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Introduction 
This is a guide to using the Financial and Consumer Affairs Authority (“FCAA”) online portal called the 
“Registration and Licensing System” (“RLS”). This guide is specific to payday lenders to provide guidance 
on specific payday lender processes and is not intended to provide an overview of the functionality of 
RLS. 
 
Please take a moment to review our publication “Registration and Licensing System (RLS) Basics” (“RLS 
Basics Guide”) to learn the basic functionality of RLS, including how to create a user account, how to 
navigate within RLS and how to submit information through RLS. The RLS Basics guide is available on our 
webpage and while general in nature, the RLS Basics Guide will assist users to fully learn and utilize the 
functionality of RLS.  
 
RLS is a secure environment that allows payday lenders to administer their licence or registration online, 
including applying for licensing or registration, submit required filings (collectively called “Submissions”), 
print a licence and view correspondence regarding a licence. 
 
For the purposes of this guide, “submissions” include, but are not limited to, the following: 

• Annual renewals; 
• Changes of information; and 
• Surrendering a licence. 

 
All submissions made through RLS are subject to review and approval by the Director, Consumer Credit 
Division (the “Director”) and the Director may require additional information regarding your submission. 
You will be notified of the status of a submission (i.e. approved, rejected or more information required) 
by our office. 
 
RLS should accessed using Google Chrome, Microsoft Edge, Internet Explorer 11 or Mozilla Firefox 
browsers. Other browsers may result in the system not performing properly.  
 

 
 
 
Please note that all images shown in this guide are for illustration purposes only and may not be an exact 
representation of the RLS online portal. 
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General Navigation 
In addition to the guidance that you will find the RLS Basics Guide, this page provides the very basic RLS 
navigation tips.  
 

 
  

General Navigation Tips 

 

 To proceed to the next step in the submission, Click “Next”   found at the top of the 
right-hand corner of the most submission screens.  Your page will be saved automatically. 
 
 

 As you save and/or exit a screen, the following message will appear if your details have been 
saved successfully: 

 
 

 To go back to a previous step in the submission, click “Prev”    found at the top of the 
right-hand corner of the screen.  Your page will be saved automatically. 
 
 

 For additional help, review any “information bubbles”    and instruction text boxes 
found throughout the submission screens. 
 

 You can also press “Save”    to save the entries you have made on the screen.  In 

addition, where a screen performs calculations, in most situations, you will be asked to click 

“Save” to perform the calculations.   
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Navigating the Home Screen 
In addition to the guidance that you will find the RLS Basics Guide, this page provides a summary of your 
RLS home screen basic navigation. 
 

 
 
Dashboard Buttons 
1. “Your Licences” button allows you to view all active licences currently associated with your user 

account. By clicking any item in this list, you will be taken to the licence page where you can 
view/print your licence and review other important details. 

2. “Apply for a Licence” button allows you to start the application process for a new licence. 
3. “Your Email Correspondences” button allows you to view correspondence documents. 
 
Navigation Panel 
4. “Go to my Profile” allows you to view your RLS account information. 
5. “Log Out” allows you to log out of RLS. 

6. To hide or show the navigation panel on the left hand side of the screen, click the . 
 
Portals 
7. “My Pending Submissions” includes all submission that you are currently working on and have not 

submitted. This portal also includes submissions that have been returned to you by our office for 
more information. 

8. “My Submissions in Review” portal list includes all submissions that you have successfully submitted 
to FCAA for review.  

9. “My Active LIcences/Registrations” includes all active licences currently associated with your user 
account. By clicking any item in this list, you will be taken to the licence page where you can 
view/print your licence and review other important details. 

10.  “My Licences/Registrations that Require Action” portal will show you if you have any submissions 
due for your licence that you have not started or not completed.   

        1                         2                           3 

4 
5 

6 

7 
 

8 
 
 

9 
 

10 
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Licensing Requirements 
Compliance with Legislation 
 
The Payday Loans Act (the “Act”) and The Payday Loans Regulations (the “Regulations”) outlines the 
requirements to carry on business in Saskatchewan as payday lender. The Act applies to all persons 
carrying on business as a payday lender in Saskatchewan. 
 
A person is considered to be carrying on business as a payday lender in Saskatchewan if the person 
offers, provides or arranges payday loans to borrowers located in Saskatchewan. It also includes persons 
facilitating, enabling or acting as a conduit for another person that offers or provides payday loans to 
borrowers in the Province.  
 
All persons who carry on business as a payday lender in Saskatchewan require a licence pursuant to the 
Act for each location from which they carry on business in Saskatchewan. This includes: 

• A storefront premises located in Saskatchewan; 
• Locations outside of Saskatchewan from which the person makes payday loans available to 

borrowers located in Saskatchewan, such as through a website, email or fax.  
 
If you are located outside of Saskatchewan and a person in Saskatchewan can apply for or receive a 
payday loan from you, then you are carrying on business in Saskatchewan and you require a licence 
under the Act. 
 
If you do not wish to have your Internet, email, fax or phone based payday lending business subject to 
the laws of Saskatchewan, you must have procedures in place to ensure that borrowers in Saskatchewan 
cannot apply for a payday loan from your business. 
 

Required Licensing  
 
The Act requires a payday lender business to obtain a separate licence for each location from which the 
payday lender will carry on business in Saskatchewan (“Physical Location” licence). Payday lenders are 
also required to complete an initial “Legal Entity” licence application. Each payday lender licensed to 
carry on business in Saskatchewan will have a minimum of two licences in RLS.  
 
If you are unsure of your specific licensing requirements or need additional help or guidance, please 
contact our office (see the “Contact Us” in this guide). 
 
Unlicensed lenders may be subject to regulatory enforcement actions and prosecution.  
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Apply for a Licence 
Before you begin, please ensure you are familiar with The Payday Loans Act (the “Act”) and The Payday 
Loans Regulations (the “Regulations”) which outlines the requirements to carry on business in 
Saskatchewan as payday lender.  
 
You will be required to complete an application for a “Legal Entity” licence and/or a “Physical Location” 
licence. The Act requires that a payday lender business obtain a licence to carry on business in 
Saskatchewan (“Legal Entity” licence) and a separate licence for each location from which the payday 
lender will carry on business in Saskatchewan (“Physical Location” licence). You can access a summary of 
the applications and the supporting material requirements in the Payday Lender Licence Toolkit which 
has been included in “Appendix A” of this guide and is also available on our webpage. 
 
If you a new applicant, you will be required to complete an application for a “Legal Entity” licence and a 
“Physical Location” licence for each location from which you will carry on business in Saskatchewan. If 
you a previously licensed payday lender in Saskatchewan and wish to add an additional location in the 
province and will be using the same policies, processes and forms as another licensed location, you will 
need to complete a “Physical Location” licence application. If you are unsure of your specific licensing 
requirements, please see the “Licensing Requirements” section of this guide. You can also contact our 
office for additional help or guidance. 
 
All applications made through RLS are subject to review and approval by the Director, Consumer Credit 
Division (the “Director”) and the Director may require additional information regarding your application. 
You will be notified of the status of an application (i.e. approved, rejected or more information required) 
by our office.  
 
You should have your documentation in order before you begin. If you forget or need to change some of 
your information, you can save your progress through the application and return to it as you need to. 
You can continue to make changes to your application until you submit the application to our office. If 
you need to make changes to a submitted application, please contact our office (see the “Contact Us” in 
this guide). 
 
In order to proceed with your application, you will need to have an RLS account already. If you do not 
have an account, you will need to register one. If you currently have a licence and do not know your user 
ID or password, please review the RLS Basics Guide before proceeding. 
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Apply for a New Licence 
 
1. To access the RLS login page, go to https://fcaa.saskatchwan.ca 
 

 
Enter your User ID and Password and click “Login”. You will be brought to the RLS home screen. 
 
 
2. Click on the “Apply for a New Licence” button. 
 

  

https://fcaa.saskatchwan.ca/
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3. Select “Consumer Credit” as the Licencing Division. 
 

 
 
 
4. Select “Payday Lender – Legal Entity” from the dropdown menu. 
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5. Carefully review the “Before You Begin” section. You can print this page from your browser if you 
need to reference it.  
 

 
 
Click “I acknowledge”. 
 
 
6. You will be brought to the first step of your application – “Event”.  
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On the left side is your navigation menu where you can navigate to the different steps within the 
application, log out or access your RLS account. 
 
On the right side is your tools and actions menu where you can: 

• Save your filing if you need to walk away and come back to it;  

• Cancel your filing if you have started an application and didn’t intend to;  and 

• Move forward and backwards one step using the next and previous arrow buttons.  
 
Please note that you will not be able to submit the application if a step has any blank or missed 
questions or required documentation uploads. 
 
 
7. Confirm that you are the primary contact. If you are not the primary contact, click “No” and provide 
the contact information for the primary contact.  
 

 
 
The individual listed as the primary contact for the application will receive emails and may be contacted 
by our office regarding the application and/or licence.  
 
Once the primary contact information has been completed, click on the next arrow button on the right 
side of the application.  
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8. You will be brought to the “Business Entity” step of your application. Select the type of business entity 
exactly as you are registered with Information Services Corporation (ISC) Corporate Registry.  
 
The way you have registered your business will affect the application questions you fill out. 
 

 
 
Answer the questions accurately and completely and upload all requested supporting documentation. 
Please refer to the Payday Lender Licence Toolkit for specific guidance on the application fields and 
supporting material requirements. 
 
Once you have completed all fields on this step of the application, click the next arrow button on the 
right side of the application. 
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9. On the “Suitability for Licensing” step, you will need to answer the questions and upload a criminal 
record check for the sole proprietor, each partner, or each director or officer of the applicant. 
 

 
 
Criminal record checks should be dated no earlier than 3 months from the date you submit the 
application to us.  
 
Once you have completed all fields on this step of the application, click the next arrow button on the 
right side of the application. 
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10. You will be brought to the “Supporting Documents” step. Answer the questions accurately and 
completely and upload all requested supporting documentation.  
 

 
 
Please refer to the Payday Lender Licence Toolkit for specific guidance on the application fields and 
supporting material requirements. 
 
Once you have completed all fields on this step of the application, click the next arrow button on the 
right side of the application. 
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11. The final step in the Legal Entity application is the “Declaration” step. You will need to read and 
complete the Statutory Declaration form. A link to the declaration form is provided on this page.  
 
Upload the completed and signed Statutory Declaration form. Please note that the Statutory Declaration 
must be sworn before a Commissioner for Oaths or Notary Public. 
 
Click the “I Agree” box to agree to it. 
 
 

 
 
Click “Submit to FCAA”.  
 
 
12. You will be brought to first step “Event” of the Physical Location application form.  
 
The Act requires a payday lender to obtain a separate licence for each location from which the payday 
lender will carry on business in Saskatchewan. You must complete a Physical Location licence application 
with the initial Legal Entity licence application and for each additional location from which you intend to 
carry on business as a payday lender.  
 
Please refer to the Payday Lender Licence Toolkit for specific guidance on the Physical Location licence 
requirements.  
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13. Confirm that you are the primary contact. If you are not the primary contact, click “No” and provide 
the contact information for the primary contact.  
 

 
 
The individual listed as the primary contact for the application will receive emails and may be contacted 
by our office regarding the application and/or licence.  
 
Once the primary contact information has been completed, click the next arrow button on the right side 
of the application. 
  



15 | P a g e  
 

14. You will be brought to the “Payday Location - Physical Location” step of your application.  
 
Answer the questions accurately and completely for the specific physical location from which you plan 
to carry on business as a payday lender. 
 

 
 
Click the next arrow button on the right side of the application. 
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15. The final step in the Physical Location application is the “Declaration” step. You will need to read and 
complete the Statutory Declaration form. A link to the declaration form is provided on this page.  
 
Upload the completed and signed Statutory Declaration form. Please note that the Statutory Declaration 
must be sworn before a Commissioner for Oaths or a Notary Public. 
 
Click the “I Agree” box to agree to it. 
 

 
 
Click “Submit to FCAA”. 
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16. You will be brought to the “Invoice” step. This is the final step in the new application process. 

 

An annual licence fee must be submitted for each Physical Location licence you have applied for. Online 
payment options are only available for invoices that are less than $2,500. Payments greater than $2,500 
must be made by cheque and are payable to the Minister of Finance.  

Print and attach a copy of this invoice to the cheque payment. Cheques along with a copy of the RLS 
invoice can be mailed to our office at: 

Financial and Consumer Affairs Authority – Consumer Credit Division 
Suite 601, 1919 Saskatchewan Drive 
Regina, Saskatchewan  S4P 4H2 

 
Once payment has been received by our office, we will review your licence application. Our office will 
communicate with you regarding your application using the email address and contact information you 
provided to us at the beginning of the application.  
 
Click the next arrow button on the right side of the application. 
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17. You will be brought back to the first page of the “Physical Location” application.  
 
If you need to add additional physical locations applications, you can click the next arrow button or the 
“Add another Location” button and you will be brought back to the first Physical Location “Event” step. 
Repeat the Physical location steps for each physical location you would like to licence. 
 

 
 
If you do not have any additional physical location applications to complete, you can navigate to your 
RLS home screen or log out of RLS. Please refer to the RLS Basics Guide for additional information on 
navigating the RLS dashboard.  
 
 
18. You can print a copy your completed application from your browser if you need to reference it or 
would like to keep a copy for your records.  
 

On the right side of the screen, click the “Action” button  and select “Print Submission”. 
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19. You can see if your licence is in progress or requires more information from the RLS home screen.  
 
The “My Submissions in Review” portal list includes all submissions that you have successfully submitted 
to FCAA for review.  
 
The “My Pending Submissions” includes all submission that you are currently working on and have not 
submitted. This portal also includes submissions that have been returned to you by our office for more 
information.  
 

 
 
Carefully read any emails sent to you to ensure all actions required are completed and all information 
we may request in RLS is provided. 
 
You will be notified by email of the progress of your submission through the review process. If your 
licence is approved, you will receive a proof of completion email notice and can login to print your 
licence. 
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Apply for a Physical Location Licence 
 
The Act requires a payday lender to obtain a separate licence for each location from which the payday 
lender will carry on business in Saskatchewan. You can access a summary of the application and 
supporting material requirements in the Payday Lender Licence Toolkit.  
 
If you have not previously completed a “Payday Lender – Legal Entity” application, you will need to 
complete and submit that application before you will be able to add a location licence.  
 
A “Payday Lender – Physical Address” licence application must be linked to an existing “Payday Lender – 
Legal Entity” licence application. A Physical Location application can be added to a submitted or 
approved Legal Entity licence application. 
 
 
1. To access the RLS login page, go to https://fcaa.saskatchwan.ca 
 

 
Enter your User ID and Password and click “Login”. You will be brought to the RLS home screen. 
 
  

https://fcaa.saskatchwan.ca/
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2. A Physical Location application can be added to an approved Legal Entity licence application.  
 
You can add a Physical Location application by selecting your application from the “My Active Licences/ 
Registrations” portal. 
 

 
 
You will be brought to the licence screen. 
 

 
 
Click the “Add another Location button” to start the Physical Location application process. 
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3. Confirm that you are the primary contact. If you are not the primary contact, click “No” and provide 
the contact information for the primary contact.  
 

 
 
The individual listed as the primary contact for the application will receive emails and may be contacted 
by our office regarding the application and/or licence.  
 
Once the primary contact information has been completed, click the next arrow button on the right side 
of the application. 
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4. You will be brought to the “Payday Location - Physical Location” step of the application.  
 
Answer the questions accurately and completely for the specific physical location from which you plan 
to carry on business as a payday lender.  
 

 
 
Click the next arrow button on the right side of the application. 
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5. You will be brought to the “Declaration” step. You will need to read and complete the Statutory 
Declaration form. A link to the declaration form is provided on this page.  
 
Upload the completed and signed Statutory Declaration form. Please note that the Statutory Declaration 
must be sworn before a commissioner for oaths, notary public or justice of the peace. 
 
Click the “I Agree” box to agree to it. 
 
 

 
 
Click “Submit to FCAA”. 
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6. The final step in the Physical Location application is the “Invoice” step. 
 

 
 
An annual licence fee must be submitted for each Physical Location licence you have applied for. Online 
payment options are only available for invoices that are less than $2,500. Payments greater than $2,500 
must be made by cheque and are payable to the Minister of Finance. 
 
Print and attach a copy of this invoice to the cheque payment. Cheques along with a copy of the RLS 
invoice can be mailed to our office at: 

Financial and Consumer Affairs Authority – Consumer Credit Division 
Suite 601, 1919 Saskatchewan Drive 
Regina, Saskatchewan  S4P 4H2 

 
Once payment has been received by our office, we will review your licence application. Our office will 
communicate using the email address and contact information you provided to us at the beginning of 
the application. 
 
Click the next arrow button on the right side of the application. 
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7. You will be brought back to the first page of the “Physical Location” application.  
 

 
 
If you need to add additional physical locations applications, you can click the next arrow button or the 
“Add another Location” button and you will be brought back to the first Physical Location “Event” step. 
Repeat the Physical location steps for each physical location you would like to licence. 
 
If you do not have any additional physical location applications, you can navigate to your RLS home 
screen or log out of RLS. Please refer to the RLS Basics Guide for additional information on navigating 
the RLS dashboard.  
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Request for More Information 
All submissions made through RLS are subject to review and approval by the Director, Consumer Credit 
Division (the “Director”). In carrying out the review of your submission, the Director may require 
clarification or additional information. You will be notified by email if the Director is requesting more 
information regarding your submission. 
 
You can also see if your licence is in progress or requires more information from the RLS home screen 
using the portals on the right side of the screen: 
 

• The “My Submissions in Review” portal list includes all submissions that you have successfully 
submitted to FCAA for review.  

• The “My Pending Submissions” includes all submission that you are currently working on and 
have not submitted. This portal also includes submissions that have been returned to you by our 
office for more information. 

 
 

 
 
In order to have your submission processed in a timely manner ensure that you carefully read any emails 
sent to you to ensure that all actions required are completed and all information we may request in RLS 
is provided.  
 
Please ensure that the email address in your RLS account information is checked regularly as all 
communications from our office will be sent to this email address. To ensure that you receive all of your 
RLS account communications, please add the RLS email address fcaarls@gov.sk.ca to your contact list.  
 
  

mailto:fcaarls@gov.sk.ca
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1. A “More Information Request” email will be sent from RLS if more information is required to 
complete the review of your submission. 
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2. To access the RLS login page, go to https://fcaa.saskatchwan.ca or click the link to the RLS login page 
from the email. 
 

 
 
Enter your User ID and Password and click “Login”. You will be brought to the RLS home screen. 
 
  

https://fcaa.saskatchwan.ca/
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3. Click the link for the submission that requires more information from the “My Pending Submissions” 
portal on the right side of the home screen. 
 
Please note that it may take a few seconds for the submission to load. 
 

 
 
 
4. You will be brought to the licence screen.  
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5. Each step in the submission that requires clarification or additional information will be highlighted in 
yellow and instructions will be available for completing each step. 
 

 
 
The submission steps where changes or additional information are not required will be shown in green 
and are locked down.  
 
You can navigate to the submission steps that require more information using the navigation panel on 
the left hand side of the screen by clicking on each yellow step. You can also move through the 
submission using the next and previous arrows on the right side of the screen. 
 
You will only be able to make changes to the steps that are highlighted in yellow and the rest of the 
application is locked down. If you need to make changes to information on a submission step not 
requiring additional information, please contact our office (see the “Contact Us” in this guide).  
 
 
6. Once you have completed all changes or provided the required supporting documents, proceed to the 
“Declaration” step of the submission.  
 
Click the “I Agree” box to agree to the Statutory Declaration. You will not be required to upload a new 
Statutory Declaration. Once a statutory declaration has been completed and uploaded for an 
application, it will not need to be replaced if changes are made, unless specially requested by the FCAA. 
 
Click “Submit to FCAA”. 
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7. You can print a copy of your updated submission from your browser if you need to reference it or 
would like to keep a copy for your records.  
 
From the RLS home screen, click the link for your updated submission from the “My Submissions in 
Review” portal on the right side of the screen. You will be brought to the licence screen.  
 

 
 
 
8. You will be brought to the licence screen.  On the right side of the screen click the “Action” button 
and select “Print Submission”. 
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Print a Licence 
In order to print your licence, you will need to have an RLS account already. If you currently have a 
licence and do not know your user ID or password, please review the RLS Basics Guide before 
proceeding.  
 
 
1. To access the RLS login page, go to https://fcaa.saskatchwan.ca 
 

 
Enter your User ID and Password and click “Login”. You will be brought to the RLS home screen. 
  

https://fcaa.saskatchwan.ca/
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2. Click on the “My Active Licences/Registrations” portal on the right hand side. 
 

 
 
 
3. Click the link for the “Physical Location” licence.  
 
Please note that it may take a few seconds for the licence information to load. 
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4. You will be brought to the licence screen. Ensure that your pop-up blocker is disabled or you can 
permit pop-ups from this site. 
 
Click the “View Licence” button on the right hand side.  
 

 
 
 
5. Your licence will pop-up in a new window. Ensure that you have a PDF viewer or reader installed on 
your computer. From the pop-up window you can print your licence. 
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Provide Information Updates 
Before you begin, please ensure you are familiar with The Payday Loans Act (the “Act”) and The Payday 
Loans Regulations (the “Regulations”) which outlines the requirements to carry on business in 
Saskatchewan as payday lender.  
 
The Act requires a payday lender to provide notification of certain significant changes to your payday 
loan business. You can access a summary of the requirements on our webpage at 
https://fcaa.gov.sk.ca/regulated-businesses-persons/businesses/payday-lenders/changes-that-require-
you-to-notify-fcaa. 
 
All submissions made through RLS are subject to review and approval by the Director, Consumer Credit 
Division (the “Director”) and the Director may require additional information regarding your submission. 
You will be notified of the status of a submission (i.e. approved, rejected or more information required) 
by our office.  
 
You should have your documentation in order before you begin. If you forget or need to change some of 
your information, you can save your progress through the application and return to it as you need to. 
You can continue to make changes to your application until you submit the application to our office. If 
you need to make changes to a submitted application, please contact our office (see the “Contact Us” in 
this guide). 
 
 
  

https://fcaa.gov.sk.ca/regulated-businesses-persons/businesses/payday-lenders/changes-that-require-you-to-notify-fcaa
https://fcaa.gov.sk.ca/regulated-businesses-persons/businesses/payday-lenders/changes-that-require-you-to-notify-fcaa
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1. To access the RLS login page, go to https://fcaa.saskatchwan.ca 
 

 
Enter your User ID and Password and click “Login”. You will be brought to the RLS home screen. 
 
 
2. Click on the “My Active Licences/Registrations” portal on the right hand side. 
 

 
  

https://fcaa.saskatchwan.ca/
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3. Click the link for the licence that you would like to update. Please note that it may take a few seconds 
to load. 
 

 
 
 
4. You will be brought to the licence screen. Click on the “Provide Information Update” button. 
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5. You will be brought to the first page of the licence event.  
 

 
 
On the right side is your tools and actions menu where you can: 

• Save your filing if you need to walk away and come back to it;  

• Cancel your filing if you have started an application and didn’t intend to;  and 

• Move forward and backwards one step using the next and previous arrow buttons.  
 
Please note that you will not be able to submit the application if a step has any blank or missed 
questions or required documentation uploads. 
 
Click the next arrow button on the right side of the application until you reach the application step you 
would like to change information on. 
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6. Click the “Make Changes” button to unlock the application step you would like to change the 
information on. 
 

 
 
Change the information or documentation on the application step as you need to.  
 
Please note that if you are making changes to the type of business (i.e. Corporation, Partnership, Sole 
Proprietor) this change will alter the entire filing and you will need to submit a new application.  
 
Click the next arrow button on the right side of the application, and continue to review and answer all 
questions on each step of the application. 
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7. On the “Declaration” step you will need to read the declaration and click the “I Agree” box to agree to 
it. 
 
Once a statutory declaration has been completed and uploaded for an application, it will not need to be 
replaced if changes are made, unless specially requested by the FCAA. 
 

 
 
Click “Submit to FCAA”. 
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8. Our office will review the filing and communicate using the email address and contact information 
you provided to us at the beginning of the filing. 
 
You can see if your licence is in progress or requires more information from the RLS home screen under 
the “My Submissions in Review” portal. This list includes all submissions that you have successfully 
submitted to FCAA for review.  
 

 
 
Carefully read any emails sent to you to ensure all actions required are completed and all information 
we may request in RLS is provided.  
 
You will be notified by email of the progress of your submission through the review process. If your 
licence is approved, you will receive a proof of completion email notice and can login to print your 
licence. 
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Submit an Annual Licence Renewal 
Before you begin, please ensure you are familiar with The Payday Loans Act (the “Act”) and The Payday 
Loans Regulations (the “Regulations”) which outlines the requirements to carry on business in 
Saskatchewan as payday lender.  
 
Each Physical Location licence is issued for a twelve-month period, expiring one year from the date of 
issue. You must submit a renewal application for each licensed location. You are also required to 
complete a Legal Entity renewal submission annually. 
 
You are able to start your Physical Location annual renewal submission in RLS one month prior to the 
licence expiration date. Please ensure that you have completed a Legal Entity renewal submission prior 
to starting a Physical Location renewal submission. RLS will not allow you to start a Physical Location 
renewal submission if the Legal Entity annual renewal is due. You can access a summary of the renewal 
requirements and supporting material in the Payday Lender Annual Licence Renewal Toolkit online. 
 
All submissions made through RLS are subject to review and approval by the Director, Consumer Credit 
Division (the “Director”) and the Director may require additional information regarding your submission. 
You will be notified of the status of a submission (i.e. approved, rejected or more information required) 
by our office.  
 
You should have your documentation in order before you begin. If you forget or need to change some of 
your information, you can save your progress through the application and return to it as you need to. 
You can continue to make changes to your application until you submit the application to our office. If 
you need to make changes to a submitted application, please contact our office (see the “Contact Us” in 
this guide). 
 
In order to proceed with your application, you will need to have an RLS account already. If you do not 
have an account, you will need to register one. If you currently have a licence and do not know your user 
ID or password, please review the RLS Basics Guide before proceeding. 
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Submit a Legal Entity Annual Renewal 
 
1. To access the RLS login page, go to https://fcaa.saskatchwan.ca 
 

 
 
Enter your User ID and Password and click “Login”. You will be brought to the RLS home screen. 
 
 
2. Click on the “My Licences/Registrations that Require Action” portal. 
 

  

https://fcaa.saskatchwan.ca/
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3. Click the link for the Legal Entity licence that you would like to submit an annual renewal for. 
 
Please note that it may take a few seconds for the licence screen to load.  
 

 
 
 
4. You will be brought to the licence screen. Click on the “Start Renewal” button.  
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5. You will be brought to the first step of your renewal application – “Event”.   
 

 
 
On the right side is your tools and actions menu where you can: 

• Save your filing if you need to walk away and come back to it;  

• Cancel your filing if you have started an application and didn’t intend to;  and 

• Move forward and backwards one step using the next and previous arrow buttons.  
 
Please note that you will not be able to submit the application if a step has any blank or missed 
questions or required documentation uploads. 
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6. Confirm that you are the primary contact. If you are not the primary contact, click “No” and provide 
the contact information for the primary contact. 
 

 
 
 
The individual listed as the primary contact for the renewal submission will receive emails and may be 
contacted by our office regarding the filing and/or licence. 
 
Click on the next arrow button on the right side of the renewal submission. 
 
 
7. Review all of the information and documentation on each step of the renewal application. If nothing 
has changed, click the next arrow button to move to the next step of the application.  
 
Review each step and make sure you have answered all of the questions accurately and completely and 
uploaded all supporting documentation required. 
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8. On the “Declaration” step you will need to read and complete the Statutory Declaration form. A link 
to the declaration form is provided on this page.  
 
Upload the completed and signed Statutory Declaration form. Please note that the Statutory Declaration 
must be sworn before a commissioner for oaths, notary public or justice of the peace. 
 
Click the “I Agree” box to agree to it. 
 
 

 
 
Click “Submit to FCAA”. 
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9. Our office will review the annual submission and communicate using the email address and contact 
information you provided us at the beginning of the submission. 
 
You can see if your renewal submission is in progress or requires more information from the RLS home 
screen under the “My Submissions in Review” portal. This list includes all submissions that you have 
successfully submitted to FCAA for review.  
 

 
 
Carefully read any emails sent to you to ensure all actions required are completed and all information 
we may request in RLS is provided. 
 
You will be notified by email of the progress of your submission through the review process. If your 
annual renewal is approved, you will receive an approval completion email notice and can login to print 
your licence.  
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Submit a Physical Location Annual Renewal 
 
1. To access the RLS login page, go to https://fcaa.saskatchwan.ca 
 

 
Enter your User ID and Password and click “Login”. You will be brought to the RLS home screen. 
 
 
2. Click on the “My Licences/Registrations that Require Action” portal. 
 

  

https://fcaa.saskatchwan.ca/
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3. Click the link for the Physical Location licence that you would like to submit an annual renewal 
application for. Please ensure that you have completed a Legal Entity renewal submission prior to 
starting any Physical Location renewal submission. RLS will not allow you to start a Physical Location 
renewal submission if the Legal Entity annual renewal is due. 
 
Please note that it may take a few seconds for the licence screen to load.  
 

 
 
 
4. You will be brought to the licence screen. Click on the “Start Renewal” button. 
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5. You will be brought to the first step of your renewal application – “Event”.   
 

 
 
On the right side is your tools and actions menu where you can: 

• Save your filing if you need to walk away and come back to it;  

• Cancel your filing if you have started an application and didn’t intend to;  and 

• Move forward and backwards one step using the next and previous arrow buttons.  
 
Please note that you will not be able to submit the application if a step has any blank or missed 
questions or required documentation uploads. 
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6. Confirm that you are the primary contact. If you are not the primary contact, click “No” and provide 
the contact information for the primary contact. 
 

 
 
The individual listed as the primary contact for the renewal submission will receive emails and may be 
contacted by our office regarding the filing and/or licence. 
 
Click on the next arrow button on the right side of the renewal submission. 
 
 
7. Review all of the information and documentation on each step of the renewal application. If nothing 
has changed, click the next arrow button to move to the next step of the application.  
 
Review each step and make sure you have answered all of the questions accurately and completely and 
uploaded all supporting documentation required.  
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8. On the “Declaration” step you will need to read and complete the Statutory Declaration form. A link 
to the declaration form is provided on this page.  
 
Upload the completed and signed Statutory Declaration form. Please note that the Statutory Declaration 
must be sworn before a commissioner for oaths, notary public or justice of the peace. 
 
Click the “I Agree” box to agree to it. 
 

 
 
Click “Submit to FCAA”. 
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9. You will be brought to the “Invoice” step. This is the final step in the annual renewal submission.  
 

 
 
An annual licence fee must be submitted for each Physical Location licence. Online payment options are 
only available for invoices that are less than $2,500. Payments greater than $2,500 must be made by 
cheque and are payable to the Minister of Finance.  
 
Print and attach a copy of this invoice to the cheque payment. Cheques along with a copy of the RLS 
invoice can be mailed to our office at: 

Financial and Consumer Affairs Authority – Consumer Credit Division 
Suite 601, 1919 Saskatchewan Drive 
Regina, Saskatchewan  S4P 4H2 

 
 
Once payment has been received by our office, we will review your licence application. Our office will 
communicate with you regarding your application using the email address and contact information you 
provided to us at the beginning of the application.  
 
Click the next arrow button on the right side of the application. 
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10. You will be brought back to the first page of the “Physical Location” annual licence renewal.  
 

 
 
If you need to add additional physical location applications at this time, you can click the next arrow 
button or the “Add another Location” button and you will be brought to the first Physical Location 
“Event” step. Complete the renewal application steps for each physical location you would like to renew. 
 
If you do not have any additional physical location application to complete, you can navigate to your RLS 
home screen or log out of RLS. Please refer to the RLS Basics Guide for additional information on 
navigating the RLS dashboard. 
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Surrender a Licence 
Before you begin, please ensure you are familiar with The Payday Loans Act (the “Act”) and The Payday 
Loans Regulations (the “Regulations”) which outlines the requirements to carry on business in 
Saskatchewan as payday lender.  
 
Your payday licence is issued for a twelve-month period, expiring one year from the date of issue. If you 
cease carrying on business at licensed location(s), you can apply to surrender your Physical Location 
licence to FCAA which may result in the cancellation of your licence. If you cease carrying on business as 
a payday lender in the province of Saskatchewan, you can also apply to surrender your Legal Entity 
licence. 
 
All submissions made through RLS are subject to review and approval by the Director, Consumer Credit 
Division (the “Director”) and the Director may require additional information regarding your submission. 
You will be notified of the status of a submission (i.e. approved, rejected or more information required) 
by our office.  
 
You should have your documentation in order before you begin. If you forget or need to change some of 
your information, you can save your progress through the application and return to it as you need to. 
You can continue to make changes to your application until you submit the application to our office. If 
you need to make changes to a submitted application, please contact our office (see the “Contact Us” in 
this guide). 
 
In order to proceed with your application, you will need to have an RLS account already. If you do not 
have an account, you will need to register one. If you currently have a licence and do not know your user 
ID or password, please review the RLS Basics Guide before proceeding. 
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1. To access the RLS login page, go to https://fcaa.saskatchwan.ca 
 

 
Enter your User ID and Password and click “Login”. You will be brought to the RLS home screen. 
 
 
2. Click on the “My Active Licences/Registrations” portal. 
 

 
  

https://fcaa.saskatchwan.ca/
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3. Click the link for the licence that you would like to apply to surrender. Please note that it may take a 
few seconds to load. 
 

 
 
 
4. You will be brought to the licence screen. Click on the “Surrender Licence” button. 
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5. You will be brought to the “Termination” screen. Answer the questions accurately and completely and 
upload all requested supporting documentation. 
 

 
 
Click “Submit Licence Surrender Request”. 
 
 
6. If there are additional Physical Locations licences that you wish to surrender or if you wish to 
surrender your Legal Entity licence, you can navigate to your RLS home screen and repeat the steps for 
each licence you would like to apply to surrender or log out of RLS. 
 
All submissions made through RLS are subject to review and approval by the Director who may require 
additional information regarding your submission. You will be notified of the status of a submission (i.e. 
approved, rejected or more information required) by our office. 
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Contact Us 
General Information 
 
Consumer Credit Division 
Financial and Consumer Affairs Authority 
Suite 601, 1919 Saskatchewan Drive 
Regina, SK     S4P 4H2 
 
Phone: (306) 787-6700 
Fax: (306) 787-9006 
Email: fid@gov.sk.ca  
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Appendix A: Payday Lender Licence Toolkit 
This licensing toolkit has information relating to the payday lender licence legal entity application, 
physical location licence application, and the supporting information to be provided by an applicant 
applying for a payday lender licence under The Payday Loans Act (the “Act”). 
 
Please note that as part of the licence review process, the Director, Consumer Credit Division, (the 
“Director”) may require the applicant to provide additional information. 
 
Effective November 1, 2019 all applications need to be completed using the Registration and Licensing 
System (RLS). RLS is accessed at https://fcaa.saskatchewan.ca/  
 
Applicants are encouraged to go through each of the applicable licence application screens in order to 
identify the information that will be required. While an applicant will not be able to submit an 
incomplete application, once they select the legal form of the applicant (i.e. corporation, partnership or 
sole proprietor) they will be able to review the remainder of the licence pages for the legal entity in RLS. 
Applicants who do not select this field will get a warning message that a mandatory field is incomplete; 
selecting one of these three options will allow the applicant to continue browsing the requirements for 
the legal entity. 
 
An applicant who does not already have one or more payday licences will not be able to view the 
“physical location” requirements in RLS. In order for new applicants to understand the information 
required in that stage, please see the attachment showing the information being requested.  
 
For information on the RLS system, such as how to navigate the system and how to set up one or more 
delegates, please also see the RLS guides on the FCAA website at https://fcaa.gov.sk.ca/. 
 
If you have any questions in regards to the application forms or the supporting information, please 
contact the Financial and Consumer Affairs Authority of Saskatchewan – Consumer Credit Division, by 
telephone at (306) 787-6700 or by email to fid@gov.sk.ca. 
 

Filing Instructions 
As the RLS licence application pages are self-explaining, the following filing instructions provide clarity 
on certain areas where questions have arisen or deficiencies have been noted. 
 

Legal Entity Licence Application Form 
The Act requires that each location from which a person carries on business as a payday lender be 
licensed. Recognizing that some persons operate multiple locations, RLS is separated into “legal entity” 
and “physical location” aspects. Accordingly, for persons operating multiple locations, the “legal entity” 
information does not need to be resubmitted for every physical location. The legal entity information 
does need to be updated annually in the renewal process. Please note that this renewal does not 
replace the requirement for a payday lender or applicant to provide certain updates within 7 days 
(section 16 of the Act). 

https://fcaa.saskatchewan.ca/
https://fcaa.gov.sk.ca/
mailto:fid@gov.sk.ca
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The following items provide additional information regarding the fields of the online application form: 

1. Primary Contact: the individual listed as the primary contact for the application will receive emails 
and may be contacted by our office regarding the application and/or licence.  
The primary contact can be thought of as the “submission contact”. If an application is approved, 
the user that was logged in to make the application will then become the “primary owner” of the 
licence. While the primary owner can create delegates who can make future filings on behalf of 
the licensee, it is important that the primary owner be properly established in RLS. FCAA Staff will 
confirm the primary owner during the application review process. Should the primary owner need 
to be changed in RLS, please contact us at (306) 787-6700 or by email to fid@gov.sk.ca.  
Section 16 of the Act requires every payday lender to notify the Director in writing of any material 
change in the information provided to the Director in the licence application. 

2. Business Name: When determining whether to use a business name, please note that section 34 of 
the Act prohibits licensees from carrying on business under a name other than as set out on their 
licence. 

3. Head Office: please provide the address for the head office of the applicant and associated contact 
information. Typically, all mailed correspondence will be sent to this address. 

4. Address for Service: the address for service must be a location in Saskatchewan that maintains 
regular business hours and has staff available to receive documents at all times. Typically, this 
address would be one of the applicant’s licensed business locations or a law firm in Saskatchewan. 
This address cannot be a PO Box number. 

Section 6 of the Act requires every applicant to provide an address for service in Saskatchewan, 
and section 16 of the Act requires every licensee to immediately notify the Director in writing of a 
change to an address for service. 

5. Jurisdiction of incorporation, formation, or residency: If the applicant is a corporation, the 
jurisdiction is the jurisdiction of incorporation. If the applicant is a partnership, the jurisdiction is 
the jurisdiction of the laws under which the partnership was formed. If the applicant is a sole 
proprietor, the jurisdiction is the jurisdiction in which the applicant normally resides. 

6. Disclosures – Personal: Check the appropriate boxes. If you are unsure about the nature or result of 
any judicial, regulatory or administrative proceeding that impacts on the answer to a question, 
consult legal counsel. 

7. Disclosures – Business: Check the appropriate boxes. If you are unsure about the nature or result of 
any judicial, regulatory or administrative proceeding that impacts on the answer to a question, 
consult legal counsel. 

8. Criminal Record Checks. The legislation requires that criminal record checks be dated no more 
than three months prior to the date of application.  

 
  

mailto:fid@gov.sk.ca
mailto:fid@gov.sk.ca
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Supporting Documents 

To meet the requirements of the legislation and to assist the Director’s review and assessment of the 
payday lender’s suitability for licensing, RLS sets out the supporting information and/or documents to 
accompany the licence application. 

Note: If any item of supporting material or any information contained in an item of supporting material 
is not applicable to all locations for which a licence is sought, this must be clearly identified in the item 
of supporting material itself or in correspondence accompanying the application. 

It is important that every item of supporting material be an accurate reflection of the activities at each 
location to which it applies. The use of vague or overly general descriptions may result in processing 
delays. Providing incorrect information may result in a refusal, suspension or cancellation of the licence 
applied for and prosecution as an offence. 

1. Description of other products or services offered: submit a description of all other products or 
services that will be offered by the applicant, on behalf of another person or for its own account, at 
the location(s). For each product or service described, indicate whether it is offered on different 
terms to payday loan borrowers than to non- borrowers; 

2. Copy or mark-up of section 21 sign, webpage or call script: If the applicant will offer more than one 
type of payday loan, submit a copy or mark-up of the signs the applicant will post with respect to 
each type of payday loan offered; 

3. All other documentation the applicant intends to provide to borrowers: provide a copy of all other 
documentation the applicant intends to provide to payday loan borrowers, if any. 

4. Any other supporting information regarding this application: submit any other information the 
applicant believes would be useful to the Director in assessing their suitability to be licensed as a 
payday lender. 

 

Statutory Declaration 

RLS requires that the statutory declaration form be downloaded and signed. The statutory declaration 
needs to be signed by both the Applicant, as well as by a Commissioner for Oaths or a Notary Public. 
Once signed, the completed statutory declaration needs to be uploaded into RLS. 
 
The two-page declaration can be accessed from RLS, and is attached to this licence toolkit. 
 

Physical Location Licence Application Form 

Section 5 of the Act requires a payday lender to obtain a separate licence for each location from which 
the payday lender will carry on business in Saskatchewan.  

As a new applicant cannot access the application form until a legal entity application is completed, 
please see the attachment showing the information being requested.  

The physical location licence application also requires a statutory declaration, in the same form as that 
for the legal entity (copy attached). 
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Fees 

Pursuant to section 4 of the Regulations, an annual licence fee of $3,000 must be submitted for each 
physical location licence. 

This fee must be paid by cheque, and sent to our office at: 
 

Financial and Consumer Affairs Authority of Saskatchewan  
Consumer Credit Division  
Suite 601, 1919 Saskatchewan Drive 
Regina, Saskatchewan S4P 4H2 

 

Please ensure that a copy of the RLS invoice is submitted along with the cheque. 

Section 14 of the Act establishes that a licence is valid for one year from the date of issuance. Refunds 
are not issued for any licenses cancelled or surrendered. The licence fee will be refunded if a licence is 
not issued. 

Make all cheques payable to the Minister of Finance. A $25 service charge will be applied for any cheque 
returned from your financial institution. 
 
 

The Act and the Regulations can be accessed at http://publications.saskatchewan.ca/#/freelaw  

 

If you have any questions, please contact us at the above address, or by phone at (306) 787-6700 or 
email at fid@gov.sk.ca 

  

http://publications.saskatchewan.ca/#/freelaw
mailto:fid@gov.sk.ca
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Attachment A – Statutory Declaration 
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Attachment B– Outline of RLS requirements for a payday lender physical location 
licence 
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