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How to use the IRCC Portal as an authorized representative 
 

Note: The IRCC Portal and APR Portal will both be in use. Therefore, as an authorized paid 

representative, you can keep using APR Portal or IRCC Portal to prepare, submit, pay or 

manage online applications on behalf of the client(s). Find out more about the Authorized Paid 

Representative Portal. 

The IRCC Portal will allow representatives to apply online on behalf of their clients for temporary 

resident visas, study permits and in-Canada refugee claims. Additionally, you will be able to 

submit emergency and special measures temporary resident visas in the IRCC portal that is 

currently not available in the Authorized Representative Portal (APR).   

** This document focuses only on the IRCC Portal for authorized representative features 

 
Access the IRCC Portal 
 

To create an account, follow the instructions in the Enrolment Guide. 

To access the IRCC Portal, you’ll need to sign in using the email address you used to create 
your portal account. 

Note: Ensure you access the "IRCC Portal " instead of the "APR Portal" or client Self-Service 
Online Portal (used by clients or unauthorized representatives to submit applications).  

Changes to login details 
 

Forgotten password:  

If you’ve forgotten your password: 

 go to the sign-in page 
 click “Forgot your password?” 

https://www.canada.ca/en/immigration-refugees-citizenship/corporate/partners-service-providers/authorized-paid-representatives-portal.html
https://www.canada.ca/en/immigration-refugees-citizenship/corporate/partners-service-providers/authorized-paid-representatives-portal.html
https://portal-portail.apps.cic.gc.ca/signin?lang=en
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 create a new password after you enter the verification code sent to your email address 
 

 

 you must enter your email address 

 

 you must enter your current password, then create and confirm a new password 
It must: 

 be between 8 and 16 characters 
 have at least 

o 1 uppercase letter 
o 1 lowercase letter 
o 1 special character 
o 1 numeric digit 
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Change password 

To change your password,  
 log in to your account and select ‘Account profile’ 

 

 

 click “update password” button at the bottom of this page 
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 you must enter your current password, then create and confirm a new password 
It must: 

 be between 8 and 16 characters 
 have at least 

o 1 uppercase letter 
o 1 lowercase letter 
o 1 special character 
o 1 numeric digit 
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Account home page 
 
Here you can: 

 access your profile information 
 access the help feature 
 sign out 
 search for applications 
 start new applications 
 delete applications 
 continue in-progress applications 
 view previously submitted applications 
 view messages received about submitted applications 

Access your profile information 

To view the information you gave us when you enrolled, click Account profile at the top right 
corner of the home page. You can update your: 

 language preference 
 email preference 
 password 

Please note that any changes made to the above information will not be synchronized back to 
GCMS. 

To review your profile 
 log in to your account and select ‘Account profile’ 

 

 

 click “update information” button after updating the email address or language and email 
preference of your choice in the “Contact details” section 
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Mockup for the Account profile full view: 



8 
 

 



9 
 

Update personal or business information  

Submit a request using the Web form to change any of the following information: 
o name on your account 
o mailing address 
o membership ID details 

On the Web form page, you will be asked to specify the type of application or enquiry you’re 
submitting. 

o Select “Technical difficulties” from the drop-down list. 
o In the request, provide your “Representative IRCC ID.”  
o If you are requesting a name change, you can upload additional documents to 

support this. 

This lets our technical team identify your account and work on your request. This won’t affect 
any of the files in your Portal account. 

 
 

Search for applications 

System will display all 'In progress' applications by default in the 'My client applications' table. 

"Search all my client applications" will be in collapsed mode by default. User can expand and 
provide the search criteria to find the applications.   

Once you submit an application, it no longer appears in the My client applications table. You 
must search for it. 

https://ircc.canada.ca/english/contacts/web-form.asp
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1. Enter the information about the application you are looking for. 
2. You can search by applicant name, type, status and application number. 

 Application type limits to the following app types: 
o visitor visa application 

o study permit application 

o refugee claim  

3. You can also search the applications that require action by click the checkbox 'Only 
show applications with Unread Messages.’  

4. Click Search. 

 

Search by the application status - this status refers to the application  status within the IRCC 
portal  
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Search by application types supported in IRCC portal: 
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The search results appear in a table. The entry for each application in the Search results table 
has an Action column.  

Action will show either: "Check full application status" or "Action required" for the submitted 
applications.  

Click "Check full application status" or "Action required" to go to the Application status and 
messages page. 

If you can’t find an application you submitted, remove the application number and search with 
only the application type or status. Your application should be displayed in the My client 
applications table. 

In the example below, when the user searched using the 'Application Type' filter for 'Refugee 
Claim,' search results returned three records that matched the specified criteria. 

 

   

Start new applications 

 To start a claim on behalf of the clients, you must select the link "Make a new refugee 

claim or continue a claim made to the Canada Border Services Agency (CBSA)" and 

acknowledge that you have read and understood the information provided and that you’re 

ready to start their application. 
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Note: Refer to the application guide for inland refugee claims submitted through the IRCC 

Portal or the application guide for CBSA refugee claims for help with the information you 

must provide in the portal. 

 To start a temporary resident visa application on behalf of the clients (visitor, study permit 

or transit visa), you must select the link "Apply for a visitor visa, transit visa or a study 

permit" and acknowledge that you have read and understood the information provided and 

that you’re ready to start their application. 

Note: Not every application type is available in the IRCC Portal. To find out if you can use 

this account, check the instructions for your application 

 click “update information” button after updating the email address or language and email 
preference of your choice in the “Contact detail s section 

 

 

Continue or delete in-progress applications 

 All the 'In progress' applications will be displayed by default in the 'My Client 

Applications' table. 

 You can continue or delete the 'In progress' applications until you submit your clients 

application to IRCC. 

 You can modify your answers at any point of the questionnaire until the final submission.  

 To save the application and sign out in order to continue later you can click Exit 
transaction. 

Application status and messages 

In this page, you can find: 

 the current status of your client’s application (or profile) 
 a link that allows you to view the submitted application or upload documents to it 

https://www.canada.ca/en/immigration-refugees-citizenship/services/application/application-forms-guides/guide-0174-inland-refugee-claims-portal.html
https://www.canada.ca/en/immigration-refugees-citizenship/services/application/application-forms-guides/guide-0192-cbsa-refugee-claims-ircc-portal.html
https://www.canada.ca/en/services/immigration-citizenship.html
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 information about your client, including their UCI, application number, the date we 
received the application and biometrics (if available) 

 details about the status of the application, including the: 
o steps involved in processing the application 
o current status of your client’s submitted documents 
o messages about the application 

 a table (when your client’s application is closed) that shows information about the 
document issued by us, including the date it was issued 

Account messages 

This is your personal message inbox. This inbox does not list the messages you receive as part 
of a client’s application. 

For example, you might receive a request for additional documents as part of the Portal 
enrolment process. You also receive message(s) in this inbox when the current standing is 
updated, when you link an application to your account. Click a message to view it. 

We will send you an email to let you know when you have a new message. 

To view a message, log in to your IRCC (cloud) Portal account and click on the messages in the 
“Account messages” section at the bottom of the page.  

 

 

 

How to close an IRCC Portal account for authorized 
representatives  
 
Please submit a request to close your account to the Immigration Representatives mailbox.                                                

 

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

