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Instructions to assist a Restricted Insurance
Agent (RIA) to renew their licence

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

e
ICM LICENSING PORTAL

OF MANITOBA

Existing Users Log In

User ID

Password

OR Register as new applicant

Password

LogIn

Forgot your User ID?

Forgot your password?

Note: The ICM Portal supports the following browsers:
* Google Chrome
* Internet Explorer 9.0+
* Mozilla Firefox

AllL PDF files require the latest version of Adobe Acrobat Reader to download.



https://lms.icm.mb.ca/IcmPortal/
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Verify your Email Address and click Save

ICM LICENSING PORTAL

INSURANCE COUNCH,
OF MANITOBA

Update Profile

Please ensure the following email address is correct. Click save to proceed.

Note the importance of this email address - all correspondence from the ICM will be sent to this email.

P e
Email ‘ jonsnow@icm.mb.ca 54

- ==
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IMPORTANT INFORMATION PRIOR TO BEGINNING THE
RENEWAL OF YOUR LICENCE

Please review the
Restricted Insurance Agents — Incidental Sale of Insurance Information
before proceeding with your RIA licence renewal.

Additional renewal information can also be found by using the Licence
Renewal link, which can provide you with answers to commonly asked
questions.

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://www.icm.mb.ca/licence-holders/licensing-info/restricted-insurance-agents-incidental-sale-of-insurance/
https://icm.mb.ca/licence-renewal
https://icm.mb.ca/licence-renewal
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Click under “Licences” and select “Online Renewal”

m Agent's Welcome to the Insurance Council of Manitoba Online Portal

Dashboard

O Information v

# Licence Status +" Errors & Omissions % Account Balance

n Application (in Progress) Ria123456.555565.201 [[RANNERE tceloatees m

Online Renewal

E&O

Current Licence(s) - Issued Exam Fees St

[E Applications v - Renewal
$ Payment 5
1 Organizations v

Click “START/CONTINUE RENEWAL” to proceed:

Online Renewal

Online Licence Renewal opens May 1 to all licensees, and closes May 31 for agents and June 30 for adjusters.

We encourage you to review the Licence Renewal page of the ICIM website before contacting the ICIM with questions. The ICM has developed User Guides to assist with the completion of all items
involved in the licence renewal process, and we recommend that you review these along with the Frequently Asked Questions (FAQs) first. Due to the volume of enquiries during renewal, phone calls or
emails From [i with ions that are within the User Guides or FAQ's will not be returned.

Select 'Start Renewal' to start your online renewal.

Licence(s) to renew

Class Number Agency Sponsor Licence Entity Licence Classes Fee
RESTRICTED INSURANCE AGENT RIA-55555555-99999999-2019 RIA TEST AGENCY INC. ABC Insurer Funeral Director Funeral Expense Insurance $150.00

¥ Previous Re#lewal Reports

Start Renewal
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Step 1: Read through the Welcome page and click “Continue” to proceed

Welcome to the ICM Online Licence Renewal Portal

Important information prior to proceeding:

Changes and/or Amendments to your current licence must be completed by the ICM before proceeding with the renewal. IF you are making changes to your licence(s), you cannot proceed with this renewal. (Contact licensing at contactus@icm.mb.ca.)

* Yourr will timeout after 20 of inactivity. If this occurs, you will be required to re-attest to all information at each step before you can continue with the renewal

= You will be required to enter information from your current valid Professional Liability Insurance (Errors & Omissions) Policy. You will be asked for the name of the Insurer, policy number, certi
Exemption: provided to members of the Canada Deposit Insurance C and members of credi incorporated under The Credit Unions and Caisses Popuisires Act.

icate number (If applicable), effective date and expiry date.

Please ensure you have a valid credit card of have already pre-paid your licence Fees. IF Full eredit has been applied, you will not be asked For additional payment. If you are going te be making a credit card payment online, please note that ICM only
accepts VISA or MASTERCARD.

Read through the Steps and click “Continue” to proceed

Step 1 Step 2 Step3  Stey

The Following are the steps that you can expect as you work through your renewal (as mentioned, any changes to your licence must be submitted to the ICM before proceeding with the renewal):

Step5 Step6  Step7 ish

Step 2: Licence Selection

erify Licence Information

erify Professional Liability (Errors & Omissions) - You will be asked for the name of the insurer, policy number, certificate number (if applicable), effective date and expiry date unless you are exempt as listed eariler
esignated OFficlal Questions

: Final Declaration

Step 7: Payment

Finish Screen outlines that the licence has been issued.

mm-

Read through the Declaration, check each line off, and click “Continue” to proceed

i consent to the Insurance Council of k

used for, the ICH administration c

cence renewal application. The inform

n reques! i under the authority of, anc

*| understand
offices, law enforcen

F the licence, financial service regulators, credit burea

urance companies, bankrup

*l understand that the purpose for

*I have reac

d underst

d that by confirming the declaration on each page o this applicatio

tresponsibility for the above, and recognize that any false d

aration may lead to disciplinary action against me
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Step 2: Review the licence information on the page for all licenses that you are
wishing to renew (many RIA licence holders will only have 1 licence, but some will
have multiple licenses).

1. Select the licence(s) that you are wishing to renew as demonstrated in the
sample picture below.

2. Ensure all information is correct. If not, contact the ICM to advise of the
correction before proceeding.

3. Once complete, check-off the applicable declaration and click “Continue” to
proceed.

NOTE: if you try to proceed by advising the ICM that “the information listed on
one or more licence that | intend to renew is incorrect”, your renewal will be
stopped until you provide the information as outlined in #2 above to the ICM.

Sle 1 Slep 3 Slep 4 Slep § Slep o Slep 7T Finisl
Step 2: Renewal Licence Selection

Werify Type of Licence. IF any of the infarmation indicated Far the licence you intend ta renew is incorrect, yau musk contack the 1CM ks change it before proceeding with online renewal.

Deslgnated
Official Name

Job Title President Contact 222-222-22322 Email jonsnow@gameafthrones.cam
Number

HNumber Agency Sponsor Licence Entlty Lcence Classes

RIA-123455-555555-2018  ABC Insurance Agency Inc. ABC Ingurance Campany Travel Agency FPer 'a')ll'd- Travel _"'>U= d':'»c
Iravel |‘.|‘PI’I".!|’}IIF|'| And Prnp?rzy Loss Insurance

#Please select one of Lhe lollowing declerativn slatements:

| scknowledge that the Information listed For the Ucence{(s) that | have selected to renew I3 carract,
The Information listed on one or more licence that | intend to renew Is Incorrect.

**If you have more than one licence to renew, and you choose to not renew all of them, you will receive
the below confirmation screen.

Step 2: Renewal Licence Selection

You will be renewling:
Licence Insurance Class Licence Number Licence Entity Licence Classes
RESTRICTED INSURANCE ACEN RIA-B5555- 7 74 F1 #-2020 AutomabllzfEquipment Dealership Guarantead Asset Protaction (GAF)
and not renewing:
Licence Insurance Class Licence Number Licence Entity

RIA-555555-91919191919-2020
RESTRICTED INSURANCE AGENT Mutomchile/Equipment Dealership

IF this ks correct choose Conkinue. Nobe: you may return before the end of the renewal period bo renew your other licence(s).
1Fyou would like to return to the licence selection page select Back.
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Step 3: Verify the licence information.

If you need to EDIT the information (such as the number of RIA employees offering insurance
products, number of employees of other entities offering insurance products, or the business
address) click “Edit”.

Check off the declaration and click “Continue”.

Step 3: Verify Licence Information

Verify f Other tracted to i & products on behal of the RIA licence holder to customers of the RIA licence holder,
Number Address Agency Sponsor Licence Entity Licence Classes #0FRIAEmployees  # of Employees of Other Entities
RIASS555-555555.2017  Game of Threnes Placa RUA Test Agency Inc RUA Tast Insuret Inc SHE B et eI R

Declaration
= By Checking this box | acknowledge that the above information is correct

Answer the extra-provincial question.
Check off the declaration and click “Continue”.

Start  Step2 Step4  Step5 | Step6 | Step7 | Finish

Step 3: Verify Licence Information

Extra-Provincial Jurisdiction Infermation

1. Do you hold an insurance licence in any jurisdiction other than Manitoba or your home province? [e] (o]

Declaration
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Step 4: Verify your Professional Liability (Errors & Omissions) Insurance:

Read and answer the yes/no maintenance question;

Add/Enter your Errors & Omissions policy information by clicking “Add”;
Read and check off the declaration; and

Click Continue to proceed.

PwnNeE

Step 4: Verify Professional Liability (Errors & Omissions) Insurance

Maintenance of Errors and Omissions Insurance
*The organization will continuously maintain jonal liability insurance in with The Insurance Act and the Insurance Agents and Adjusters Regulation 389/87, ©'Yes © No —

Enter Information regarding your current professional liability insurance below.

Reminder: I
In order to maintain your licence(s) you are required to enter your updated E&O insurance renewal information in the ICM online portal. This information must be entered before the expiry date of your existing policy/certificate.

Once your renewal is complete, follow the information in the “User Guide” to assist you with this process.

“. Sales Finance Company(¥)
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Step 5: Answer ves/no to the questions and click “Continue” to proceed

Step 5: Questions - Designated Official

All questions balow must ba answered truthfully and hanestly.

answer. Read these questians carsfully bafore providing your answer.

1. 5ince the entity

st appliad for a Licence or 2 Aenewal ta ICK), has the entity, held out bo the public in any other name than licensed by the Insurance Council of Ianivoba? a

2. Since Use enlily last epplied for a Licence on Renewal Ly 1T, has the entily bed ary inswsice o olber licenceds) suspended, cancelled o revoed? 0 ]

ince the entity last 20)

= ar a Lience or Renewal
~surance related legal ac

1, has
s in Canada, Induding insurance on cra

he entity receined o cisciplinary dministrative peralty, ar ary other farm of discipiaary action by any requlztary or lizenzing sutharity father then the 104 with regard to - )
ards? - -

£, Siince Une entily last applied for a Licence of 2 Renewal b 1CM, has the entity, been relused regisb ation or licensing Lo deal with the public, or been convicted of an offence unde The fizuance Acter olber enaciment in ey jurisdiction with regard Lo insurence related Legal 4 ~
ections in Caneda, including insurance on wedit cards? . -

5. Sincz th entity lact aoplizd far a Lisence or 2 Aencwal ta 1CH, has the entity, had any charge t the : of inzurance roduct soid? SIS

= —
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Step 6: Read through the final declaration(s), check it/them off and
click “Continue” to proceed.

Start | Step2 | Step3 | Stepd stepsstep7 Finish

Step 6: Final Declaration

The following licence(s) can successfully be renewed:

RESTRICTED INSURANCE AGENT - RIA-60000-90000000-2017

Sponsor  ABC Insurance Company RiABusiness  DEF Sales Finance Agency Lid. Total Number of Employees Selling 2
Name the product(s) @
License Entity  Sales Finance Company(*) License  Travel Interruption and Property Loss Insurance

Classes Personal Travel Insurance

[ *1 declare that the foregoing information is true and | accept the responsibility for these answers and undertakings. | understand that a false declaration on the application or failure to advise the Council of material changes ta the
information contained in this application could result in disciplinary action. | agree tonotify Council within 15 days of any material changes to the information contained in this application.

RESTRICTED INSURANCE AGENT - RIA-60000-30000000-2017

Sponsor BT B RlABusiness ~ DEF Travel Agency Ltd Total Number of Employees Selling 2
Name the product(s) @
Iscense EntityirevelAgency P  Preocleel e

Classes  Travel Interruption and Property Loss Insurance

O *1 declare that the foregoing information is true and | accept the responsibility for these answers and undertakings. | understand that a false declaration on the application or failure to advise the Council of material changes ta the
information contained in this application could result in disciplinary action. | agree tonotify Council within 15 days of any material changes to the information contained in this application.
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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.

Start | Step2 | Step3 | Step4 | Ste

Step 7: Payment

IF you have previously submitted your payment to ICM or have n outstanding balance with ICM it will be reflected below as "Available Funds”™. These funds will be applied towards your renewal licence(s) for this year.

Fees Due:
ence Class ence Number Fees Due
RESTRICTED INSURANCE AGENT RIA-60000-9000000-2017 $150.00
RESTRICTED INSURANCE AGENT RIA-60000-9000000-2017 $150.00
Sub Total: $300.00
Available Funds: 50.00
Total Due- $300.00

Credit Card Payment:

Please enter your credit card payment information below. Your credit card information is handled by a secure third party credit card payment system. At no time does ICM receive or maintain your private credit card information.
Licence Fees are non-refundable once a licence has been issued

Cardholder Name-
Credit Card Number:
Expiry Date (mmyyt I:'
e [ ]

A copy of your credit card transaction can be accessed through the Payment - Receipt(s) section Found on the Main Menu

Email Licence(s):

After payment, a digital copy of your licence(s) will be sent to the email address you have on File with ICM. This is the email address listed in Step 2

Terms and Conditions
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You will receive a “Finish” screen once your renewal was successful.

_—
ICM LICENSING PORTAL —

OF TORA

Start Step2 | Step3 Step 4 Step 5 Step 6 Step 7 Finish

.
Finish
Your online renewal is complete.

You have renewed the following licence(s) For the 2017 - 2018 licensing year:

GENERAL Licence | RIA-60000-9000000-2017

Select "View Licence(s)" to access a digital copy of your renewed licence(s). You may also access an unofficial copy of your current licence(s) any time in ICM online under the option "Current Licence(s)".
Select "View Application” for a pdf copy of your complete renewal application For this year.

Select "Print Confirmation” For a printable version of this confirmation.

All PDF files require Adobe Reader to view.

PAR ADOBE" READES
View Licence(s) View Application Print Confirmation



