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Enrolment guide: IRCC Portal as an Authorized Representatives

To enrol in the IRCC Portal as an Authorized Representative:

1. Sign in using your email address and membership details.
2. Submit an enrolment request.

Once we approve your request, you can access the IRCC Portal to manage your clients’
applications.

Please note that as a representative, you may only have one portal account. It is not possible
for you to have multiple accounts.

Step 1: Sign up for access to the IRCC Portal

To sign up with the IRCC Portal as an authorized representative:

e Go to the sign up page for authorized representatives.
o [fit’s your first time using the IRCC Portal, we'll ask for your email, membership details
and give you a code to sign up for an account.

To complete the enrolment process, you will answer a short series of questions.

Note: You have 30 days to submit an enrolment request. If you don’t complete and submit the
request within 30 days, you’ll have to start a new one.

If you have technical difficulties, click Report a problem on this page at bottom of the
enrolment pages.

Step 2: Get an IRCC portal account for authorized representatives

To start, you'll be asked to enter your email address, governing body, and membership ID.

¢ Enter the email address you want to use to sign up for an account.

e From the drop-down menu, choose the governing body that will verify your eligibility to
enrol in the IRCC Portal for Authorized Representatives.

e Enter your membership number.


https://portal-portail.apps.cic.gc.ca/apr/presignup?lang=en

e Enter the (optional) Representative IRCC ID (If you previously enrolled with IRCC as
an Authorized Representative, you will be given a number that begins with P followed
by 9-12 digits eg: P12345678. You can find this in your Account profile page. Providing
this number will help verify your identity faster.)

To avoid having the enrolment request refused, make sure:

a) your membership number is correct

b) your status is in good standing with the designated governing body

c) you must be listed as a full member (not as a transitional member) on the College of
Immigration and Citizenship Consultants (CICC) website

Click 'Continue' after providing all the information.


http://www.college-ic.ca/
http://www.college-ic.ca/

Home > Get an IRCC account for representatives

Get an IRCC account for representatives

If you have an existing IRCC secure account created with a GCKey or a sign-in partner
- This IRCC portal account is not connected with your IRCC secure account.
- To view applications you created and submitted in your IRCC secure account, access messages and status updates for
these applications, or link paper applications, sign in to your IRCC secure account.

In this IRCC portal account, you can
create and submit individual or group applications for your clients
@ - view applications you create and submit for your clients via this IRCC portal account, and access messages and
status updates for these applications
Additional features are available to manage and support applications on behalf of your clients.

In order to create an account,
-+ you will need to submit a request for approval to IRCC to confirm your identity.
Enter your information as you have registered with the governing body you wish IRCC to verify your eligibility with.
- To start, enter your email address, governing body and membership 1D below. This helps to validate your identity and
create an invitation code that you'll need to sign up for an account.
If you already have an existing IRCC secure account with a GCKey or sign-in partner, provide your "Representative
IRCC ID" to help with approval process of your account faster, and gain access to this account.

* Email address (required)

You will be notified at this email address when communication is received in your account.
Your email should have this format: you@yourhest.com

| John.Doe@gcicc.com |

* Confirm your email address (required)
[JDhnDDE@CICC com |

* Governing Body (required)
Governing Body refers to the law soclety of a province or territory, the Chambre des notaires du Québec, or a body designated pursuant to
subsection 91(5) of the Immigration and Refugee Protection Act (IRPA).

Select the governing body that you wish IRCC to verify your eligibility with for enroiment in the IRCC Pertal as an Authorized Paid Representative.

Please Make g Selection lv
College of Immigration and Citizenship Consultants (CICC)

Law Society of British Columbia

Law Soclety of Alberta

Law Soclety of Saskatchewan

* Membership ID (required)
Your membership identification Is the unique identifier that your regulatory body has assigned to you.

R233878

Representative IRCC ID (optional)

Enter this number If you have previously enrolled with us as an Authorized Paid Representative and were given the party ID. It starts with o "P”
and is followed by 8-12 digits (Example: P12345678). If you are enrolling with us for the first time, leave this field blank

Providing this number will help with processing of your request faster.

oz If you previously enrolled with us as an
Authorized Paid Representative and have an
Account profile account in IRCC rep portal, you can find this

@ m number on your Account profile page. Enter
this number without hyphen(-) or spaces.

| Update the information in your account profile

Sigedinas JonDre  Aoceunt home

[Paooo12435

Already have an IRCC Portal for Representatives  Sign In

a) You will see the message below if you previously registered in IRCC Portal as an authorized
representative. You'll be able to proceed to the welcome page, start or submit applications for

your clients in the cloud portal after signing in.



I* Government  Gouvernement
v of Canada du Canada

Home - Getan IRCC Portal account for representatives

Get an IRCC Portal account for representatives

o The system has identified that you already have an existing IRCC Portal for Representatives account.

Sign In to access your account. If you forgot your password, follow the steps for self-recovery.

Sign in to IRCC Portal

Date modified: 2023-10-17 4dc9327f9

b) You will see the message below if you previously registered in IRCC Portal as a client. You'll
be able to convert your ‘client’ account to a ‘representative’ account.

Home - Get anIRCC Portal account for representatives

Get an IRCC Portal account for representatives

We've detected that you have a client account in the IRCC Portal. If you would like to convert your existing client account
to Representative account, click Convert my account button to proceed. A conversion code will be emailed to you.

If you convert your client account to a "Representative” portal account:

* You will get additional features that facilitates your ability to file, manage and track applications for your client.
* You can track the status of applications you submitted from your existing client account.
* You can continue the in progress applications that you already started in your client account.

Alternatively, if you prefer to keep your client account separate and create a new Representative account, you can do so
by enrolling with a different email ID. Please be aware that applications from your client account will not be transferred to

the new Representative account.

If you don’t get your conversion code within 30 minutes, contact us by email.

Convert my account Cancel

Already have an IRCC Portal for Representatives account? Signin

e You need to sign in to proceed with the conversion



Home - Signin

Sign in to the IRCC portal

0 Please sign in to proceed with the conversion

* Email address (required)

w

Password (required)

Signin

Meed an account? Signup

Forgot your password?

e You will need to accept the Terms and Conditions.

Home

Terms and conditions

By accessing your account, you are agresing to abide by the following Terms and Conditions of Use:

* ‘You agree to keep your identification number(s) confidential and to not share it {them) with anyone. If you suspect that others have
obtained your identification number(s), contact us and complete a case-specific enguiry.

* You certify that any information provided by you is true, accurate and complete.

* You understand and accept that as a security measure for administrative reasons, we can revoke your access if you fail to abide by
the Terms and Conditions of Use.

* You understand and accept that we are not responsible for any losses or damages incurred by anyone because of:
1. The use of the information available in your account
2. Any restrictions, delay, malfunction or unavailability of your account
* You understand and accept that by using your account and applying online, we can communicate with you (or your representative,
if applicable) via email.
* To continue, choose "I accept” to indicate your acceptance of these Terms and Conditions. If you do not agree with these Terms and

Conditions, choose "I do not accept”. Mote, you will not be able to access your account unless you accept the Terms and Conditions.

If you use another type of browser software you should check with your software supplier to make sure that your browser has 128-bit
secure socket layer encryption capability. Note: We are not responsible for any difficulties in downloading and installing software.
Software suppliers are responsible for providing technical support. It is impertant that you sign out and close your browser before
leaving this computer unattended. This will prevent unauthorized access to your personal information.

I do not accept

e Input the code sent to your registered email address



Home Convert to representative IRCC portal account

Convert to representative IRCC portal account

You are seeing this page because you requested to convert your IRCC Portal Account with client role to a Representative
account.
* Once you convert your account, you will lose access to your account until your account request is approved.
o * To proceed with the conversion, please enter the confirmation code that we sent to your email address and click on
Confirm button.
* You can Request a new code, you will receive the same code if your code has not expired.
* Click Cancel to exit the conversion process. If you cancel, your IRCC account does not get converted.

* Enter the conversion code (required)

Request a new code Cancel

¢) You'll see the message below if your membership ID is not found in good standing.

Home - Getan IRCC Account for representatives

Get an IRCC Account for representatives

Error: Your Membership # associated to the governing body has expired in our system. Please review your entries x
and make sure the information is accurate.
If details are correct, you will likely need to consult the Governing Body if you wish to have access to the IRCC Portal,
as we were either unable to find your name on the list of members provided by your Governing Body, or your
o current status, as shown on the website of your Governing Body, prevents you from gaining access to the portal.

If you would like to re-apply, you will need to submit a new enrolment application and ensure that the issue(s)
identified above have been corrected.

Contact us for more information concerning the reason(s) that your account has been expired.

If the validation steps fail, you will be navigated to the invitation code page.

Step 3: Invitation code page

You'll be provided an invitation code which you will need to complete the sign up process. You
must copy the code selecting 'Copy to Clipboard' and then select the ‘Complete your account
sign up' button to sign up to the IRCC Portal.



I*I Government  Gouvernement
of Canada du Canada

Home - Getan IRCC Account for representatives

Get an IRCC Account for Representatives

Here is your invitation code. Please have this invitation code ready when proceed to sign up.

/3CdByWNzy

Valid until:  30-10-2023

Complete your account sign up

Already have an IRCC Portal for Representatives account? Sign in

Step 4: Sign up for the IRCC Portal

Sign up

e After you click the 'complete your account sign-up' button, you'll be directed to the account
sign-up page. You'll need to enter the invitation code you received in the previous step,
set the password, and fill out your personal information.

e Enter your surname or last name as you have registered with the governing body you
want IRCC to verify your eligibility with.

e Enter your given name or first name (if available) as you have registered with the
governing body you want IRCC to verify your eligibility with.

e Enter your telephone number.

e You must choose 'Sign up.'



l* Government  Gouvernement Francals
of Canada du Canada

Home = Sign up

Sigh up

* Invitation Code (required)
|uxcas@s |

* Email address (required)

|John.Doe'@cicc.com |

* Password (required)
Pasaword muet be at least 8 characters, ne more than 15 characters, and muet Include at least ene upper caee letter, one lower case letter,
one speclal character, and ene numerc digit.

[ETTTTrI |

* Confirm Password (required)

ARAARRARR |

* Surname or last name (required)
YOUr sUrname as you have reglatered with the govemning body you wish IRCC to venfy your ellgibility with.

John |

Given name [ first name (optional)
Your ghven name as you have reglstered with the geverning bedy you wish IRCG te verify yeur eligibiiity with.

[Doe |

* Select telephone nurber for the country or territary
Choeose Canada or the LS. if you have a telephene number within the North American Numbering Plan and its country code is 1.

(& Canada orthe US. (O Other

* Telephone number (required)
|6131234567 L

The verification code will be sent to your email address provided in the ‘Sign up’ page



Tue 20/02/2023 2:38 PM
<donotreply-nepasrepondre@notification.canada.ca>

IRCC Portal — Next steps/Portail d1RCC — prochaines étapes

B JohnDoe@clee.com

oli there are problems with how this message is displayed, click here to view it in a web browser.
Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

G

.*. :fcm du Canada

Le frangais suit I'anglais
Confirmation of sign up to IRCC Portal/Forgot password/Lost verification code
To complete the sign up process or if you requested a new verification code

Enter this code 148743 on this page to complete the action:
o https://....../confirmuser

To reset your password
Enter the code noted above on the Reset password page.

Confirmation d‘inscription au Portail d'IRCC/mot de passe oublié/code de vérification oublié

Pour achever le processus d'inscription ou si vous avez demandé un nouveau code de vérification :
Entrez le code 148743 sur cette page pour effectuer laction suivante :
o https://...../confirmuser

Pour réinitialiser votre mot de passe:
Entrez le code susmentionné sur la page « Réinitialiser le mot de passe ».

Step 5: Confirm sign up

Confirm sign up

e You will be directed to this page where you need to enter the verification code we sent
you to your email address.
e Click the 'Request a new code' button on this page to get an email with a new code.
o You will receive the same code if your code hasn't expired.
e Click Cancel to exit the sign up.

Francais

I' I Government  Gouvernement
4 of Canada du Canada

Home - Confirm sign up

Confirm sign up

o A verification code has been sent to your email account

* Email address (required)

John.Doe@cicc.com ‘

* Enter verification code (required)

10



Step 6: Sign in

You'll be directed to this page and asked to sign in to continue the enrolment process.

Francais
el S Semae
Home - Signin
Sign in to the IRCC portal
X
0 Email has been verified. Please sign in again.
* Email address (required)
* Password (required)
Need an account? Sign up
Forgot your password?
After signing in you'll be presented with the Terms and conditions
Francais

I*l Government  Gouvernement
of Canada du Canada

Terms and conditions

By accessing your account, you are agreeing to abide by the following Terms and Conditions of Use:

You agree to keep your identification number(s) confidential and to not share it (them) with anyone. If you suspect that others have
obtained your identification number(s), contact us and complete a case-specific enguiry.

You certify that any information provided by you is true, accurate and complete.

You understand and accept that as a security measure for administrative reasons, we can revoke your access if you fail to abide by
the Terms and Conditions of Use.
You understand and accept that we are not responsible for any losses or damages incurred by anyone because of:

1. The use of the information available in your account
2. Any restrictions, delay, malfunction or unavailability of your account
You understand and accept that by using your account and applying online, we can communicate with you (er your representative,

if applicable) via email.

To continue, choose "I accept™ to indicate your acceptance of these Terms and Conditions. If you do not agree with these Terms and
Conditions, choose "I do not accept”. Note, you will not be able to access your account unless you accept the Terms and Conditions.

If you use another type of browser software you should check with your software supplier to make sure that your browser has 128-bit
secure socket layer encryption capability. Note: We are not responsible for any difficulties in downloading and installing sofoware.
Software suppliers are responsible for providing technical support. It is important that you sign out and close your browser before
leaving this computer unattended. This will prevent unautherized access to your personal information.

Ido not accept

Date modified: 2023-10-23 05388846d

Report 2 problem on this page

1+
Contact information * Terms and conditions * Privacy Cana_da



Step 7: Review and submit enrolment request

You'll be directed to this page where you can review your information and modify your answers
(if needed) before submitting the enrolment request to IRCC.

a) If a single match is found for the “Representative IRCC ID” provided the sign-up

¢ You can review your name, governing body, and membership ID pre-populated with the
details from previous sign up pages.

* You'll be allowed to edit or add the name of your firm/organization, if applicable

* You'll see following message at the top

Frangais
Bl SEmn" cma 5
Home - Account profile
Account profile
X

o We've pre-populated the form with your personal information from our existing systems. You can't edit some
information because it's carried over from when it was entered before.

* Surname or last name (required)
Your surname as you have registered with the governing body you wish Immigration, Refugees and Citizenship Canada (IRCC) to verify your eligibility

with.

Given name or first name (optional)

Your given name as you have registered with the governing body you wish Immigration, Refugees and Citizenship Canada (IRCC) to verify your

Governing Body refers to the law society of a province or territory, the Chambre des notaires du Québec, or a body designated pursuant to subsection
51(5) of the Immigration and Refugee Protection Act (IRPA).

* Membership ID (required)
Your membership ID is the unigue identifier that your regulatory body has assigned to you.

eligibility with. If none, leave this field blank.

John

* Governing body (required)

R233878

* Do you work for a firm or organization when conducting business with Immigration, Refugees and Citizenship Canada?
(required)
Answer "es' if you work for a firm or organizaticn when conducting business with Immigration, Refugees and Citizenship Canada.
®ves ONo

* Name of the firm/organization (required)
If you waork for a firm or organization when conducting business with Immigration, Refugees and Citizenship Canada you can include the name of the

firm/organization.

Blakes Law Firm

12



e Under the “address lookup” screen, you can search your address and it should
automatically prepopulate the information. If you are having difficulty locating your
address in this section, you can manually enter your address. Please ensure that you
click the “enter address manually” checkbox to do this.

Mailing address

* Select a country or territory (required)

* Address lookup (required)

Start typing the address. If the address doesn't show up, choose "Enter address manually” to enter the address details.

477 Slater St, Ottawa, ON, K1R 5C2 Q,

[] Enter address manually {if you prefer or can't find it in the lookup)

* Street number (required)

ai7

*

Street name (required)

Slater 5t

Apartment or unit number (optional)

PO box (optional)

£l

City or town (required)

Ottawa

* Province or territory (required)

* postal code (required)

KI1R 5C2 ‘

* You can review your email address that you provided during the sign-up process.
« Enter your business telephone number.



» Enter your fax number, if applicable.
+ Read the consent and declaration statement and select the checkbox. Click Submit Request.

Contact details

* Email address (required)

You will be notified at this email address when communicaticn is received in your account.

Your email should have this format: you@yourhost.com.

John.Doe@cicc.com =

* Telephone type (required)
Enter the telephone numbers where we can reach you during the day.

() Residence @ Cellular (O Other

* Select telephone number for the country or territory (required)
Choose Canada or the U.S. if you have a telephone number within the North American Numbering Plan and its country cede is 1.
@® Canada/us () Other

* Telephone number (required)

Yourtelephone number should have this format 5433434456, Dontinclude spaces or dashes

4167778989 .

Fax number (optional)
A fax number is also known as a facsimile number. Include the area code.

[] I declare that the information I have provided in this request for access is truthful, accurate and correct. (required)

I consent to the disclosure of my personal information to Immigration, Refugees and Citizenship Canada by my Governing Body for the
purposes of confirming my identity and ensuring that I am a member in good standing with that erganization for the duration of time
that Iam enrolled in Immigration, Refugees and Citizenship Canada's Portal.

Date modified: 2023-10-19 3fedeadca

Report a problem on this page

=1
Contact information * Termsand conditions * Privacy Cana_da

b) If a match is not found for the “Representative IRCC ID” provided during sign-up
¢ You'll see an info message if your information is not found in our system.
e Your name, governing body and membership ID will be pre-populated with the details from
previous sign up pages for review.
« Enter the name of your firm/organization, if applicable.



Information about the representative

* Surname/last name (required)
your surneme as you have registered with the governing bedy you wish IRCC to verify your eligibility with.

Doe 8

Given name/first name (optional)
your given neme ¢s you have registered with the governing body you wish IRCC to verify your eligibility with. If none, leave this field blank

John B

* Governing Body (required)
Goveming Body refers to the law society of a province or territory, the Chambre des notaires du Québec, or o bedy designated
pursuant to subsection 91(5) of the Immigration and Refugee Protection Act (IRPA).

College of Immigration and Citizenship Consultants (CICC) v

* Membership ID (required)
Your membership identification is the unique identifier that your regulatory body has assigned to you.

R233878

* Do you work for a firm or organization when conducting business with Immigration, Refugees and Citizenship Canada? (required)
Answer 'Yes' if you work for a firm or organization when conducting business with Immigration, Refugees and Citizenship Canada.

O Yes O No

« Enter your mailing address.

e You can review your email address that you provided in the sign up.
e Enter your business telephone number.

« Enter your fax number, if you have one.

Note: In this event, you must upload 2 pieces of ID as your information not found in our
system.

15



Mailing address

* Select a country or territory (required)

Canada -

* Address lookup (required)
Start typing the address. If the address doesn't show up, choose "Enter address manually”™ to enter the address details.

Q

[] Enter address manually (if you prefer or can't find it in the lookup)

* Street number (required)

*

Street name (required)

Apartment or unit number (optional)

PO box (optional)

* City or town (required)

* Province or territory (required)

* postal code (required)

| Contact details |

* Email address (required)

You will be notified at this email address when communication is received in your account.

Your email should have this format: you@yourhost.com.

John.Doe@cicc.com ~]

* Telephone type (required)
Enter the telephone numbers where we can reach you during the day.

(O Residence O Cellular ) Other
* Select telephone number for the country or territory (required)
Choose Canada or the U.S. if you have a telephone number within the North American Numbering Plan and its country code is 1

(® Canada/us () Other

* Telephone number (required)

4165556767 L ‘

Fax number (optional)

A fax number is also known as a facsimile number. Include the area code.

16



To avoid having your enrolment request refused, you must provide valid pieces of ID:

a) The first piece of ID must be a valid photo ID (ex. driver’s license).

b) The second piece of ID must include your name (given and family names) and
another piece of personal information, such as a date of birth and/or home address.

c) We will not accept credit cards, bank cards, and Social Insurance Number (SIN)

cards as pieces of ID.

To upload the documents, click Add file. Find the document (scanned photo ID or
secondary piece of ID) on your computer.

Once the correct documents are uploaded and declaration checkbox is set, click Submit

Request.

* Proof of Identification (required)

In order for us to verify your identity and give you access to the Authorized Paid Representative IRCC portal, you will
need to provide scanned images of two pieces of personal identification, one being photo identification.

To avoid refusal of your enrolment request, rep must provide valid pieces of ID

- The first piece of identification must be a valid photo [D (ex. driver’s license).

- The second piece of ID must include your name (given and family names) and another piece of personal
information, such as a date of birth and/er home address.

- Credit cards, bank cards, and Social Insurance Number (SIN) cards are not accepted as pieces of ID.

File size and accepted formats

A file size limit is 4MB per file. Accepted file formats include: tiff, jpg, .png, .doc, .docx, .pdf.
If your file is bigger than the accepted size or you need to provide multiple files in 1 upload field, our website's Help
Centre has tips to help you.

o go to Canada.cal/immigration, then

o search for “reduce file size” or "add multiple files”

Phete identification ID

Please make a selection |vl
Second piece of ID
— Please make a selection

A

No file chosen

No file chosen

Driver's License
Health Card
Passport

| declare that the infermation I have provided in this request for access is thruthful, accurate and correct.

O I consent to the disclosure of my personal infermation to Immigration, Refugees and Citizenship Canada by my Governing Body for the
purposes of confirming my identity and ensuring that I am a member in good standing with that organization for the duration of time
that [ am enrolled in Immigration, Refugees and Citizenship Canada's Portal.(required)

Submit Request

c) New enrolment:

* You'll see this message if you're registering with IRCC for the first time.

17



e Your name, governing body and membership ID will be prepopulated with the details from

previous sign-up pages for review.
« Enter the name of your firm/organization, if applicable.

Information about the representative

* Surname/last name (required)
your sumame as you have registered with the governing body you wish IRCC to werify your eligibility with.
'Doe a8

Given name/first name (optional)
YOUur given name as you have registered with the governing body you wish IRCC to verify your eligibility with. If none, leave this field blank

John

* Governing Body (required)
Goveming Body refers to the law society of a province or territory, the Chambre des notaires du Québec, or a bedy designated
pursuant to subsection 91(5) of the Immigration and Refugee Protection Act (IRPA).

College of Immigration and Citizenship Consultants (CICC) -

* Membership ID (required)
Your membership identification is the unique identifier that your regulatory bedy has assigned to you.

R233878

* Do you work for a firm or organization when conducting business with Immigration, Refugees and Citizenship Canada? (required)

Answer “Yes' if you work for a firm or erganization when conducting business with Immigration, Refugees and Citizenship Canada

O Yes O No

» Enter your mailing address.

e You can review your email address that you provided in the sign up.
e Enter your business telephone number.

« Enter your fax number, if you have one.

18



Mailing address

* Select a country or territory (required)

Canada -

* Address lookup (required)
Start typing the address. If the address doesn't show up, choose "Enter address manually”™ to enter the address details.

Q

[] Enter address manually (if you prefer or can't find it in the lookup)

* Street number (required)

*

Street name (required)

Apartment or unit number (optional)

PO box (optional)

* City or town (required)

* Province or territory (required)

* postal code (required)

| Contact details |

* Email address (required)

You will be notified at this email address when communication is received in your account.

Your email should have this format: you@yourhost.com.

John.Doe@cicc.com ~]

* Telephone type (required)
Enter the telephone numbers where we can reach you during the day.

(O Residence O Cellular ) Other
* Select telephone number for the country or territory (required)
Choose Canada or the U.S. if you have a telephone number within the North American Numbering Plan and its country code is 1

(® Canada/us () Other

* Telephone number (required)

4165556767 L ‘

Fax number (optional)

A fax number is also known as a facsimile number. Include the area code.
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As you are enrolling for the first time with IRCC, you must upload 2 pieces of ID.
To avoid having your enrolment request refused, you must provide valid pieces of ID:

a) The first piece of ID must be a valid photo ID (ex. driver’s license).

b) The second piece of ID must include your name (given and family names) and
another piece of personal information, such as a date of birth and/or home address.

c) We will not accept credit cards, bank cards, and Social Insurance Number (SIN)
cards as pieces of ID.

To upload the documents, click Add file. Find the document (scanned photo ID or
secondary piece of ID) on your computer.

Once the correct documents are uploaded and declaration checkbox is set, click Submit
request.

* Proof of Identification (required)

In order for us to verify your identity and give you access to the Authorized Paid Representative IRCC portal, you will
need to provide scanned images of two pieces of personal identification, one being photo identification.

To avoid refusal of your enrolment request, rep must provide valid pieces of ID

- The first piece of identification must be a valid photo [D (ex. driver’s license).

- The second piece of ID must include your name (given and family names) and another piece of personal
information, such as a date of birth and/er home address.

- Credit cards, bank cards, and Social Insurance Number (SIN) cards are not accepted as pieces of ID.

File size and accepted formats

A file size limit is 4MB per file. Accepted file formats include: tiff, jpg, .png, .doc, .docx, .pdf.
If your file is bigger than the accepted size or you need to provide multiple files in 1 upload field, our website's Help
Centre has tips to help you.

o go to Canada.ca/immigration, then

o search for “reduce file size” or "add multiple files”

Photo identification ID

Please make a selection |v] No file chosen

Second piece of ID
— Please make a selection No file chosen

Driver's License
Health Card
Passport

| declare that the infermation I have provided in this request for access is thruthful, accurate and correct.

[ consent to the disclosure of my personal information to Immigration, Refugees and Citizenship Canada by my Governing Bedy for the
purposes of confirming my identity and ensuring that I am a member in good standing with that organization for the duration of time
that [ am enrolled in Immigration, Refugees and Citizenship Canada's Portal.(required)

Submit Request
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Step 8: Enrolment request submitted to IRCC

Submit the request to IRCC for approval:

Once you click Submit request, you'll be directed to the following page.
Note your membership ID number in case you need to contact us about your application.
Read the What happens next? section.
Click Return to the welcome page to return to the IRCC Portal Welcome page, from where
you can log out.
Approval will be immediate if your account is found in good standing in our system.

Frangais

Bl Sema dicamada

Home - Congratulations! You have successfully submitted your profile

Congratulations! You have successfully submitted your profile

Your request for an IRCC portal account for Representatives has been submitted. You will receive an email once your request has been
processed.

Please make sure to use your membership number as a reference when communicating with us regarding your online enrolment
request for the IRCC Portal.

What happens next?

We'll verify that you are entitled eligible to be an Authorized Paid Representative in the portal using the information you have provided.
You will be advised by e-mail of the result of your request for enrolment.

How do I review my Online Request for Enrolment?

The completed enrolment application will be available on your welcome dashboard.

It is important that you logout and close the browser before leaving your computer unattended. This is a precaution to ensure that no
one else can access your personal information as well as your clients online application and messages.

Return to the welcome page

Date modified: 2023-10-23 05388846d

Report a problem on this page

Step 9: After you submit your enrolment request

While your enrolment application is in process, you will only be able to view the summary of the

information you submitted with your enrolment request.

You will be able to view 'Enrolment application summary' by clicking on the link provided above
the 'Account Messages' table.
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Francais

I o I Government  Gouvernement
of Canada du Canada

Home - Your account

Signed in as Jehn Doe Account home Account profile Help Signout

My IRCC portal representative account

x
If you have an existing IRCC secure account created with a GCKey or a
sign-in partner
» This IRCC portal account is not connected with your IRCC secure account.
» To view applications you created and submitted in your IRCC secure account, access messages and status
updates for these applications, or link paper applications, sign in to your IRCC secure account.
In this IRCC portal account, you can
» create and submit new applications (as an individual or a group)
» only view applications you create and submit via this IRCC portal account, and access messages and status
updates for these applications
X
The enrolment request is being processed.
)
o You have 1 unread message(s).
I View your submitted enrolment application I
Account Messages
Read messages related to your account. Messages about a submitted application are on the application status page.
(1 New message)
X

o Links and document titles are shown in the language you chose for your portal account when they were generated.

Subject Date sent + Date read

Enrolment request submitted October 23, 2023 New message

age: 10 - to1of1

Date modified: 2023-10-23 05388846d

Report a problem on this page

(4]
Contact information * Terms and conditions * Privacy Cal lada
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You'll receive an email titled "IRCC Portal Enrolment Status" from donotreply@cic.gc.ca
informing you of the status of your enrolment request whether it is approved, refused, orin
need of more documents.

Make sure donotreply@cic.gc.ca is on your safe sender list so it is not sent to your junk e-mail
or deleted items folder.

You can also see all messages sent to you in the "Account messages" section on the Portal
welcome page.

[Account Messages |

Read messages related to your account. Messages about a submitted application are on the application status page.

(1 New message)

X
o Links and document titles are shown in the language you chose for your portal account when they were generated.
Search Q ‘
Subject Date sent + Date read
I Enrolment request submitted October 23, 2023 New message I
Items perpage: 10 - Tto1of1
Date modified: 2023-10-23 05388846d

Report a problem on this page

[ d ]

Contact information * Terms and conditions * Privacy Canada

If your enrolment request is approved

1. You will receive an email informing you that your account is active.
2. Once you receive this email, you'll be able to login to the Portal and begin to submit
online applications on behalf of clients.

If your enrolment request is refused

If your request is refused, make sure that:
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3.

4.

Your membership number is correct and you’re a member in good standing with your
governing body.. You can contact your governing body, as there maybe an issue with
your membership status on their website.
You included valid pieces of ID:

o You didn’t use credit cards, bank cards, and Social Insurance Number cards as

ID.

o Make sure the scanned documents are legible.
You correctly identify the governing body and completed the online Portal Enrolment
Form for Authorized Representatives.
You submit an enrolment request that is legible and recently dated.

If additional documents are requested

IRCC will send you a message if you need to provide more documents. You'll get an email
telling you that you have a new message.

To review the request letter:

1.
2.

3.

Sign in to your portal account.
On the Portal Welcome page, go to the ‘Account messages’ section at the bottom of the

page.
You'll be able to download the document name titled 'Representative Request Letter' in

the 'Account messages' table.

Sample 'Representative Request Letter' template:
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Immigration, Refugees Immigration, Refugise
and Citizenship Canada et Citoyennete Canad:

Date October 23, 2023
Bepresentative IRCC ID: «Party_TDw

Fleass guote this Representative IRCC 1D in any communication with IRCC.

Dear «Given Namew «Family Namex

This lefter is about your enrolment request in IRCC portal. We need the following documents to
provide access to the IRCC Poral:

«Requested_ltemss

How to submit your documents
To avoid delays, follow these new steps fo submit the requested information and documents:
1) Access your IRCC Portal account.

3. Enter your usemame and password
2) Click the "additional document(s)" link above the “Account messages” table.
3) Follow the steps to upload your informaticn or document(s).

If you can't submit your documents in your IRCC Porial account
If you can't submit from your IRCC Portal account, use this IRCC web form to submit your
documents:

All documents must be in English or French
Any documents not in English or French must be accompanied by a cerified translation.

If you can't provide the documents by the requested date
If you can't provide the documents requested before the deadiine, you will have to re-enral.

About the number at the top of this letter
The number in the upper left corner of this lefer is your IRCC 1D to identify you in our system.

Immigrafion, Refugees and Cifizenship Canada

This message has been submitted to your IRCC Portal account.
By submitting your application electronically, you have agreed fo receive comespondence
electronically.

Canada

To upload more documents:

1. Onthe Portal Welcome page, click additional document(s) link provided above the
'Account messages' table.
2. You'll be directed to the Upload additional documents page.



Government  Gouvemement cols
I"I of Canada  du Canaka Francal:

Account home H Account profile l

Home > Your account

Signed In as John Doe

My IRCC portal representative account

If you have an existing IRCC secure account created with a GCKey or a sign-in partner X
« This IRCC portal account is not connected with your IRCC secure account.
+ To view applications you created and submitted in your IRCC secure account, access messages and status
A updates for these applications, or link paper applications, sign in to your IRCC secure account.

In this IRCC portal account, you can
create and submit new applications (as an individual er a group)

only view applications you create and submit via this IRCC portal account, and access messages and status
updates for these applications

X
I o You have 2 unread message(s).
9 The enrolment request is being processed. You cannot submit applications on behalf of your clients until xS
the enrolment is approved.

We have requested additional document(s) from you. Please review the 'Representative Request Letter' and submit the required
documents on or before the stated Due Date.

View your submitted enrolment application.

Account messages

Read messages related to your account. Messages about a submitted application are on the application status page.
(2 new messages)

I o Links and document titles are shown in the language you chose for your portal account when they were generated.

Subject Date sent Date read

Bepresentative Request Letler February 20 2023 New message

Enrolment request submitted February 20 2023 New message
Items per page ;w5 1t020f2

Date modified: 2023-02-20 dfe7297fe

Report a problem on this page

i+l
Contact information * Termsand conditions * Privacy Canada

3. Onthe Upload additional documents page, click Upload.
Documents that are successfully uploaded have a status of "Uploaded.”

When the document(s) are uploaded, click Submit.

Again, you will see a confirmation page when documents have been submitted
successfully with the same reference number.
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Government  Gouvernement

I* l of Canada du Canada

Home

- Upload additional documents

Signed in as John Doe Arcount home Account profile Help Sign out

| Upload additional documents |

Did we request an additional document from you?

If we

reguested additional documents to approve access to your profile, please upload the document(s) requestad. When the document

is uploaded, select the next button to sign and submit the document(s). Once you've uploaded the document(s) requested, you will
receive a confirmation message in your account.

If you don't submit the requested document(s) by the due date, your enralment request expires and you will have to submit a new

enrolment request/application.

File size and accepted formats

A file size limit is 4 MB per file. Accepted file formats include: .tiff, jpg, .png, .doc, .docx, .pdf.

If your file is bigger than the accepted size or you need to provide multiple files in 1 upload field, our website's Help Centre has tips to
help you.

* goto Canada.ca/immigration, then

s search for "reduce file size” or "add multiple files".

Document name File name Action Status

No file
» Primary Identity Document ‘j Mot uploaded
chosen

. No file
> Secondary Identity Document ‘j Mot uploaded
chosen

Back Submit uploaded document(s)
Date modified: 2023-10-17 4dc32719
Report 2 problem on this page

If you re-enrol in the IRCC portal

If you enrol in the IRCC portal with a different email address for the same membership
information:

1.

2.

3.

A message will be displayed informing you that your account already exists in the IRCC
portal with a different email address.

If you have problems accessing your account or have forgotten your password, you can
follow the self-recovery steps.

If your previously registered email address has been updated or changed, reach out to
IRCC.ImmigrationRepresentatives-Representantsimmigration.IRCC@cic.gc.ca to ensure
your email address is updated.
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I* Government  Gouvernement
of Canada du Canada

Home - Youraccount

Signed in as John Doe Account home Account profile Help Signout

My IRCC portal representative account

*
If you have an existing IRCC secure account created with a GCKey or a
sign-in partner
* This IRCC portal account is not connected with your IRCC secure account.
* To view applications you created and submitted in your IRCC secure account, access messages and status
updates for these applications, or link paper applications, sign in te your IRCC secure account.
In this IRCC portal account, you can
» create and submit new applications (as an individual or a group)
* only view applications you create and submit via this IRCC portal account, and access messages and status
updates for these applications
Error: We've identified that you already have an active IRCC Portal account. x
If you encounter difficulties accessing your account or have forgotten your password, please follow the self-recovery
o steps.
If your previously registered email address has been updated or changed, or you require further assistance with
updating your profile information, such as your name, membership details, or address, contact us for support.
Account Messages
Read messages related to your account. Messages about a submitted application are on the application status page.
x

o Links and document titles are shown in the language you chose for your portal account when they were generated.

Date sent + Date read

Enrolment request submitted QOctober 23, 2023 October 23, 2023

0 - Ttoiofl

Date modified: 2023-10-17 4dc832719

Report a problem on this page

1+l
Contactinformation * Termsand conditions * Privacy Cana_da
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If you re-enrol in the IRCC portal after resolving any membership issues with the governing
body (such as refusals, deactivations, or expirations), please note:

1. A message will appear informing you that your account already exists in IRCC portal.
2. If you need help or to make corrections, reach out to IRCC.ImmigrationRepresentatives-
Representantsimmigration.IRCC@cic.gc.ca for support.

Step 9: Sign In to IRCC Portal

Once you receive an email that your enrolment request has been approved, you:
o will be able to login to the Portal
o will be allowed to review your profile
o can submit online applications on behalf of your clients

Note: Refer to the document to know: How to use the IRCC portal for Authorized Representatives.

IRCC Portal Enrolment Status
John.Doe@ccc.com

) 11 there are problems with how this message is displayed, click here to view it in a web browser
Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

I o l Government  Gouvernoment

of Canada  du Canada
Representative IRCC ID : <$Party ID$>
Hello,

‘YYour enrolment request to access the IRCC Portal is complete and your account is now active. You can login to your IRCC Pertal account and start
submitting online applications for your clients.

Thank you

Immigration, Refugees and Citizenship Canada | Immigration, Réfugies et Citoyenneté Canada
Government of Canada | Gouvernement du Canada
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Government  Gouvernement
of Canada du Canada

Home - Your account

Signed in as John Dos  Accounthome  Accountprofile  Help  [EEASTS

My IRCC portal representative account

If you have an existing IRCC secure account created with a GCKey or a
sign-in partner

® This IRCC portal account is not connected with your IRCC secure account.

® To view applications you created and submitted in your IRCC secure account, access messages and status

updates for these applications, or link paper applications, sign in to your IRCC secure account.

In this IRCC portal account, you can
® create and submit new applications (as an individual or a group)
* only view applications you create and submit via this IRCC portal account, and access messages and status
updates for these applications

o You have 3 unread message(s).

Start an application

Apply for a visitor visa, transit visa or a study permit

Make a new refugee claim or continue a claim made to the Canada
Border Services Agency (CBSA)

My client applications

You can continue working on an application or delete it from your account if you haven't yet submitted it. You can also review, check the

status, or read messages about your submitted application.

I
Q, search all my clients applications > Use the search to find submitted applications
1

Days left Date
Date

Application licant Application Date
B ApP! = to last Status  Action

type name number created submit saved submitted

No data available in table
temsperpage: 5 ~  OofD < < > >
Account messages

Read messages related to your account. Messages about a submitted application are on the application status page.

(2 New messages)

o Links and document titles are shown in the language you chose for your portal account when they were generated.

Date sent 4 Date read

Enrolment request approved October 18, 2023 New message
Enrolment request submitted October 18, 2023 New message
Iemsperpage: 10 ~  1toZof2 < < > 3
Date modified: 2023-10-31 1efaeba7d

Report 2 problem on this page
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