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SPECIAL NOTE

Direct Sales Company licensing applications, annual licensing renewals/filings, and
licence information updates must be submitted to the Registrar, The Direct Sellers
Act, via the on-line Financial and Consumer Affairs Authority (FCAA) Registration
and Licensing System (RLS).

Continue to next pages to read the Online Application Instructions. You will find additional information
via these links:

e Go to our website (www.fcaa.gov.sk.ca) and navigate to direct/door to door sellers.
e RLS portal (https://fcaa.saskatchewan.ca).



http://www.fcaa.gov.sk.ca/
https://fcaa.gov.sk.ca/regulated-businesses-persons/businesses/directdoor-to-door-sellers
https://fcaa.saskatchewan.ca/apex/f?p=200:101:3802959674509:::::
https://fcaa.saskatchewan.ca/

Before You Begin

To become a licensed salesperson, you must be invited by a licensed Direct Seller Company. The Direct
Seller Company sends you an invitation through RLS and pays the fees on your behalf.

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

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

You will be required to supply verification of vour suitability for icensing. If you have any quastions about the requirements, we eAcourage you 1o contact us at 306- 7875550 or toll-free at 1-877-880-5540 befare vou begin vour submission

To complete the RLS process to be licensed as a salesperson you will need:

a. To log into the RLS poral

. To complete and file an application and obtain a license using the RLS procedure
€, To bold and maimtain a valid email address,

4 To provide relevant information when sequested.

«. To provide updates of any change to information provided during the application process
As a reminder, unless otherwise exempted by law, in-order to canduct a sale, salespeaple must first be licensed in Saskatchewan and be associated with a licensed direct seller company:

You have been invited by - to be a Salesperson for their Direct Seller Company.

As per our conversation yesterday, please accept this invitation 1o work for our company,

Respond to Invilation —

Registrar's Contact information

Registrar The Direct Sellers Act

Finnncinl and Consumer Affairs Authoriry

Consumer Protection Divisson

300 - 1919 Saskatchewan Drive

REGINA SK §4P 4H2

Telephone: 306-787-5550 1-877-880-5550 (toll-free) Fax:306-787-9770
Email: cpdlicensing@gon sk ca

Web address: www. fean gov.sk.ca/CPD

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.

Salesperson Invite

1 Seller Information

The Direct Seder Ised above Nis Staled Il you are 3 Sakesperson fof Nits company, BY accepting INis Myitaton you ane declaring Inad is & true

Salesparson invie Dotails

Pending Acceptance

If you accept the invitation, you are taken to the application and are now ready to complete the
application.



RLS User Guide - Direct Sellers Salesperson

Step 1 Event - 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

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

122399-00 - SLS - NEW Pending Submission

FCaeYd

cation and information from the FCAA regarding i request If e pimary comtact & Me same as
mepne olhier han the repisiened user, select “No™ below. and complete the requined information

il Ehat Contact information 10 e Person who SHOUIE receive comm
sser, select “Yes” below, |7 the primary contact fof tnis requ

Fhone Number
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RLS User Guide - Direct Sellers Salesperson

Step 2 — Location of Business

Provide the branch office where you work by selecting the green button that says “Add a Branch Office”.

Salesperson Licence Event

Step 2
Step 1 [ |
Event Branch Office -
Step 2 o~
Location of Business F‘ A A I —
Stey
Salesperson Information et
After completing the form ciick the = bution on the right to proceed. Your infarmation will be saved .‘ ?.

122399-00 - Janet Smith

Branch Offices

Flease provide the branch office(s) where you work:

Add a Branch Office +)

Provide the following information:
e Branch Name
e Mailing address Lookup
e Street/P.O. Box
e C(City
e Postal Code
e Province

next icon to the right of your page.

Salesperson Licence Event

Stp 2
Location of Business

ol {!).;ii:

Step 3
Salesparson Intarmation
Afier completing the form click the 4 bution on the right 10 procesd. Your information wil be saved
Sie, =
Suitability for Licensing 12239900 - Janet Smith
St Branch Offices

D

Pisase provide the branch office(s) where you work:
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RLS User Guide - Direct Sellers Salesperson

Step 3 - Salesperson 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
e State the name of the auction sales company for which you intend to act as an auctioneer

Next

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

Sakespersen Licence Event

St

Salespersen Infermation ARer compieting tha Soemn ciick the S8 puticn on e fignt i proceed. Your informatian will b2 saved

™
=
-~
=

122399-00 - Janet Smith

Salesparson Infarmation

I Janet Smith herety apply 106 2 boence under Toe Drgct Seners A0
Applicant DateofBIt | A8 Mo YYY o
ole)
e
Applicant's Full Mailing Address

Street/P.O. Box
City

Province/State

(V]

Postal Code/Zip Code
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RLS User Guide - Direct Sellers Salesperson

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 during the past ten years has 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.
e last Name
e Do you have a criminal record check (CRC) to upload (you must say “yes” to this question and
upload the CRC)
e Indicate the effective date of the CRC
e Attach by uploading the CRC
If you do not have a criminal record to upload 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.

Once you have completed this step, select “next”

icon to the right of your page.

salesperson Licance Event = ™ '%

3| suitability for Licensing

o

ol Y T

122399-00 - Jandt Smith

Licemsing Hist

geterming It 1hey ade at FSAA4T1 foMing AgEncits” Under the “licensing type” tab & € SEAFC Lab (ot only CRC'S tram
Icensed on-fine providers are accapied). For your Converience, there is g 2t the Credit Reporing Web page that is updated p i

You Iy a0 contict your local posce station, requist 3 CRC and upload with your 4ppacaton wien Feguesied

First Name Last Name Do you have a CRC to upload?

Effective date " o

Upload criminal record
Upload File
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http://www.fcaa.gov.sk.ca/fcaa411/
http://fcaa.gov.sk.ca/regulated-businesses-persons/businesses/credit-reporting-agencies

RLS User Guide - Direct Sellers Salesperson

Step 5 — Declaration

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

Salesparson Licence Event

Afer

Dectaration

compieting the fomm click the 4 button on the rght o proceed. Your information will be saved Fac

12239800 - Janet Smith

Declaration

I, e undersigned 00 solemnfy decians:
That the informatian and decuments provided in suppart of INis appication ane complelt and tuififul in a8 respects.

B T which it has applied for a ficence and hereby undertakes o notify Ie Direclor knmediately of any

Than fhe appicant has complied wilh the of e laws of 5
matenal change which might afiect this hat this MCludes changes 10 Name, address and the change in Ihe empioyee and'orn agency relatibnship weh the
Dusiness assockatan with this applicasion. That the appncan' agrees 10 b2 bound by ihe fagoing promise Meougncyt the tanm of any icence gransed by vinus of (s Application

That the Informatien provided Dy Me in this appiication & true. and | Make MNis SCMN CECIANAtON CONECIENTICUSlY DEBEVING 11 10 L2 tue aNd KAdwing that providing takse mformation
My Fesi In sanclions.

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.

Page 5
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RLS User Guide - Direct Sellers Salesperson

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 Licences/Registration” portal, select your license and then
“View License” to view your approved licence. Note any conditions that apply to the licence.

Licence 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 Licences/Registration. Click on the + to
open the portal and select your licence.

FCAA Registration and Licensing System

Your Licences | Apply for a Licance | Your Email

Ragis Registration | Correspondences
Endorsements | Film Endorssmant | Or Film

Classifications Classification
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RLS User Guide - Direct Sellers Salesperson

ANNUAL FILINGS/RENEWALS

The Direct Sales Company will receive notification of your renewal 30 days prior to your renewal. When
the Direct Seller Company 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.

Page 7 January 2020



RLS User Guide - Direct Sellers Salesperson

Renewing your Salesperson’s Application

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

=

B Submiasicn £ Progaam Submissicn Type Licenca #  Mame
o | 12288701 Dvect Saters Sefuse
Your Email ey 3
Correspondences

Anusl Fibng 500112 dovech Wetary

Apply for a Licence |
Registration |

#l you can find
ut

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

Next

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

e TN B0 = A Panding Submisshor H

Ladatin of Bansmern o FCrhwe.

1M SATLER ISILSES. ' —
e - = S

3 o
BATLIGT O LR

otacs wiorrmron o FaoE whe WhOLEd MECTIS: CINTIL
wiec] e becw i P preary contect ke i g B some

ey Cora m F LT
o

erergeet gl e Lo ey i e

ik Ra

s -]
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RLS User Guide - Direct Sellers Salesperson

At step 5, Declaration - they will need to select the “I agree” box and select the “submit” button.

Salesperson Licence Event

FolYY

Afer completing the form click the #=0 button on the right 1o proceed. Your Information will be saved

RN o

122687-01 - Joseph Walters

Declaration

Step S
Declaration

|, e undersianed da solemnly dectars;
That the infarmation and documents: provided in suppod of Ihis appécaton ane compléte and tulfiful in all respects.
THE! the AppHCRNE has complied with 1he req it of e ek of 1 which it 3 for @ Ioence and hereby uncertakes i Noty (he Direcior mmeatately of any

malenal change which might amect this appecation. | undersiand thal this iCRiOES Changes 10 name, adaress and e change i e amploye aNd/Or agency relationship wih Ihe
business associated wiln tis application. That the applicant agrees 1o be bound by the forpoing promise troughout the term of any kcence granted by vinue of tis Application

That the informaton provided by me n tis dppcation is tue, and | make tis sohemn decaration cofsclentiously beseving 8 1 be rue and knowng that previding false informaticn
may resul in sanctions.

51 Agres:

Applicant Name Dated

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

Salespersen Licence Event

Slep §
Declaration
-
~
FC AV ‘ ':;/
Nition
After completing the form click the ## button on the right 1o proceed. Your information will be saved o

122887-01 - Joseph Walters.

Declaraton

Step &
Declaration

I, 1he umdersigned do solemnly declise.

That ihe information and documents provided in suppon of this apphication are complete and truthfut in all respects.

That the applicant has compiied wilh IR réquirement of e laws of Saskalchewan 1o which il Ras applied §or 8 koenoe and Nereby UNDEMAKES o Nolify the Direcior Immediately of
any material change which might affect this application. | understand that this inciudes changes 1o name. address and 1n2 change in the empioyee andior agency relationship with
e business As3ociatea wilh Ihis apglication. That e applicant agrees 10 be Bound by e Torgoing promeve IMOUgHoUE the leFm af Any ICence granted by virue of IMis Application

That the information provised by me in this application i tros, and | maks this solemn daciaration consciEnlousy DEEVIng 1t 10 DE 1US and knowing Mat proviiing false infgemation
may resall in sanchons

ves

Pisase note that cur office has received your submitted application. Cur office will Be in contact with you if further information is required.
Thank you.

The salesperson 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:

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