to incomplete 
details, the approver should pay special attention to the following: 
 

• Criminal record checks – must be provided by a police agency or one of FCNB’s 
approved providers (for new applicants or those who have not held an insurance licence 
with FCNB within the past 12 months) 

• Agency/firm details section – only those who are employed by the insurer should select 
the box that states they work for the insurer 

• Employment information – should clearly list current employment and at least five years 
of employment history 

• Regulatory history – should include licence history with updated expiry dates, as 
required by their employment  

• Errors and Omissions coverage  – meets the requirements of Rule INS-001 Insurance 
Intermediaries Licensing and Obligations 

• Ongoing investigations, pending legal actions, or disciplinary actions – full details are 
provided 

• Proof of education – must show that the individual meets the requirements for the 
licence selected 

 
 
 
 
 
Application actions: 

https://fcnb.ca/en/online-services/fcnb-self-serve-portal/where-can-i-get-a-background-check
https://fcnb.ca/en/online-services/fcnb-self-serve-portal/where-can-i-get-a-background-check
https://can01.safelinks.protection.outlook.com/?url=https%3A%2F%2Ffcnb.ca%2Fsites%2Fdefault%2Ffiles%2F2023-02%2FRule%2520INS-001%2520Insurance%2520Intermediaries%2520Licensing%2520and%2520Obligations.pdf&data=05%7C01%7CMorgan.Daye%40fcnb.ca%7C51dcb065d8114de65b6c08db7ef31333%7Ce08b7eefb5014a679ed007e38bfccee7%7C0%7C0%7C638243354682841025%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=U0VEqdxCu5ebhqRXJvVGhJ9fOb3OlzGK3l%2B%2B%2BJNeuX4%3D&reserved=0
https://can01.safelinks.protection.outlook.com/?url=https%3A%2F%2Ffcnb.ca%2Fsites%2Fdefault%2Ffiles%2F2023-02%2FRule%2520INS-001%2520Insurance%2520Intermediaries%2520Licensing%2520and%2520Obligations.pdf&data=05%7C01%7CMorgan.Daye%40fcnb.ca%7C51dcb065d8114de65b6c08db7ef31333%7Ce08b7eefb5014a679ed007e38bfccee7%7C0%7C0%7C638243354682841025%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=U0VEqdxCu5ebhqRXJvVGhJ9fOb3OlzGK3l%2B%2B%2BJNeuX4%3D&reserved=0
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Approve: Approve the sponsorship request (if you are a reviewer, approve the initial review of 
the application). 
More Information Required: If you require additional information from the applicant or if the 
applicant has selected the wrong sponsoring insurer. 
Reject: Reject the application for sponsorship. Once an application has been rejected, the 
applicant is not able to make any updates to the application.   
Back: Navigate back to the list of applications. 
 
More Information Required 
Once you select More Information Required, you must specify the information required (e.g., 
additional details, or supporting documents). After selecting Confirm the application will be 
returned to the applicant in Insurer Requires More Information status and they will be notified 
via email. The applicant can sign in to the portal, make the appropriate updates and resubmit 
the application.  
 

 

 
 

Reject 
Once you select Reject, you must provide the reason the application is being rejected. After 
selecting Confirm the application will be returned to the applicant in Insurer Rejected status and 
they will be notified via email. The applicant can sign in to the portal to see the reason for 
rejection. 
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Withdrawing/terminating Sponsorship 
It is possible to withdraw applications that have been approved for sponsorship by an insurer, 
or approved by FCNB, by selecting Request Withdrawal of Sponsorship at the bottom of the 
Licence Application Review page. 
 
 
 

 
 
 
 
The following page will appear:  
 

 

 
 

After selecting Confirm, you must provide details of the reason for the withdrawal request.   
 
If the application has been approved by the sponsor, but not yet approved by FCNB, the 
following page will appear:  
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After submitting the reason for withdrawal request, the application will be set to Sponsorship 
Withdrawal Requested for Application status. 
 
If the application has been approved by the sponsor, and also approved by FCNB, the following 
page will appear:  

 
 
 
After submitting the reason(s) for the withdrawal request, the application will be set to 
Sponsorship Withdrawal Requested for Licence status. 


