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Instructions to assist an   
Insurance Agent or Adjuster to  

renew their licence 
 
 

Log into the online portal at https://lms.icm.mb.ca/IcmPortal/ with 
your User ID and Password 
 

 
 
 

https://lms.icm.mb.ca/IcmPortal/


Last updated April 21, 2025 

Page 2 of 12 

 

 

Verify your Email Address and click Save  
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IMPORTANT NOTES PRIOR TO BEGINNING THE 

RENEWAL OF YOUR LICENCE 
 
 

Operating Agent/Designated Representative must renew first: 
 

The licence of the Operating Agent (O/A)/Designated Representative (D/R) of the Agency/Adjusting Firm 
must be renewed before any other licensee in the organization.  This allows for the updating of the 

agency/firm Errors & Omissions Insurance, and ensures there is a licensed person responsible for the 
management of the agency/firm in place.   

 
If a licensee attempts to renew their licence before their O/A or D/R, they will not be able to do so. 

 

 
 
 

Review the ICM website: 
 

Please review the Licence Renewal page of the ICM website for answers to your questions before 
contacting the ICM.   

 
We recommend that you review the Frequently Asked Questions (FAQs) on the website prior to starting a 

licence renewal.   
 

Due to the volume of enquiries during renewal, phone calls or emails from licensees with 
questions that are answered within the User Guides or FAQ’s will not be returned. 

 
 
 

  

https://icm.mb.ca/licence-renewal
https://www.icm.mb.ca/licence-holders/licence-renewal/license-renewal-faq/
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Click under “Licences” and select “Online Renewal”  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click “Start/Continue Renewal” to proceed: 
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Step 1: Home Province Verification 
 
Verify Home Province and Address, and click “Continue” to proceed  
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Step 2: Licence Selection 
We ask that licensees only contact the ICM directly if you cannot obtain the information from the sources 
listed below. 

• To check your personal CE status prior to renewing, log in to the On-line Portal and click 
under “CE”.  

• Prior to contacting the ICM office with questions, review the full information within the Entry of 
CE Credits (Feb 22/22 Notice), as it may have the answer you are looking for.  

• To see if you have fulfilled your CE or are exempt due to residing in another jurisdiction, refer to 
the detailed information in the Entry of CE Credits (Feb 22/22 Notice) and to your CE status in the 
On-line Portal.  

• Refer to the Frequently Asked Questions (FAQs) 

 
Ensure your continuing education (CE) hours are up-to-date if required by you.  If 
not, select the “Continuing Education” button below to enter these hours BEFORE 
proceeding.  
 
Ensure that your licence information as listed on this page is correct.  If not, you 
must contact the ICM for a possible amendment to the licence. Please note that if 
you select “No” to the question below, you will be stopped and your file will be 
reviewed by an ICM staff member.  If the ICM allows you to proceed following 
that review, you are not able to change this question to “yes”.  You must accept 
ICM’s comments and proceed with the renewal. 
 
Once the CE hours are met, select the licence(s) you would like to renew and click 
“Continue” to proceed.  
 

 
 
 

https://lms.icm.mb.ca/IcmPortal/Account/Login
https://www.icm.mb.ca/wp-content/uploads/2024/08/Completion_of_CE_prior_to_Renewal_2022_-_Reminder_Notice_-_WEBSITE.pdf
https://www.icm.mb.ca/wp-content/uploads/2024/08/Completion_of_CE_prior_to_Renewal_2022_-_Reminder_Notice_-_WEBSITE.pdf
https://www.icm.mb.ca/wp-content/uploads/2024/08/Completion_of_CE_prior_to_Renewal_2022_-_Reminder_Notice_-_WEBSITE.pdf
https://lms.icm.mb.ca/IcmPortal/Account/Login
https://www.icm.mb.ca/licence-holders/licence-renewal/license-renewal-faq/
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Step 3: Verify or EDIT the business address associated with your 
licence(s), and click “Continue” to proceed.  
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Step 4: Answer yes/no to the E&O maintenance question, ensure the 
E&O policy listed below is correct or ADD the current policy 
information if it is not listed, read and check off the Declaration, and 
click “Continue” to proceed. 
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Step 5: Answer yes/no to the questions (Operating Agents and 
Designated Representatives will have specific additional questions not 
noted below) and click “Continue” to proceed  
 

 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Important Notes:  

- If you answer “yes” to the additional occupation question, you MUST provide the 4 requested 
items as noted below: 

 
 

- If you answer “yes” to any of the questions, you must provide full details and will be reviewed 
by an ICM staff member prior to proceeding with your renewal. 
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Step 6: Provide the final declaration (sample below is for Operating 
Agents or Designated Representatives) and click “Continue” to proceed  
 

 
 
 
 
 
 
Sample declaration for agents or adjusters:  
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Step 7: Provide payment via VISA, MASTERCARD or AMEX, or if you 
have a prepayment on account, the system will advise you that you 
have a credit.  Click “Continue” to proceed.  
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You will receive a “Finish” screen once your renewal was successful. 
 

 


