RLS Licensing Application Information for

Collectors

A user guide to assist a Collector when
using FCAA’s Registration and Licensing
System.

Foi

Financial and
February 2020 Consumer

Affairs Authority f}‘



Table of Contents

SPECIAL NOTE ....cciiiirerumunnssssirrressnnnnsssssiirerssssssssssssesessssssssssssssssssssssssssssssesssssssssssssssesssssssssssssssssssssssssssssns I
BEFORE YOU BEGIN...uuieutieeetuietaseeassensianssasssnssenssonssasssssessssssssssssasssssssssssssssssssssssssosstasssasssnsssnssssssasssnsssnsss 1
COLLECTOR APPLICATION....uuueeitiirersnsnnssssssrreessussssssssseresssssssssssssssessssssssssssssessssssssssssssssssssssssssssssssssssssssss 3
STEP 1 — Primary CONTACT.....ciiiiiiiiiiiiiiiiieieeeiere ettt e e e e e e reee e e et et e e e e e e e e e e e et e eeeeaeeaeeaeeeaeeeeeeeeseeseeeaeseaeenes 3
Step 2 — Collector INFOrMAtioN .......coi i e e e e et ae e e st e e e e sntaeeesantaeeesntaeeesnes 4
Step 4 — SUItability fOr LICEBNSING ..vviiiiiiiie et et e e et e e e s eatae e e senta e e e sntaeeesantaeeesnsaeeesnes 6
Y a=T oI R D 1Yol T o= o o o USSR 7
APPLICATION STATUS L.uiiuieuiiuneiunsiansensionsiassrassenssensionstassssssssssssssssssssssssssssssssssssssssssssssssssssssssasssnsssnssanssas 9
ANNUAL FILINGS/RENEWALS .....cccceiiieeeisnnneeeeesiesassssnneseesssssesssssnnnsseesssssasssssnnssesesssssssssssnnsnesssssssssssnnns 10
APPLICATION PORTALS ..iuuiueiiueeiuniiaiensionsiassenssenssossiosssassssssssssssssasssssssssssssssssssssssssssssonssasssnsssnsssnssanssnnes 10

RENEWING YOUR COLLECTOR’S APPLICATION .....cccceeiiieeesssunnnneeeeisieessssnnnnneeeeissesssssnnsenseeeissessssssssnaneees 11




SPECIAL NOTE

Collector licensing applications, licensing renewals and licence information
updates must be submitted to the Registrar, The Collection Agents Act, via the on-
line Financial and Consumer Affairs Authority (FCAA) Registration and Licensing
System (RLS).

Continue to next pages to read the On-line Application Instructions. These additional links will be
valuable:

e Go to our website (www.fcaa.gov.sk.ca) and navigate to Collection Agencies webpage to find the
link to the General RLS User Guide, or .
e Godirectly to the RLS portal (https://fcaa.saskatchewan.ca).



http://www.fcaa.gov.sk.ca/
https://fcaa.gov.sk.ca/regulated-businesses-persons/businesses/collection-agencies
https://fcaa.saskatchewan.ca/apex/f?p=200:101:3802959674509:::::
https://fcaa.saskatchewan.ca/

RLS User Guide — Collectors

Before You Begin

To become a licensed collector, you must be invited by a licensed collection Agency. The collection
agency sends you an invitation through RLS and pays the fees on your behalf.

Prior to responding to the invitation, you must have a RLS User ID and password. If you do not have
an RLS User ID and password, you must go to the RLS portal and create one. Afterwards, you would
then continue on with responding to the invitation.

The invitation (email) is sent to your email address and looks something like this:

Dear Jane Smith

FAST COLLECTION INC. has mformed the Office of the Registrar, The Collection Agents Act at the Fmancial and Consumer Affairs Authority that you have been invited to join their organization as a collector. If you are prepared to accept this

invitation pleats select the "Respond to Invitation” icon below.
You will then be re-directed to the Financial and Consumer Affnirs Authority's (FCAA) online Registration and Licensing System (RLS). This system has been designed to simplify the process of applying for and managing collector licenses.
You will be required to supply venfication of yous suisabality for licensing. If you have any questions about the requiremvents, we encourage you to contact us ai 306-787-3550 or toll-free as 1-877-880-5550 before you begin your submission.
Te complete the RLS process to be licensed as a cellector vou will need:

. To log into the RLS portal

b. To complete and file an application and obtain a license using the RLS procedure
. To hold and maintain a valid email address,

d. To provide relevant information when requested

e. To provide updates of any change to information provided dusing the application process.

As a reminder, unless otherwise sxempted by law, collectors must first be licensed in Saskachewan and be associated with a licensed collection agency.

You have been invited by FAST COLLECTION INC. to be a Collector for their Collection Agency.

Further 1o our conversation, please sccept this myvite

Registrar's Contact information

Registrar, The Collection Agents Act

Funancial and Consumer Affams Authority

Consumer Protection Diviaon

500 - 1919 Saskarchewan Drive

REGINA SK S4P 4H2

Telephone: 306.787.3530 1-877-880.5530 (1oll-free) Fax 306.787.9770

Click on the “Respond to the invitation”

-If you already have a user Id and password that was sent to you from FCAA go ahead and log in. If you
don’t have a user Id and password you will need to Register.

-Once you have logged into RLS you can proceed to accept or reject the invitation.
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RLS User Guide — Collectors

Select “Accept invitation”. It will take you to the application.

Collector Invite - !
Pending Acceptance

Coflection Agents Information

ipiei

The CoBiection Agen! listed above has siaied that you ane an Collecior for teir Cobection Agenis. By aCCepiing this iNvitation you are deciaring that this i tnoe.

Cobector inwie Detalls

Pending Acceptance

Message on invite

| Acesgtinvivon | Reectinviaton |

Note: When you select respond to invitation, should you be unable to get to the collector application,
you must contact the collection company who paid your fees. The collection company can resend the
invitation.
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RLS User Guide — Collectors

Collector Application

The narrative below describes the details required on the pages or steps of the online RLS application.

Step 1 - Primary Contact

At this step, provide primary contact information for the person who should receive communication and
information from the FCAA regarding this request.

If the primary contact is to be the same as the registered user (that is the person who registered the
username and password) then, select “Yes” below.

If the primary contact for this request is someone other than the registered user, select “No” below and
completed the required information fields/boxes. This is recommended if the primary contact is an
employee or designate of the organization. Such an employee/designate of the organization should be
authorized to act on behalf of the organization and the organization is bound and held responsible for
the information and declaration made by such an individual.

The following information is required:

e Name of primary contact

e Title/Position with the organization

e Email Address of the primary contact
e Phone Number of the primary contact

Next

Once you have completed this step, select “next” ~ icon to the right of your page.

IE

Event 122800-00 - CTR - NEW Pending Submission

el

Primary Contact Information

Piease provioe the contact information for te person who should receive communicasion and information from the FCAA reganding this request. If e primary contact s the same as
the registared user sslect “Yes™ balow I the primary contact for this request is someons olnar 1han tha registensd User selsct “NoT below, 3na compiets Ine raquired infarmation
Boes.
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Step 2 - Collector Information

Please provide the following information:
e Applicant’s Date of birth
e Applicant’s place of birth, City, Province, Country
e Applicant’s full mailing address, street/P.0. Box, City, Postal Code, Province

Next

Once you have completed this step, select ~» next icon to the right of your page.

Collector Event

Srep 2
Collector Information

oi U3 !

n of Collector Afler completng e form cack !'luﬁ' Dutton on ihe NN e proceed. Your nTormation will be saved

step 4 1 ;
Suitability for Licensing S e,
Caollactor Informabicn

Siep &
Declaration
a Cence under The Collechon Agents Act

©
ovince o
o
Applicant's Full Mailing Address
Street® O Box
TOvInGE ]

Roquast More information
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Step 3 - Location of Collector

Select the arrow at the end of the box, a drop down menu should appear. Select the office location you
will be working.

=
-

Coliector Event = 'ﬂ- :
o
e
ocation of Collector -
FCW_‘ A
Sten 3 4
Lecation of Collector -
After completng the form chick the = bution on e right 1o proceed. Your information will be saved L 4t
;l!llllyff.l‘l.‘ten!lﬂi 12280900 - Jane Smith
Cofiector Location Details
From what office are you working from? =
February 2020
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Step 4 - Suitability for Licensing

The Regulations require that applicants submit evidence of their suitability for licensing. If your license
application is approved, you may be required to update this evidence periodically to ensure continued
compliance.

Indicate if the applicant had a business licence refused, suspended or cancelled under the laws of any
province territory, state or count, if “Yes” please provide details. Otherwise say “No”.

Indicate if the applicant has been convicted of a criminal offence. If “yes” provide details and upload a
CRC.

If you do not have a criminal record select “No” and provide a reason why.

If a criminal record check (CRC) is required, you may request one from an online CRC provider as long as
they are licensed to provide credit reports in Saskatchewan. You may determine if they are licensed in
Saskatchewan at FCAA411, by selecting the “credit Reporting agencies” under the “licensing type” tab
and click the search tab (note only CRC’s from licensed on-line providers are accepted). For your
convenience, there is a list at the Credit Reporting web page that is updated periodically.

You may also contact your local police station, request a CRC and upload with your application when
requested.

icon to the right of your page.

ollector Event

: ~

bere
122800-00 - Jane Smith e
o-l Licensing Hi -é-\‘

Step 4
Suitability for Licensing

h your application when requesied

First Name Last Name Do you have a CRC 1o upload?
Yes | No
Effective date DD-Mon-YYYY )

Upload criminal record
Upload File
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Step 4 — Declaration

Read the declaration and if in agreement click “I Agree”. Then select the green button that says
“submit”.

=
~3

Collector Event

Step 5

Declaration

Fcy

After complieting he fomm click the 8 Bution on the nght 10 procesd. Your Informaton will be saved

oi I o!

122B00-00 - Jane Smith

Declaration

o
Declaration

1, the undersignea oo solemaly deciane:
Thiat the mformation and documents provided in suppor of tis spphcation ane complete and rulhful in 4 respects
Tnat the appiicant has compied with the requiremant of the ws of Sackatchewan o which i has appled for a licence and herady undertakes to notify the Director mmediately of any

material change which might affect this applcation. | denstand it this inchides changes o name. address and the change in the emplayes andior agency relationsfip with The
Business assocled with tis appacation. Thit e apgiicant agrees 10 be baand by e oy promise MouGhou! the term of any keence Granted by virue of Ihis Appicaten

That the mformation provided by me in this application is true. and | make this solemn daciaration conscienfiously besaving i 1o be rue and knowing that providing fatse infarmation
Y resull in sanclicns

1Agree

Apphcant Name Dated

Your application has now been submitted to FCAA and your application will change to “In Review.” You
will also receive a notification from FCAA to confirm your submission has been received by FCAA.

ollector Event

Step 5

Declaration

Fcy

AR compaating (i far

an 1he fghl 1o proc

122800-00 - Jane Smith

Declaraton

I, the ungersigned do solemnly declare
That the information and decuments provided in suppoit o this application are complete and truthful in b réspets.
Tl ihe apphcant fas compbed wilh the of e L of S = 1o which It s applied fr 8 Bcence and hereby uncertakes 10 notify the Direcior enmediately of

any material change which might aliect this application | understand that this INCIudes changes 1o name, address and the change i he employes andior agency relationship with
the Dusiness associaiEd with i1 appscakion. That ihe applicant Agrees to be bound by the oMol promiss throughcut Me term af any kcence granted by vimus of this Application

That the information provided by me in this appiication is te, and | make this solemn declaration conscientiously believing it to be frue and knawing that providing fatse information
iy resull in sanctions

Flease note that our office has received your submitted application. Gur office will be in contact with you If further information is required. —
Thank yeu,
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If you go “Back to Home,” you should be able to see your application under the portal, “My submission
in Review”.

ks b
FCAA Regiatration and Licensing System

Program Submisyon # Submission Typa Licence # Nama App Stus
oMo \Z2300-00 N Apphcason Nol Assignad Paul Gated 5 v
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APPLICATION STATUS

Once submitted, you will receive a notification email and the status of the application changes from
“pending submission” to “in review”. Thereafter, you will receive one or more further emails as follows:

1. More Information Requested
2. License Approval
3. License Rejection

More Information Requested Email — If you receive such an email

1. Login to the RLS site

Select the ‘My Pending Submissions’ portal

3. Select the relevant licence, and respond to the information request (the event steps requiring an
update are shown in yellow on the left hand side of the screen — if necessary, you will need to toggle
the 3 horizontal bars to view the event pages).

4. Re-submit on the declaration page.

N

Licence Approval Email - if you receive such an email

5. Login to the RLS site go to the “My Active Licenses/Registration” portal, select your license and then
“View License” to view your approved licence. Note any conditions that apply to the licence.

License Rejection Email - If you receive such an email, your application has not been approved. You will
thereafter be provided with further correspondence with reasons and be given an opportunity to be
heard/appeal.

Once your license has been issued, you will receive notification in your email. Log back into RLS and find
your licence under the portal to your right that says, ‘My Active Licenses/Registration. Click on the +to
open the portal and select your licence.

FCAA Registration and Licensing System

Your Email
Corespondences

il
Apply for a Licence |
Registration
Endo imant / Or Film

Classification

Classifications
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ANNUAL FILINGS/RENEWALS

The Collection Agency will receive notification of your renewal 30 days prior to your renewal. When the
Collection Agency sends you an invitation and pays the required fees you will receive an email to log into
your account and start the renewal process.

0 Update any changed information
0 Declare the accuracy of the submission

APPLICATION PORTALS

My Pending Submissions - this portal contains your unfinished applications
My Submissions in Review - this portal contains your applications under review with the FCAA
My Active Licences/Registration — from this portal you can view your active licences

My Licences/Registration that Require Action - this portal contains your licenses or
registrations that require annual filing including any required fee payment.
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Renewing your Collector’s Application

The collection agency who you represent must start the renewal process in Registration and Licensing
System (RLS). Once they have gone through the process, you will receive an email from
FCAARLS@gov.sk.ca letting you know the company you represent has made payment on your behalf
and you will need to log into RLS and complete the renewal application. The following information
describes the process:

The collector will log into their RLS account and go into the portal “My Pending Submissions” and select
the submission number for the Annual Filing.

vy L2
FCAA Registration and Licensing System #
s Ihe Navigation Panel This area is
and

Submission § Frogram Submission Type Licence § Name

12280001 Cosecinr Annuzi Fing 500150 Vialan Anservan

Apply for a Licence |
Ragistration |

Your Email

Gomespondences

Endorsement / Or Film
Classification

This will take the collector to their application to review all the steps with their information and make

Sawe MNext

changes if necessary. On each step, review and make changes or not, save H then select next. ~»

s Step 1 = [
m";n 122809-01 - CTR - ANNUAL Pending Submission st
-~

TeAA N
o8 o et i e i e S e S o
;1::—;5 pileting the toerm chck the s Dultan on the nght to proceed. Your ntormaton will be |

Step 4
Sunapility for Licansing

Licence Even: Type

Primary Contact Information

Fiaase provide he contact INfonmanon far e person Who SOl recese COMMUNIC3TIN and iNSmmation from ihe FCAA regarding this request If the primary Conract is the same as
Ihe registered user, selec “Yes® below. If the primary contac far this request Is someone olher than the regislered user. select “No™ below, and complete the required informalicn
Dts

AT you e primary contact persan for inis applicatian

Yes No
Prefix Last Name Middie Name
© Helen Andersen
Thie / Position
Email Adaress’
Fhane Humber 5 P
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At step 5, Declaration - they will need to select the “l agree” box and select the “submit” button.

2

)_ia:i"

N

0

After completing the form cick the e bution on e gNt 10 proceed. Your INformanon wil be saved

122809-01 - Heden Andersen

Sfen 5 Declaration
Dwclaration

1, e ungarsigned do solemnly declars
That the information and documents provided in support of this appleation ane complete and truthiul in all respects.
That Ihe applicant has comglied with ihe of the laws of 10 which 1l s appiked foe 8 Bcence and hiereby underiakes o nolify e Divector smemadiately of any

matedial Change which might affect fis appacation. | understand that ihis includes changes 1o name. address and the change in the empioyes and/or apency reiationship with the
pusinass associated with this application. That the applicant agrees 1o e bound by the Torgoing promise the tarm of any Bcence gramad by vinue of this App

That ihe infarmation peovided by me in INis applcation is tnue. and | make this solemn declaration conscientiousty believing It 10 be trse and knowng that providing fatse infacmation
may result in sancrians,

| Agres®

Applicant Narne Diated

The renewal application has been submitted to FCAA and will be in contact with the applicant if further
information is required.

Collector Event

Siep 5

£ Declaration

FCM

AMer compheting thie farm chck 1ne &9 button on the nght to proceed. Your infarmation will be saved

i}!

Ol

| 122803.07 - Helen Andersen

Declarabion

Step 5
Declaration

1, the undersignad do sclemnly deciars;

That the infarmation and Socuments provided in SUpport of This Sppilcation ans compiete and ttiful in all respects.

Tt the appicant has Comabed wiih the rg of the Laves of to which i his applied for 4 Bcence and hereny undertakes 1o natily Me Drecior mmediately of
ANy material change WRich mMight aMect his Apphation | UNErSIand that this INCludes changes 1o Name, adarss and the CHANge in the employies andior agency relationship with
the busin2ss associated with this application, That the applicant agrees 1o be hound by the forgoing promisa ihiolgnout the term of any Ecence pranted by virug of ths Application.

That the information provided by me In this application is true, and | make this solemn declaration conscientiousty befleving If fo be true and knowing that providing false information
may resull in sanctians

AppiCant Name
N Andersen

- Please note that our oMfics has received your submitted application. Cur office will Be in CORtAct with you if further information is regquired.
Thank you.

The collector will receive an email message that confirms their submission has been received and will be
reviewed by our office. Shortly, you will receive one or more of the following notices:

0

1. Requests for additional information.
2. Approval.
3. Denial of Application Notice.

Once licensed, the public will be able to view this license on FCAA411
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