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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: 

 Go to the sign up page for authorized representatives.  

 If it’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.  

 From the drop-down menu, choose the governing body that will verify your eligibility to 

enrol in the IRCC Portal for Authorized Representatives. 

 Enter your membership number. 

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

 
 

 You need to sign in to proceed with the conversion 
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 You will need to accept the Terms and Conditions. 

 

 
 

 Input the code sent to your registered email address 
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c) You’ll see the message below if your membership ID is not found in good standing. 

              

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.  
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Step 4: Sign up for the IRCC Portal 
 

Sign up  

 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.  

 Enter your surname or last name as you have registered with the governing body you 

want IRCC to verify your eligibility with. 

 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. 

 Enter your telephone number. 

 You must choose 'Sign up.'  
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 The verification code will be sent to your email address provided in the ‘Sign up’ page 
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Step 5: Confirm sign up 
Confirm sign up 

 You will be directed to this page where you need to enter the verification code we sent 

you to your email address. 

 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. 

 Click Cancel to exit the sign up. 
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Step 6: Sign in  
 

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

 

After signing in you’ll be presented with the Terms and conditions 
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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           
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 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.  

 

 
 

 

• You can review your email address that you provided during the sign-up process. 

• Enter your business telephone number.  
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• Enter your fax number, if applicable. 

• Read the consent and declaration statement and select the checkbox. Click Submit Request. 

          

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. 

• 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. 
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• Enter your mailing address. 

• You can review your email address that you provided in the sign up. 

• 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. 
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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.      

  

 

c) New enrolment: 

 

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

       

 
      

• Enter your mailing address. 

• You can review your email address that you provided in the sign up. 

• Enter your business telephone number.  

• Enter your fax number, if you have one. 
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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.      
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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. 

         

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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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, or in 

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. 

 

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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1. 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. 

2. 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. 

3. You correctly identify the governing body and completed the online Portal Enrolment 
Form for Authorized Representatives. 

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

page. 
3. 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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To upload more documents: 

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

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

3. 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. 

mailto:IRCC.ImmigrationRepresentatives-Representantsimmigration.IRCC@cic.gc.ca
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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. 

       

         
 

 

mailto:IRCC.ImmigrationRepresentatives-Representantsimmigration.IRCC@cic.gc.ca
mailto:IRCC.ImmigrationRepresentatives-Representantsimmigration.IRCC@cic.gc.ca
https://www.canada.ca/content/dam/ircc/documents/pdf/english/corporate/partners-service-providers/ircc_portal_user_guide_en.pdf
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