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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 special brokers to provide guidance
on special broker 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 special broker to administer their endorsements online,
including applying for an endorsement, submit required filings (collectively called “Submissions”), print
an endorsement and view correspondence.

For the purposes of this guide, “submissions” include, but are not limited to, the following:
e Application;
e  Monthly reporting;
e Annual reporting;
e Changes of information; and
e Surrendering an endorsement.

All submissions made through RLS are subject to review and approval by the Director, Insurance and
Real Estate 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.

Microsoft Internet \
G chrome Edge : Explorer 11 @FII‘EfﬂX

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.

1|Page



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

MNewt

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:

\/ Details 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.

i
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

R

LS home screen basic navigation.

-

e v f—

FCAA Registration and

Licensing System

This i Ihe Navigation Panel
Thie 5 dyr based on

pplication and

ol e

apphcation | -

Apply for a Licence /
Registration /
Endorsement / Or

Usathe —  button lo toggie
the panel open or closed.

Classifications Film Classification

Al the bottom of this navigation
paned you can find your account
oplons, including log out

Account - CGO_TD2TEST
G 1o my profile o

Lag Cut (%)

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.

“Apply for a Licence” button allows you to start the application process for a new licence.

“Your Email Correspondences” button allows you to view correspondence documents.

Navigation Panel

4.
5.

“Go to my Profile” allows you to view your RLS account information.
“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 E

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

1

to FCAA for review.

“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.

0. “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.

3|Page



Apply for a Special Broker Endorsement

Before you begin, please ensure you are familiar with The Insurance Act (the “Act”) and The Insurance
Regulations (the “Regulations”) which outlines the requirements to carry on business in Saskatchewan
as a special broker.

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 from the FCAA and do not
know your user ID or password, please review the RLS Basics Guide before proceeding. (Please note that
licenses issued by the Insurance Councils of Saskatchewan are not in the RLS system).

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).

All applications made through RLS are subject to review and approval by the Superintendent. You will

be notified of the status of an application (i.e. approved, rejected or more information required) by our
office.
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1. To access the RLS login page, go to https://fcaa.saskatchwan.ca

Financial and Consumer Affairs Authority

| ’//‘ Saskaltld_]ewqg

FCAA Registration and Licensing System

Welcome to FCAA RLS

User ID

Password

Forgot your password? 0

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.

Welorms b
FCAA Registration and
Licensing System

This i Ihe Navigation Panel
This area is dynamic based on
ion

Your Lice Apply for aticen-:e !
Registrat] Registration /
Endorsements / Film Endorsement / Or
Classifications Film Classification

Al the bottom of this navigation
pa n find your account
sefingg logy oul

Account - CGO_TD2TEST
G 1o my profile o

Lag Cut (%)
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3. Select “Insurance” as the Licensing Division.

Using the radio buttons, please select a licensing division (Consumer Credit, Consumer Protection, Insurance, or
Pensions). Thereafter, select the applicable licensing type from the drop down list found next to the phrase "select
the licence / registration you wish to apply for". The drop down list provides the full list of licences, registrations,
endorsements, or classifications that are found within the selected licensing division. For example, Trust & Loan,
Mortgage Broker, and Payday legislation applications are under Consumer Credit.

After a licensing type selection is made (from the drop down list), additional information related to the selection will
be provided.

Type of Licence

Select the Licencing Division )
Consumer Credit

Consumer Protection
Insurance

Pensions

Select the Licence \ Registration you wish to
apply for

Please select to reveal list ... (v

o

. Select “Special Brokers’ Endorsement” from the dropdown menu.

Type of Licence
Select the Licencing Division i
Consumer Credit
Consumer Protection

' Insurance

Pensions

Select the Licence \ Registr Special Brokers' Endorsement v
apply for
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5. The “Before You Begin” section will appear. You can print this page from your browser if you need to
reference it.

Licence Selection Select the Licence \ Registration you wish to apply for

(<]
Ei

Special Brokers' Endorsement
Before You Begin

Welcome to the FCAA's Registration and Licensing System (RLS). This system has been designed to simplify the prooess of applylng for a Special Broker
Endorsement and submitting monthly Special Broker reports in compliance with The Insurance Act (the Act) and The | (the R 15).
Flease take a moment to familiarize yourself with the requirements for obtaining an endorsement, and the information you will need to complete the submission
process, During the submission process you will be required to provide information about your business plan and to supply verification of your suitability for being
granted an endorsament,

‘What is a Special Broker?

Insurance Agent wishing o assist insureds with obtaining insurance from unlicensed insurers must obtain a Special Broker endorsement pursuant of section 6-7
of the Act.

Who Can Be a Special Broker?

Individuals whao hold a Level 3 General Insurance Agent icence from the General Insurance Council of Saskalchewan are eligible to be granted a Special Broker
Endorsement.

Documents you will require:

In order for FCAA to review your submussmn we require that you submit electronic copies of several i . When pleting your
you will be prompted to submit el copies of the foll

A copy of the document that you will provide to the insured in compliance with section B-7 of the Act.
A copy of your bend er financial security document.
A copy of your licence from the General Insurance Council of Saskatchewan and any terms or conditions attached therein.
You will also be required o provide a description of your propesed unlicensed insurance activities and projections of the amount of unlicensed insurance you

plan to effect. Depending on your planned activities and the information you provide in your submission, the Superintendent of Insurance may require additional
ion before app g your

To complete the review of your appllcallon FCAA requires that you submit your ariginal financial security document (typically a panal bond). After complating
your submission, you will be provided with i ion on how to send this document to us by mail.

Fees:

The application fee for a Special Broker endorsement is $500.00.

Terms of Use:

The Financial and Consumer Affairs Authority of Saskatchewan ("FCAA™) is a regulatory body comprised of different divisions ("Regulatory Divisions®) that
administer a number of regulatory programs pursuant to various legislation and regulations ("Regulatory Laws”). By accessing this system, including providing or
submitting any information (“Information”), | acknowledge, recognize and understand that any and all information | provide to FCAA andfor any of its Regulatory
Divisions may be used, disclosed or shared by FCAA or any of its Regulatory Divisions as authorized by Regulatory Laws or other applicable laws, including the
sharing of the information amongst the different Regulatory Divisions.

If you have any questions, please contach:

Insurance and Real Estale Division

Financial and Consumer Affairs Authority

601-1919 Saskatchewan Drive

Regina SK S4P 4H2

Email: fid@gov.sk.ca

Telephone: (306) T87-6700

URL: http/ifcaa.gov.sk.cal lated-busi ™ b

Account - SPTEST1

Click “l acknowledge”

6. You will then be brought to the first step of your application
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Step 1 - Event

Please note, 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

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

Actions

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

MNewt Prev

e Move forward and backwards one step using the next and previous arrow buttons. -

On this page, confirm that you are the primary contact (user registered to the account). If you are not
the primary contact, click “No” and provide the contact information for the primary contact for the
submission.

Once the primary contact information has been completed, click on the next arrow button on the right
side of the application. "

Bpecial Brokers' Endorsement

= Step 1
Step 1 atal
s 122491-00 - SBE_APP - NEW Pending Submission

Contact Information

Licence Information
After completing the form chick the s button on the nght to proceed. Your mormation will be
saved

cumentation Required
Submission Information
Declarsiidn Subnmission Numbor 12240100

Event Typs New Agplication

special Broker nformation|

Please provida the conlact information for the indnicdual who shoukd recaive communscation and informabion from the FCAA regarding thes request. If the Special Broker is the same as the
registarad wser, select “Yes® below. If the Special Broker for this request is someona other than the regrstered uses, select “No” below, and complete the requared informabion boxes

Aro you the prmary contact for ihis submission?
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Step Two — Contact Information

Enter the contact information of the special broker applying for an endorsement.

Step 1 o |
Event | Special Brokers' Endorsement Form st
Step 2 _ Name of Applicant.® Kyle Kenneth 1 2
Contact Information L
Work Address Information &
ce Information
Step 4 This is the address where the applicant primarily carries on business.

Documentation Required

Step 5 Work Address
Declaration

Streel’

City

Postal Code/Zip Code”

Province/State

Applicant Wark Phone Number

Account - SPTEST1
Email Address”
Ga to my profile Q

You can manually input the address or use the auto address feature. Once you select an address it will
populate the related fields for you.

Dg Work Address Information H
= oot
Step 2 Y
Contact Information This is the address where the primarily carries on busi e
Step 3
Licence Information
Work Address 1019 sas] o
Step 4
Documentation Required
Step 5 1919 Saskatchewan Ave Smitom, S AR IK ]
Declaration
1949 Saskatchewan Dr Regna, 5K, S4P 4H2 - 11 Addresses Q
1919 Saskatchewan Dr i e e Frintnac T |

1919 St George Ave Saskatoon. SK, STM K4 )

1919 Kenderdine Rd Saskatoon, 5K, STN AN (V)
1910 22nd StW Sahatoan, SK, STM T8 - 20 Addresses. oy
Account - SPTEST1
Saskatoon, SK. STM 0P4
Go to my profile o 1919 St Henry Ave (v
[P Wy o

Need to provide the business name of the insurance agency/insurance brokerage, managing general
agent or third party administrator the special broker applicant is working for.

Mame of Business

Is the business address the same as the applicant’s work
address above? Yes No
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Step Two — Contact Information (continued)

Enter the contact information for the designated representative. If the designated representative’s
address is the same as the business address you can select “yes”. If no, then will have to enter in the
information utilizing auto address feature or manually.

Designated Representative Information
Designated Representative that recommended the Jane Smith i
Applicant:

Is the Designated Representative address same as the
business address above?

Designated Representative's Phone Number

Email address of Designated Representative

Please note: An address for service must be a location that maintains regular business hours and has
staff available to receive any delivered documents.

If the address for service is either the work or business address simply select which one.

Address for Service

Is the address for service in Saskatchewan the same as Y N :
the applicants work or business address above? ES b
Which ?

ien one Business Work

If the address for service is not the applicant’s work address or business address, an attorney for service
in Saskatchewan must be provided.

Address for Service

Is the address for service in Saskatchewan the same as i
the applicants work or business address above? Yes No
Name of Attorney for Service in Saskatchewan’
Strest
City" Paostal Code’ Province
SASKATCHEWAN
Phone Mumber Email Address

() - x

Once all the information is completed in step 2, click “Next” to proceed to step 3.
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Step 3 — Licence Information

You must a licensed as a Level 3 General Agent with the Insurance Council of Saskatchewan. If you
answer no to this question, you will not be able to proceed with your application.

Insurance Agent Licensing Details

Are you licensed as a Level 3 General
Agent by the General Insurance Council of
Saskatchewan?”

Yes No

To be granted a Special Broker's Endorsement you must be licensed as a Level 3 General Insurance Agent. If you
selected "no" that you do not hold this type of licence you will not be able to proceed further with the online
application.

If you require more information please call the Insurance and Real Estate Division 306-767-6700.

Once you click yes, the following fields will appear. Please input the requested information.

After completing the form click [heﬂ button on the right to proceed. Your information will be saved. I I ~
122566-00 - Kyle Kenneth Next
Insurance Agent Licensing Details —
Are you licensed as a Level 3 General y
Step 3 Agent by the General Insurance Council of Yes No
Licence Information Saskatchewan?”
Level 3 General Insurance Agent Licence #°
Step 4
Documentation Required -
9 Are there any terms or conditions attached
to your licence?” Yes No
Step 5
Declaration Aftach a copy of your Saskatchewan
Insurance Agent/Broker's Licence” Upload File
|

Next, answer the questions as seen below and then click “Next” to proceed to step 4.

Licence Information

Do you hold an insurance agent licence or

equivalent in any other jurisdiction?” Yes No

Have you ever had your insurance agent
licence or equivalent suspended or
cancelled?”

Yes No

Do you hold a special broker endorsement,
licence or equivalent in any other
jurisdiction?”

Yes No

Are there any terms or conditions attached
to your special broker's endorsement,
licence or equivalent in any of the
jurisdictions you are licensed in?”*

Have you ever had your special broker
endorsement, licence, or equivalent
suspended or cancelled?”

Yes No

Yes No

11| Page



Note: The step you are working on will be white, incomplete steps are yellow and complete is green.

Step 4

Documentation Required

Step 3 o
Licence Information ) ) . ) ’
form click the ﬁ button on the right to proceed. Your information will be saved.
Step 4

Documentation Required 122566-00 - Kyle Kenneth

Step 5 Documentation Required

Declaration

Step 4 — Documentation Required.

Provide the requested documentation. Click “Next” to proceed to step 5.

Remember if you click on the “information bubble” ; a pop up will appear that provides you with

information to assist you with understanding what documentation is being requested.

Documentation Required

Please upload the following documents:

Step 4
Documentation Required

A Business Plan. The plan must detail how :
Step 5 the Special Broker will be operating and | Upload File

projections as to the level of business with

Declaration : . ;
unlicensed Saskatchewan insurers

A copy of the financial security document” i
1 Upload File

A copy of the document that is signed by an
insured purchasing unlicensed insurance” + Upload File

Do you have any supporting documents to
submit with this report?”

Account - SPTEST1

Yes No

e ~
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Step 5 - Declaration

Click the “I Agree” box to agree to the declaration description on this page.

-
Stp 5
Declaration ol
i
oA~ -
i ‘ ey
122666-00 - Kyle Kennath
Declaration
Stap 5
Declarati
i Prioe tn checking | Agree™ and clcking the “Subrmet 1o FCAAT bution, the e tuly reve ol provded n he

By checking *1 Agree” and clicking the “Submit fo FCAA® button, the folicwng will occur

= The submission wil be forwarded to FCAA for review,
Thie submission will be lockid down and 1he submiftecapplhoant will not bi able t make any changess (o the subméssion,

+ NFCAA idonlifies changes of requires additional information, tho submission will bo returned 10 thi an (via RLS} and he will b avadable fof updalos,

» I, prior to FCAA completing thes review, the submitter sppscant identifias. changes. of wishes 1o provide sdddional FCAA directly
Aios chicking 1 Agroa™ snd clicking b "Subimi 1o FCAA” bultan, &9 | aod A ision may nal b i plats iantil ihe T B b itod
FCAM

4 LAgres’

Pieasa upload & copy of the statutory declaration’
1 Upload File

Click hare for the Stattory Declaratien Form to be completed and uploaded by the appiicant

Account - SPTESTY

Next, click on the Statutory Declaration form link to access the statutory declaration. This must be
printed off, completed and sworn by a Commissioner for Oaths. Once completed please upload using
the “Upload File” button.

—
8 Step5
Declaration kel
-
Fcl -
Lo
122565-00 - Kyle Kenneth
Dectaration
Stop &
Prior to checking 1 Agree” and clicking the "Subemst o FCAA” bufion, the submetienapplicant s encowaged io camfully review e

By checking " Agres™ and chicking the “Submit 1o FCAA" button, the following will occur
Trns.mssmmmmmmrwmm

* The ol bo abib & ko aany Changes (o B submissicn,
nﬁmmmsmorrmmesm ha wall mmsmmmmmmmmm lers,
» I, prior to FCAA this review, the dentifies changes or wishes 1o provide additional .,..mmoormrmaum

?llwmmu'l Agrea” and clicking the “Subemif 1o FCAA™ buticn, an involce will be crealed. A submission may nod b considenad complete until the applcation fees have been remittad (o

1 Agree’
Please upload a copy of the statutory declaration
§ Upload File

Click here for the Stawtory Declaration Ferm 1o be complated and uploaded by the appifcant

e [omn |

Click “Submit to FCAA” to proceed to step 6.
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Step 6 - Invoice

The final step in the application is the “Invoice” step.

There are two payment options; online through Moneris of cheque. You can only pay online if the
amount is $2,500 or less. As the application fee is $1,000, this option is available for new applicants.

If paying online, click the “Proceed to Payment”. You will be transferred to an external site powered by
Moneris in order to process your payment.

F M ! .;,'
— a
Order Details
Order Description: Merchant Name: FCAS
122566-00 - New Applcation - KYLE KENNETH Merchant URL: hitps /fcas-uist saskatchowan ca/
ftem Details:
250 Description Product Coda. Quantity Price. Subsotal
Step & Special Brokers’ Endorsement Hew Application 1 ' 550000 550800
Invoice
GET: 900
80
wo
w00
$500.09 (CAD)
Payabl Infiematan 1 the irrvesices amaunt i less than $2,500, then you can pay as follows

1. Onhine wsing Interac Online, VISA, or MasterCard - Plaase cick "Proceed to Onling Payment™
2 Via Cheque - Plaase prnt thes invoice page and atiach a chequa payabils to

Minister of Finance

Insuwance and Real Estale Deision, Financal and Consumarn Aflairs Auhonty of Saskatchewan
Suile 601, 1915 Saskatchewan Divve

Regina SK S4P 4H2

1f the invosca amount s $2,500 or greater, then you must pay wa cheque

Azcount - SPTESTY

o i g vsa
M ——

If paying by cheque, click print invoice. You will need to submit the invoice along with the cheque.

Step 6 Stalis
Invoice - 001983 Pending -
Print Invoice e
&
FCL
W
- 24
Order Details
Order Description: Merchant Name: FCAA
e 122566-00 - Now Apphication - KYLE KENNETH Merchant URL: hitps e uat Sisskatchawin cal
0
SN Item Details:

Description i Prodect Code Quantity Price ] Subsotal

Special leokors’ Endormement Naw Apphcation 1 1 $500.00 550000
GST: .00
PSS 200
HST: .00
Shipping Cost: $0.00
ST - -0

14 |Page



After you make your online payment or print your invoice to attach to your cheque, click the next arrow
Mewt

button ~ on the right side of the application it will take you back to the event page.

Note: If you pay online, the status will say “Payment Received”

Step 6

Stafus
Invoice - 001983 Payment Recelved -
~
Print Invaice -
&
Order Details
Ordar Description: Merchant Name: FCAA
1225606.00 - New Apphcation - KYLE KENNETH Merchant URL: hitps /fcaa.ust saskatchewan ca/
Item Detalls:
Descrighion. I Product Code 1 Quantity T Prics. T Subsatal
Stap & Special Brekers’ Endorasment Mew Applicatin 1 1 50000 350000
Invoice
GST: #o0
PST: 00
HST: $e00
Saipping Cost: $0.00
_ T $500 0 (CAD)
Payment Details:
1ine Mesbod Bats of Paymant Somres of Paymant Futarnnce § Payment Amount
1 25-Now-2019 Moneia INS-1303.001 $500 00
$500 08 (CAD)
$0.00 (CAD)
Your payment is and has been for Review,
H “" H g
On the event page, the status will say “In Review”.
I
Stop 1 Slep 1 Stirus
Event 122566-00 - SBE_APP - NEW In Review -
-
JeAA /
.
o

Alter comgleting the forn chck e s bution on the right fo proceed. Your information will be
saved

Submission Information
Subimission Number 122566-00
Evont Typa New Application

Spocial Brokor Information

Pleasa provide the contact information for the should receiy and from the FCAA regasding this request If the Special Broker s tha same as tha
registenod i, soloct "Yes™ bokow. If the Spocisl Beoker far this reques! = somoean other than tha registerod wser, solect "No™ below, and complolo the requined infanmation boxes.

Are you Ihe primary contact for this submessaon? Yas

Prafix Farst Name Last Name Middle Name
Kyl Kannoth

Email Addrass milania goddes@goy sk s

Phona Number (95%) 955-5955
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If we require further information, our office will communicate using the email address and
contact information you provided to us at the beginning of the application.

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 endorsement is approved, you will receive a proof of completion email notice and can login
to print your endorsement.

7. Tips After Application Submitted

If you would like you can print a copy your completed application from your browser.

Actions

e
e On the right side of the screen, click the “Action” button %" and select “Print Submission”.

After submission, you can check the status of you licence from the RLS home screen.

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

e The “My Pending Submissions” includes submissions that our office has requested more
information to complete the review. In addition, this portal includes any submissions that
you are currently working on and have not submitted.

i b2
FCAA Registration and =
Licensing System

-
Apply for a Licence /
Registration /
Endorsement / Or

Your Licenc
Reglstration:
Endorsem ! Film
Classifications

Your Email
Correspondences

Film Classification

Account - CGO_TD2TEST
G 1o my profile o

Lag Cut (%)
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Request for More Information

All submissions made through RLS are subject to review and approval by the Superintendent. In carrying
out the review of your submission, the Superintendent may require clarification or additional
information. You will be notified by email if the Superintendent is requesting more information

regarding your submission.

The email will not have details regarding the information being requested. You will need to login to your
RLS account to view and provide the information to complete your submission.

To access the RLS login page, go to https://fcaa.saskatchwan.ca or click the link to the RLS login page

from the email.

1. From the “My Pending Submissions” portal on the right side of the home screen, click on the link
for the submission that requires more information.

e v

FCAA Registration and

Licensing System

This i Ihe Navigation Panel

Registrat]
Endorsements / Film
Classifications

Account - CGO_TD2TEST
Go 1o my profile o

Lag Cut (%)

Appl

Registration /
Endorsement / Or
Film Classification
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https://fcaa.saskatchwan.ca/

You will be brought to the submission event screen. The status will say “Requested more information”

2. 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 step.

Note: The submission steps that are green are locked down, no changes can be made.

Step 1
Stop 1 St
Event 122566-00 - SBE_APP - NEW Requested more information

=P tuitan on the right to procoed. Your nformation wil be

Submission Information
Submession Number 12256600
Evaril Type Maw Application

Spectal Broker Information

Praass provide tha conlec for tha and ink Troam ihve FCAA regarding this request. |1 the Spacial Broker is the same as the:
registened user, select “Yes™ below. Il the Special Broker for this request is scmeona olher than ihe registened user, selact “"No™ below, and compiete the required nformation boxes.

Ase you the primary contact lof thes submission?

Yos Mo
Prafix First Nama* Last Nama* Mckfl Nama
(v] Kyl Konneth
Email Adess” melani geddesgay sk o
Fhone Number (555) 5555555

Account - SPTESTY
Go o my profile Q

Once you have navigated to the step that requires more information you can view the
instructions under “Request More Information Details” section.

Step 3 ) Licence Information
Licence Information
Do you hold an insurance agent licence or equivalent in ¥ N
any other jurisdiction?” es 0:
Have you ever had your insurance agent licence or
equivalent suspended or cancelled?” Yes No
Step 5 0 D ; :
o o you hold a special broker endorsement, licence or
Declaration equivalent in any ofher jurisdiction?* Yes No
Are thera any terms or conditions attached fo your special
broker's end licence or walent in any of the Yes No
jurisdictions you are licensed in?
Have you ever had your spacial broker endorsement,
licenca, or equivalent suspended or cancelled?” Yes No
Request More Information Details
Information Request Pleasa provide additional information.
Have you updated or provided information requested?”
You uipd H 9 Yes No
Response MNotes 1
Account - SPTEST1 No notes |
Go to my profile a
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3. Once you have completed all changes or provided the required supporting documents, proceed
to the “Declaration” step of the submission.

Note: You don’t need to upload a new statutory declaration.

o Click the “l Agree” box to agree to the information on the declaration page.
e Click “Submit” button to send us your updated submission.

Declaration

Prior to checking °| Agree” and clicking the "Submit fo FCAA™ bution, the i icant is to carafully review all i ion provided in
the submission.

By checking "I Agree” and clicking the "Submit to FCAA® button, the following will occur:

= The submission will be forwarded to FCAA for reviaw,
= The submission will be locked down and the submitter/applicant will not be able to make any changes to the submission,
i : 1554 d to the submi i

= If FCAA identifies changes of requires additional the will be ret f (via RLS) and the submission
will be available for updates,
Step 5 « If, prior to FCAA completing this review, the submitter/applicant identifies changes or wishes to provide additional infs tion the

Declaration will need to contact FCAA directly.

After checking "I Agree” and clicking the "Submit to FCAA™ button, an invoice will be created. A submission may not be considered complete until the
application fees have been remitied to FCAA,

| Agree®
Please upload a copy of the statutory declaration® Test_Upload.docx
i Upload File
Click here for the ¥ Declaration Form to be leted and uploaded by
the applicant

Account - SPTEST1

Go o my profile (A
o o I

After you click the submit button, at the bottom of declaration step, you will see a message that
our office has received your submission.

S —————. After checking "I Agree” and clicking the "Submil to FCAA® button, an invoice will be created. A submission may not be considered complate until the
Step 5 application fees have been remitted to FCAA.
Declaration

Yes Kyle Kennath 25-MNov-2019

Piease upload a copy of the stalutory declaration Mo Document Attached

Click here for the Statutory Declaration Form to be completed and uploaded by
the applicant

Our office will be in contact with you if further information is required.
Thank you.

— [t e |
Gao to my profile (]

Please note that our office has ived your

You will be notified by email regarding the status (e.g. approved) of your submission.
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Print Endorsement

1. Click on the “My Active Licences/Registrations” portal on the right hand side.

P 80
FCAA Registration and Lics

s the Navigation Panel

2. Click on licence number.

fra—
FCAA Registration and
Licensing System

Thi 8 n Panel

3 ! Film

fathe Licence #  Program Mame
h

the scree:

100574 Insurer Apphcation ABC Insurance
open or closed.

100649 Insurar Apphcation Amazng Insurance
1007563 Insurer Applcation PROVINCIAL INSURER INC.

3. 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 Endorsement” button on the right hand side.

‘Special Broker Endor

Special Broker Endorsement - 500065 - KYLE Status

Licence Events KENNETH i
Notifications .
Monthly Reporting FCM

Your Endorsement 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 Endorsement.
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Provide Information Update

After your endorsement has been approved, information that was initially provided in your application
may have changed. You are required to notify the Superintendent of Insurance (the “Superintendent”)

of any changes.

All submissions made through RLS are subject to review and approval by the “Superintendent” and the
Superintendent 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.

To make your change you need to login to your RLS account.

1. To access the RLS login page, go to https://fcaa.saskatchwan.ca

Financial and Consumer Affairs Authority

| % Saskatche

GOVERNMENT OF SAS

e

FCAA Registration and Licensing System

Welcome to FCAA RLS

User ID

Password

e

Forgot your password? o

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

FC!A.unislrotir.xn and Licensing System

3. Click on the link for the endorsement that you would like to update.

FCAA Registration and
Licensing System

T
TH

Program Hame
Insarer Applicatbion ABC Insurance

Insurer Apphcaton Amazing Insurance

4. You will be brought to the licence screen. Click on “Provide Information Update”.

Sipecint Rroker Sndoe Special Broker Endorsement - 500065 - KYLE

Licence Events KENNETH

Notifications
FCL
Monthly Reporting
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Step 1 — Event

Note that the event type says “Information Update”

Special Brokers' Endorsement —

Save
H
Step 1 FCrs [
Event —
p 2 L
tact Information After completing the form click the 4= button on the right to proceed. Your
information will be saved.
Step 3
Licence Information Submission Information “':"’"’
Step 4 Submission Number 122566-01
D tation R ired
o Ay Event Type Information Update

On this page, confirm that you are the primary contact (user registered to the account). If you are not
the primary contact, click “No” and provide the contact information for the information update
submission.

After completing the form click the 9 button on the right to proceed. Your
information will be saved.

p 3 .
ence Information Submission Information B
Step 4 Submission Mumber 122566-01
skl it
Documentation Required Event Type Information Update

Special Broker Information

Please provide the contact information for the individual who should receive communication and information from the FCAA regarding this request. If the
Special Broker is the same as the registered user, selecl "Yes" below, If the Special Broker for this request is someone other than the registered user,
select "Na" balow, and complete the required information boxes.

Ara you the primary contact for this submission?”

Mewt

Click the next button Caf on the right side of the screen, it will take you step 2.
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Step 2 — Contact Information

If you want to update the contact information in this step, click the “Make Changes” button. This will
unlock the page. Once the page is unlocked, you can input your changes.

— 1

| | Stop?

m 0{ Contact Information B
Step A
292 e Fcl Y% -

information
Aftar complating the form click the ¢ bution on the right 1o procesd. Your informaton wil be
saved

4
mentation Required

122566-01 - Kyle Kenneth

Declaration Special Brokers' Endorsement Form
Name of Apphcant KYLE KENMETH

Work Address Information

This i% the address whero he applcant pimarily carmes on business.

Wiark Addrass VALID
Streat GI1-1919 SASKATCHEWAN DR
City REGIMNA
Postal CodeZip Coda S4P dH2
Province/Stat SASKATCHEWAN
Applicant Wark Fhona Number {555) 555-5555
Emad Address Kytat(@gmail com

Account - 8T1

il Name of Business, Insurance Agancy Inc

o 1o my profile =]
Is the business addss the Same as the apphcant's work addeess above? Yos

Log G ([}

MNewt

If you don’t need to update information in this step, click the next button ~ on the right side of the
screen, it will take you step 3.

Note: If you hit next and after realize there was information in the previous step that you wanted to
change, you can go back to the step. Click on the step in the navigation panel to return to it.

Step 3
Licence Information

Step 4
Documentation Required

Step 5
Declaration
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Step 3 — Licence Information

If you want to update licence information in this step, click the “Make Changes” button. This will unlock
the page. Once the page is unlocked, you can input your changes.

[Bpecial Brokers' Endorsement

Step 3
Licence Information .
. ~
d FCrs / -
2 L
Step 3
Lis Information
sk ABor completing hi foem click the s butlin on the right 1o procesd. Your information will be
saved.
tation Required Bl 12256001 - Kyte Kenneth
MNewt

If you don’t need to update information in this step, click the next button ~ on the right side of the
screen, it will take you step 3.

Step 4 — Documentation Required

If you want to update the documentation in this step, click the “Make Changes” button. This will unlock
the page. Once the page is unlocked, you can upload new documentation.

Stap 4
9| Documentation Required (e
B

v
B Afer completing the farm click the = button on the ight to procaed. Your information will be
saved

!

Stop 4 )
Documentation Required 122568-01 - Kyle Kennath

Documentation Reguired

MNewt

If you don’t need to update information in this step, click the next button ~ on the right side of the
screen, it will take you step 5.
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Step 5 — Declaration

Once you have provided your changes, you need to complete the declaration step.
e Click the “l Agree” box to agree to the information on the declaration page.
e Click “Submit” button to send us your updated submission.

Note: You don’t need to upload a new statutory declaration.

T T e
st
122566-01 - Kyle Kenneth -~
L
Declaration &
Prior to checking *1 Agree” and clicking the “Submit to FCAA® button, the i icant is d to y review al i ion provided in
the submission,

By checking *| Agree” and clicking the "Submit to FCAA" button, the following will occur:

Step 5
i « The submission will be forwarded to FCAA for review,

Dieclaration « The subrission will be hcked down and the submilerfapplicanl will nat ba able io make any. changes 1o the submission,
= If FCAA identifies ch of requires additi il ion, the ission will ba d fo the i i (via RLS) and the submission
will be available for updates,
= If, prior to FCAA completing this review, the i i identifies changes or wishes to provide additional information the submitter/applicant
will need to contact FCAA directly.

After checking "l Agree” and clicking the "Submit to FCAA” button, an invoice will be created. A submission may not be considered complete until the
application fees have been remitted to FCAA.

7 1 Agree’

After you click the submit button, at the bottom of declaration step, you will see a message that our
office has received your submission.

Step 5

Declaration

After checking "I Agree” and clicking the "Submit to FCAA® button, an invoice will be created. A submission may not be considered complete until the
application fees have been remitied to FCAA.

Yes Kyle Kenneth 26-Nov-2018

Please note that our office has received your submission. Our office will be in contact with you if further information is required.
Thank you.

Account - SPTEST1
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You will be notified by email regarding the status of your submission.

If we require further information, our office will communicate using the email address and contact
information you provided to us at the beginning of the submission.

You can see if your 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.

IRegistralion and
Licensing System

Apply for a Licence [ s ——

Registration /

Endorsemant | Or
Classifications Film Classification

Correspondences

Once your submission is marked as complete, or if the submission required approval from the
Superintendent, you will be notified of the submission status by email. If your change requires an
updated endorsement, you can login to print your updated endorsement.
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Submit a Monthly Report

You are able to start your monthly report at any time. The report is due 10 days after month end. You
can access a summary of the requirements and supporting materials required on our webpage.

Important: If you collected unlicensed premium taxes in Canadian and American dollars, you will have
to submit two reports for that month. One for the taxes collected in Canadian dollars and other for the
taxes collected in American dollars. Each report you can indicate the currency the unlicensed premium
tax is being paid in.

All submissions made through RLS are subject to review and approval by the Superintendent and 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 submission and return to it as you need to.
You can continue to make changes until you submit the annual return to our office. If you need to make
changes to a submission, please contact our office (see the “Contact Us” in this guide).

To file your monthly report, you need to login to your RLS account.
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1. To access the RLS login page, go to https://fcaa.saskatchwan.ca

% Saskatchewan Financial and Consumer Affairs Authority

FCAA Registration and Licensing System

Welcome to FCAA RLS

User ID

Password

Forgot your password? 0

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.

3. Click on the link for the licence that you would like to provide a filing for.

Veniareme 1
FCAA Registration and e
Licensing System

Licence # Program Nama

100574 Insurer Application ABC Insurance

100643 insuret Application Amuzing Insurance

4. You will be brought to the licence screen. Click on “Start Monthly Report” and you will be taken
to step 1.
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Spaclal Brokir Endor Special Broker Endorsement - 500065 - KYLE

Licence Events 2 KENNETH Active

Notifications
Monthly Reporting

Step 1 — Monthly Reporting

Please read the information at the beginning of this page.

= Stp 1
oy AL 122566-03 - SBE_APP - MNTH

Pending Submission

FC“A

Licence: 500066 - KYLE KENNETH

Authority:

Pursuant o section 6-16 of The insurance Acf {lhe “Act”), Spocial Brokars ane required (o e o
monthly report with respect the unlicensed insurance effectod by the Special Broker for that month
aang with an amount equivalen! 1o tho smount of the tax payabla in accordance with section 6-2 of
the Act Monthity reports and payments mus! be submittad withen 10 days afler the end of sach
moath. Faiute ko subim monthly reports and payments cin resull n regulaloty scson, inchuding
cancalation of your endarsement

Quaations:

1 you havde any quessons, please contact
Insuranco and Real Extate Daisicn
Firsancaal and Consumot Aftairs Authority
601-1819 Saskaichewan Drve

Regina SK S4P 442

Ermail fidggay sk ci

Telaphona: (306) TE7-6T00

URL gov.sk.

Other reporting requirements:

NOTE: In addition to the tax required by Section 8-2 of the Saskatchewan Insurance Act, the
Rewvenue Division of Saskaichewan Finance has addbonal repoding and tax requirements. For
informatian. thiy meay bo contacled at 2350 Albort Sireet, Regna, S5, S4P 37, telephone (308)
Account - SPTESTI TB7-B645, or . 0

=

oo my peolile -~

At the bottom of this step it will ask if you have effected any contracts of insurance with unlicensed
insurers this month.

If you have nothing to report, click “No” and proceed to step 2 — declaration.

Monthly Report
Submission Number 122566-03

Have you effected any contracts of insurance with

unlicensed insurers this month?* Yes No

No further reporting for the month necessary.

If you have brokered for the month reporting on, click “Yes” and additional fields will appear.

Important:
e You need to complete all sections for each client you effected contracts for.
e If you collected unlicensed premium tax in Canadian and American, you need to submit 2
monthly reports. One for each currency reporting on.
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Monthly Report
Submission Number 122566-03

Have you effected any contracts of insurance with
unlicensed insurers this month?

Please provide the following for each insured for which you effected insurance with an unlicensed insurer:

Yes No

Step 1 — Monthly Reporting (continued)

Section 1 — Contact Information for Insured

Fill in the contact information for your client. If you effected contracts for more than one client in the
month, you complete all sections for that client first. Than at the end, you can “Add another Insured”
and the form sections will repeat for you to complete for your next client. Further instructions on how
to add another insurer, will be provided when we reach the end of step 1.

Step 1 Monthly Report

Manthly R rti
Kanihiy Reporing Submission Number 122566-03

Have you effected any contracts of insurance with Y N
unlicensed insurers this month? o st
Please provide the following for each insured for which you effected insurance with an unlicensed insurer:

Declaration

Contact Information for Insured

Name of Insured:

Address

Strest

City

Postal Code/Zip Code
Province/State

Fhone Number

Account - SPTESTY
i Email Address

2 b mrefila ~

Section 2 — Unlicensed Insurer that Provided Coverage

In this section you need to:
e Provide the name of the unlicensed insurer that is providing coverage for your client.
e C(Click “Yes” if you have confirmed that the insurer is not licensed in Saskatchewan. If you have
not confirmed, save your submission and visit FCAA’s website of licensed insurers.
e Select from list the nature of insurance your client obtained, you can select more than one item.
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Step 1
Monthly Reporting = T
Unlicensed Insurer thal Provided Coverage

Step 2
Declaration

Name of the unlicensed insurer who is providing coverage
to the insured:

I have reviewed FCAA411 and confirmed that the insurer

was not licensed at the time the insurance was effected.” Yes No
The nature of the insurance obtained is described as
follows: Excess Property

Excess Liability
Professional Liability

Cyber Security Liability

Pollution Liability

Step 1 — Monthly Reporting (continued)

Section 3 — Licensed Insurers that Refused Coverage

In this section you need to provide the name and reason why coverage was refused for at least 3
licensed insurers. To add information for the licensed insurer, click “Add an Insurer Information”.

Step 1
Monthly Reporting Licensed Insurers that Refused Coverage

£ Please provide the names of any licensed insurers who refused to provide coverage to the insured and the reason for refusing:
Declaration

Add an Insurer Information +]

After you clicked the add an insurer, additional fields will appear. You will need to fill in the name of the
licensed insurer and select from the list the reason(s) why coverage was refused.

If you need guidance regarding what the reason mean, click on the information bubble L on the right

hand side.

R

Monthly Reporting

Licensed Insurers that Refused Coverage

Step 2

Declaration 3 5 : P . ;
Please provide the names of any licensed insurers who refused to provide coverage to the insured and the reason for refusing:

Mame of Licensed Insurer Licensad Ingurer Ine. n

R hy the | d fused 7
eason(s) why the licensed insurer refused coverage Clabe M Niaaay i

No capacity

Claims activity (Poor loss history)

Account - SPTEST1
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Once you have completed the information for a licensed insurer, click “Add an Insurer Information” and
the fields in this section will repeat. If you accidently click the button and don’t need to add another

insurer, click the (] button in the top right corner, and that section you just created will erase.

Step 1 — Monthly Reporting (continued)

Section 4 — Calculation for Payment Details.
For each insured you need to provide the amount of insurance they obtained, currency of premium paid
and amount of premium paid. Once you input those figures, hit “save”, the amount of tax owing will be

calculated and populated into the “tax owing” field.

If you don’t have another insured to report, click “Next” and it will take you to step 2.

Step 1 Calculation for Payment Details
Maonthly Reporting

it

The particulars of the calculation used to determine the amount of tax payable pursuant to subclause 6-2(1){c)(i) of the Act

Declaration

Amount of the insurance obtained? $1,000,000.00

Currency of premium paid: Canadian Dollars  U.S. Dollars

Note: You may only pay in one type of currency for this monthly report. If you
want to pay in both CAN and USD you will need to create another monthly
return (one for CAN, one for USD).

Premium paid* $100,000.00

x0.10

Tax owing $10,000.00
In ander for results to appear you must hit "save” after adjusting the premium paid.

Add another Insured L+

If you have another insured to report click, “Add another Insured” button. The sections 1 through 4 will
pop up and you can enter in the information for your other insured(s). Repeat this process until you
have reported on all of the insured(s), then click “Next” and it will take you to step 2.
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The of the used to the amaount of tax payable pursuant to subclause 6-2(1)(<)(i) of the Act

Amount of the msurance oblamed 7 £1,000,000 00

Curmency of premmm paid Canadian Dollat U.5. Dolla
an rs s

Yyl

MNote: You may only pay in one type of currency for this monthly report. i you want to pay in both o
CAN and USD you will need to create another monthly return (one for CAN, one for USD). 0
Pramium pasd $100,000.00
x0.10
Tan cwang
na v st o mppiar you mist B “seve” ofter adiushng e promiiem paid
Contact Information for Insured
Name of Insured Insueed B
Address
Q9 Remove selected address and search again
Stroat
City’
Postal Code/Zip Code’
ProvinceStalo’
Phong Numibes {555} 555-5555
G to my profile A
et o il Address insuredE ggmai ca
Step 2 — Declaration
. " ” . L .
Click the “I Agree” box to agree to the declaration description on this page.
tap 2
i Declaration H
i -
~
Step 2
Declaration F AVa -
Cm >
Daclaration
Priot 1o checking 1 Agroe” and chclang the “Submit 1o FCAA® bution, the: s bully roviow all dod in o

By chicking | Agroa® and clicking the “Submil 1o FCAA® bution. the following wil ccur

« The submissicn will ba forwarded 1o FCAA for review,
+ The submession will ba locked down and tha -euhnulmr sppicant will not be able 1o make any changes io the submission
= I FCAA wentbes changas of requines addition , the will ba returned to the submittar'appacant (vea RLS) and the submssion will be avadable for updates,
* W, prior to FCAA fhis review, the idenlifies changes of wishes lo provide additional information the submitterappicant will need fo contact FCAA directly.

Ater checking 71 Agree” and clcking tha ~Submit o FCAA™ bution, an invoice will be oreated. A submission may nol ba considerad comphste unlil the application feas have bean remitied e
FCAA

1 Agres’

Ploase uplaed a copy of the statutary deckaration’
| Upload File

Ciick here for the Statutery Declaration

Next, click on the Statutory Declaration form link to access the statutory declaration. This must be

printed off, completed and sworn by a Commissioner for Oaths. Once completed please upload using

the “Upload File” button. Click the “Submit” button and you will be taken to step 3.
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Slep 2
Declaration

L ch

Declaration

ti )! [ii..

Prior o chackang 7 Agree” and chching tha "Submit 1o FCAA” bution, the submitiar/applcant is encouraged be carefully raview all information provided in tha submission
By checking 1 Agree” and chokang tha “Submet 1o FCAA" bution, the folicwing wil oocur

* The submussion will be forwarded 10 FCAA fof review,
= The submission will ba locked down and tha submitter/appécant will not be abka o make any changes 1o the submission,
sl L

+ WFCAA identifies changes of addil , the {via RLS) and tw ion will bo availablo for updates,

+ I, piio o FCAA comp [ r—— wenlifiers charges of weshis 16 peovide additional the wil et FCAA dreclly
Aftar chocking "1 Agree™ and clicking the "Submit to FCAA" bution, an vill A my mol i complets until the A T iy By romiflesd B
FCAA

7 | Agree”

[Please upload & copy of the statutory daclaraton
Upload Fils

Click here for the Statutory Declaration

Step 3 — Invoice

The final step in the monthly report is the “Invoice” step. The invoice will list each insured separately,
including the unlicensed premium tax owing. The “Charge total” is the amount due for the insurance
contracts that you effected for the month reporting on.

Order Details
Monthly Reporting Order Description: Merchant Name: FCAA
KYLE KENNETH - Monthly Reporting Merchant URL: hitps://fcaa-

uat.saskatchewan.ca/

Item Details:

Isnrggige Description Product Code Quantity Price Subtotal
Tax Owing - Insured A 1 1 $10,000.00 $10,000.00
Tax Owing - Insured B 1 1 $5,000.00 $5,000.00
Tax Owing - Insured C 1 1 $200.00 $200.00
GST: $0.00
PST: $0.00
HST: $0.00
Account - SPTEST1 Shipping Cost: $0.00

Go to my profile o Charge Total: $15,200.00 (CAD)
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There are two payment options; online through Moneris of cheque. You can only pay online if the
amount is $2,500 or less or if paying in Canadian currency.

If paying online, click the “Proceed to Payment” located at the bottom right hand side of the screen. You
will be transferred to an external site powered by Moneris in order to process your payment.

G vo my peolibe [~ N — [ 1
o o e (I (VIS p——
e e

If paying by cheque, click print invoice. You will need to submit the invoice along with the cheque.

I ; - B Step3 St

Monthly Reg i ﬁ Invoice - 001890 Pending

[ -

%ﬂl \21 Print Invoice
Step 3

Inveice

!

Order Detalls

Merchant Name: FFCAA

Order Description:
Merchant URL: hitps /fcan-unt saskatchawan ca/

KYLE KENNETH - Monthly Reporting
Item Details:

Duscription Product Code Quanszy Price Subtotal

$90,000.00
55.000.00

320000

GST: 1
PST: s00
HST: 5600
Shipping Cost: 00
$15.200.00 [CAD)

After you make your online payment or have printed your invoice to attach to your cheque, click the

MNewt

next arrow button — on the right side of the screen it will take you back to the event page.

Note: If you pay online, the status will say “Payment Received”

‘ e



Stap &

Invoice - 001983 Payment Received

Print Invoice

(¥)i

On the event page, the status will say “In Review”.

Step 1 -
Stap 1 i
Monihly Reporting 122566-03 - SBE_APP - MNTH In Review e

Licence: 500065 - KYLE KENNETH

If we require further information, our office will communicate using the email address and contact
information you provided to us at the beginning of the application.

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 regarding the status of your submission.

Submit an Annual Return

You are able to start your annual return submission in RLS one month prior to the due date. The annual
return is due one year after the endorsement approval date. You can access a summary of the
requirements and supporting materials required on our webpage.

All submissions made through RLS are subject to review and approval by the Superintendent and 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 submission and return to it as you need to.
You can continue to make changes until you submit the annual return to our office. If you need to make

changes to a submission, please contact our office (see the “Contact Us” in this guide).

To file your annual return, you need to login to your RLS account.

1. To access the RLS login page, go to https://fcaa.saskatchwan.ca
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Financial and Consumer Affairs Authority

% Saskatchewan

FCAA Registration and Licensing System

Welcome to FCAA RLS

User ID

Password

©

Forgot your password?

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

5. Click on the “My Active Licences/Registrations” portal on the right hand side.

6. Click on the link for the licence that you would like to provide a filing for.

Welsema 12

FCAA Registration and
Licensing System

Endorsements | Film Licance # Program Hama
Classifications
LEil 100574 lnsurer Application ABC nsurarce
100649 Wnsures Application Amazing Insuionce

7. You will be brought to the licence screen. Click on “Start Annual Return” and you will be taken

to step 1.
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Special Broker Endor Special Broker Endorsement - 500065 - KYLE Stalus

Licence Events 2 KENNETH Active

Notifications

Monthly Reporting

Step 1 —Event

Note that the event type says “Annual Return”

S
Step 1 - H ~

Step 1 Status

Event 122566-02 - SBE_APP - RNWL Pending Submission —

-~

Contact Information F CW|

Licence Information e
After completing the form click the = button on the right to proceed. Your F9e3

infermation will be saved.

ntation Required

Submission Information
Submission Number 122566-02

Event Type Annual Returmn
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On the event page, confirm that you are the primary contact (user registered to the account). If you are

not the primary contact, click “No” and provide the contact information for the information update
submission.

Step 1
il 122566-02 - SBE_APP - RNWL

Event

Sfep 2
Contact Information F CWd

Step 3
Licence Information

Pending\s'ﬁbmissiun

Aftar completing the form click |h9f'ﬁ button on the right to proceed. Your
information will be saved.

Step 4
Documentation Required

Submission Information

Submission Number 122568-02

Event Type Annual Return

Special Broker Information

Please provide the contact information for the individual who should receive communication and information from the FCAA regarding this request. If the
Special Broker is the same as the registered user, select "Yes" below. If the Special Broker for this request is someone other than the registered user,
select "No” below, and complete the required information boxes.

Are you the primary contact for this submission?”

Mewt

Click the next button ~ on the right side of the screen, it will take you step 2.

Step 2 — Contact Information

This step does not contain any questions that need to be answered. However, the page is unlocked,

there is any information you would like to update during your annual return you can do so.

}li‘!

O

if

Step 2
Contact Information

Step 2

Contact Information FC AWA ‘

Sfep 3
Licence Information . X Ry . . §
After completing the form click lheﬁ- button on the right to proceed. Your information will be saved.

Step 4
Documentation Required

122566-02 - Kyle Kenneth

Qi’ }ia:f
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Mewt

Click the next button — on the right side of the screen, it will take you step 3.

Step 3 — Licence Information

You can update any of the information contained on this step. In addition, there are 3 new questions
that have to be answered, please see screen shot below. If you answer “Yes” to any of these questions
you will be prompted to upload a document describing the circumstances.

Have you had your insurance agent licence
or equivalent suspended or cancelled in any
of the jurisdictions that you are licensed in
since last annual return?”

Yes No

Have you had a licence condition attached
to or removed from your insurance agent
licence or equivalent, in any of the
jurisdictions licensed in since last annual
return?

Have you received any complaints since
last annual return regarding your insurance
activities?"

Yes No

Mewt

Click the next button Cags on the right side of the screen, it will take you step 4

Step 4 — Documentation Required

On this step you must confirm if you still have the required financial security in place.

Financial Information

Do you still have the required financial security in place?
¥ 9 YRR Yes No

If you click “No” that it is not in place, you will get the following warning message:
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Financial Information

Do you still have the required financial security in place?”
¥ q tyinp Yes No

Pursuant to section 6-19(1)(b) of The Insurance Act, if your financial security is no longer in place and you do not submit new financial
security satisfactory to the Superintendent, your endorsement may be suspended until you provide the Superintendent with proof that
you have obtained new financial security that meets the requirements of section 6-9 of the Act. Contact the Superintendent immediately if
the financial security filed with your application is no longer in force or has been replaced.

If you click “Yes” that you still have financial security in place, a new field will appear asking if it
is in the same form. If the financial security is still in the same form, click “Yes” and you can
proceed to the next step.

Financial Information

D till have th ired fi ial ity in place?*
o you still have the required financial security in place Yes No

Is it the same form?”
Yes No

If your financial security is not in the same form, click “No” and a new field will appear asking if
you have a copy to upload. If you do, click “Yes” and an upload box will appear. Upload the file
and you can proceed to the next step.

Financial Information

Do you still have the required financial security in place?”

Yes No
Is it the same form?”
Yes No
Hg?ypu have a new bond or policy to replace the one on Yes No
Upload the new bond/policy”
Upload File

If you don’t have a new bond or policy to upload, click “No” and warning text will appear (same
as above) and you will be prompted to provide an explanation.

Step 5 — Declaration

Click the “I Agree” box to agree to the declaration description on this page.
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-
Stp 5
Declaration ol
i
oA~ -
i ‘ ey
122666-00 - Kyle Kennath
Declaration
Stap 5
Declarati
i Prioe tn checking | Agree™ and clcking the “Subrmet 1o FCAAT bution, the e tuly reve ol provded n he

By checking *1 Agree” and clicking the “Submit fo FCAA® button, the folicwng will occur

= The submission will be forwarded (o FCAA for review,

= The submission will b lockisd down and the submifiocapplicant will not bi abie 1o make any changes (o the subméssion,

+ NFCAA idonlifies changes of requires additional information, tho submission will bo returned 10 thi and (via RLS} and he: will be avasable fof updates,

» I, prior to FCAA completing thes review, the submitter sppscant identifias. changes. of wishes 1o provide sdddional FCAA directly
Afior chixcking 7| Agroa” snd clicking 1he "Submi 1o FCAA® bulton, & i oo A ision may nal b i plats iantil ihe T B b itod
FCAM

2 1 Agree’

Pieasa upload & copy of the statutory declaration’
1 Upload File

Click hare for the Stattory Declaratien Form to be completed and uploaded by the appiicant

Account - SPTESTY

Next, click on the Statutory Declaration form link to access the statutory declaration. This must be
printed off, completed and sworn by a Commissioner for Oaths. Once completed please upload using
the “Upload File” button.

—
8 Step5
Declaration kel
-
Fcl -
Lo
= .‘ &
122565-00 - Kyle Kenneth
Dectaration
Prior to checking 1 Agree” and clicking the "Subemst o FCAA” bufion, the submetienapplicant s encowaged io camfully review e

By checking " Agres™ and chicking the “Submit 1o FCAA" button, the following will occur
Trns.mssmmmmmmrwmm

ol bo abib & ko aany Changes (o B submissicn,
nﬁmmmsmorrmmesm ha wall mmsmmmmmmmmm lers,
» I, prior to FCAA this review, the dentifies changes or wishes 1o provide additional .,..mmoormrmaum

?llwmmu'l Agrea” and clicking the “Subemif 1o FCAA™ buticn, an involce will be crealed. A submission may nod b considenad complete until the applcation fees have been remittad (o

1 Agres

Please upload a copy of the statutory declaration
§ Upload File

Click here for the Stawtory Declaration Ferm 1o be complated and uploaded by the appifcant

After you click the submit button, at the bottom of declaration step, you will see a message that our
office has received your submission.
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Step 5

Declaration

After checking "I Agree” and clicking the "Submit to FCAA" button, an invoice will be created. A submission may not be considered complete until the
application fees have been remitied to FCAA.

Yes Kyle Kenneth 26-Nov-2018

Please note that our office has received your submission. Our office will be in contact with you if further information is required.
Thank you.

Account - SPTEST1

You will be notified by email regarding the status of your submission.

If we require further information, our office will communicate using the email address and contact
information you provided to us at the beginning of the submission.

You can see if your 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.

Welramms 42

FCAA Registration and
Licensing System

ences | Apply for zf_i:znca I
Registratic
Endorsements / Film Endorsement | O
Ck Film Classi

Once your submission is marked as complete, or if the submission required approval from the
Superintendent, you will be notified of the submission status by email. If your change requires an
updated endorsement, you can login to print your updated endorsement.
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Surrender Endorsement

The surrender event provides a special broker the option to request that their endorsement be
cancelled.

All submissions made through RLS are subject to review and approval by the “Superintendent” and the
Superintendent 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.

To make your request you need to login to your RLS account.

1. To access the RLS login page, go to https://fcaa.saskatchwan.ca

Financial and Consumer Affairs Authority

| % Saskatche

GOVERNMENT OF SAS

L

FCAA Registration and Licensing System

Welcome to FCAA RLS

User ID

Password

e

Forgot your password? 0
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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.

FC!A.ngislrotir.xn and Lice

Thiss is the Navigation Panel T

3. Click on the link for the licence that you would like to update.

FCAA Registration and
Licensing System

Name

Program
Insurar Application ABC Insurance
Insurer Apphcaton Amazing Insurance

Secil Brolar Cndor Special Broker Endorsement - 500065 - KYLE Status
Licence Events KENNETH Active

Notifications
FCl
Monthly Reporting ‘
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Step 1 — Request

You will need to indicate the reason for your request and date you would like it to be effective. Please
note the Superintendent of Insurance may approve your request based on a different effective date.

Step 1 = [im |
Request F C A A\ o
Licence: 500065 - KYLE KENNETH ‘B
Details
Submission Number 122566-04

Flease indicate the reason for your request.

Please provide a detailed explanation of the circumstances of
your raquest.’

Please indicate the date you would like your request to

become effective, DD-MepsY YUYy, o
Please provide any documents that support your request by

uploading them to the system (optional) Upload Flie

Havea you brok d any unli d il since your last Yos No

Monthly Report?®

Account - SPTEST1

Ga to my profile (~]

If you have brokered any unlicensed insurance that you have not yet reported or collected unlicensed
premium taxes that have not been remitted to our office. You need to complete a monthly report and
submit the unlicensed premium taxes still outstanding.

Have you brokered any unlicensed

insurance since your last Monthly Report?” Yes No

Your application to surrender your endorsement will not be approved until all outstanding Monthly
Reports have been submitted.

Once you have provided the required information, click “Submit Licence Surrender Request”.
Please note: You can cancel your request after you have submitted it.

|
Account - SPTEST1

Go to my profile Q
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A warning will appear that provides an explanation of the surrender request impact. You can click “Yes”
to continue with the submission or click no, to go back and cancel or make changes.

Licence: 500065 - KYLE KENNETH

Details

Submiss .
Warning

Please if
You are about to submit a request to surrender your license. If
approved, your license will be cancelled. Are you sure you want to
) do this? Please note that your license will remain active until your
cireumsti - request has been approved by FCAA.

Please p

Please it
Please p
L8| = o [ ——— e wprva e

system (optional)

Have you brokered any unlicensed

insurance since your last Monthly Report? Yes No

Submit Licence Surrender Request ‘ ‘ Cancel Licence Surrender Request

After clicking yes, continue to submit. A green box will appear that tells you your request has been
submitted and you will be taken to the event screen.

()

L Surrender Licence

v | Surrender Licence Request has been submitted. *

Step 1 Status
Remst 122560-03 - INL_APP - TRMNTN o

In Review
X%
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Please note at this time you are still able to cancel your request.

Step 1 =
Sfep 1 Status
e b 122566-04 - SBE_APP - TRMNTN T O =
Actices.
Licence: 500065 - KYLE KENNETH
Details
Submission Number 122566-04
Please indicate the reason for your request. This is a test

Please provide a delfailed explanation of the circumstances  This is a test
of your requesi.

Piease indicate the date you would like your request to
become effective.

Piease provide any documents that support your request

by uploading them to the system (opticnal) No Dagumhent Maened

Have you brokered any unlicensed insurance since your No
last Menthly Report?

Account - SPTESTY

Go to my profile

If you click cancel, after submission has been submitted, a warning box will appear.

i Warning a

¢ This will remove the request from the system. Are you sure you =
want to continue?

If you click “Yes, continue”, your request will be removed from the system. If click “No, go back” it will
take you back to event screen and we will receive your submission.
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Contact Us

General Information

Insurance and Real Estate 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

50|Page



51|Page



