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Introduction 
This is a guide to using the online portal of the Financial and Consumer Services Commission (FCNB) for 

Pensions and related filings. 

Please take a moment and review the Portal Basics User Guide to learn how to create an account, how 

to navigate the portal, how to make selections from dropdowns, and how to upload documents.  It is 

available on the portal FAQ page at http://fcnb.ca/portalfaq.html. 

The portal may be found online at https://portal.fcnb.ca and offers the following functionality to a 

Pension Plan Representative user: 

• Start a pension plan registration or related filing application and save as a draft 

• Upload document(s) required for a pension plan registration or related filing application 

• Validate and submit a pension plan registration or related filing application 

• Add and edit delegated parties 

• View a submitted or registered pension plan or related filing 

• Pay the pension plan registration or related filing fee online 

• View the current status of an application for pension plan registration or related filing 

• Upload additional documents or provide additional information, if further information is 

required to process the application or related filing 
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New Pension Plan Registration 
Once you have successfully signed in, you will see the main menu page. Here you will see, at the top left 

of the page, a menu with an option for ’Pension Plans’.  Click here to return to this page at any time. 

  

 

My Pension Plans 

Click on the menu option for Pension Plans and you will see a (currently empty) list of pension plans 

associated with your account.   To begin a new pension plan registration application, click the ‘Add’ 

button on the right side of the page. 

 

 

 

At each of the following pages in the request process you will be asked to provide information or to 

make certain selections. Here you will note a yellow box containing an explanation of what you are 

required to do at this step.  You will find this explanatory yellow box on most pages.  Please carefully 

read these instructions for each step of the application process. 
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Pension plan name and contact details 

Enter the pension plan name, plan administrator name, plan administrator address and, if applicable, 

enter the name of the pension plan in the other official language in the ‘Alternate plan name’ field.  Click 

‘Next’ to proceed. 
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Draft application 

A draft application is automatically created once you click the ‘Next’ button.  If you navigate back to the 

main page you will now see that your application is on your list of pension plans, identified as having a 

‘Draft’ status. You may continue to edit your application by clicking the Transaction ID link (160000487) 

under the Transaction ID heading. 

 

 

After clicking the Transaction ID link, the following page appears, with options to continue the pension 

plan registration, or add delegated parties.  There is also a list of related filings, which is currently 

empty.  
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Plan reference ID 

Enter the plan reference ID, if applicable, and click ‘Next’ to proceed. 

 

 

 

Plan administrator 

Enter the plan administrator name and select an option from the ‘The administrator is a/an:’ dropdown.   

 

 

If you select ‘Employer or employers’ from ‘The administrator is a/an’ dropdown box, you will need to 

also enter the incorporated name of the main employer acting as administrator. 
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If you select ‘Pension committee’, ‘Board of trustees’, or ‘Person, board or commission’, you will be 

required to provide the details for the pension board or committee members.  Click ‘Add’ to enter the 

required information. 
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Enter the required information and click ‘Submit’ to return to the ‘Plan administrator’ page. 
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Plan type details 

Enter the required information regarding the type of plan being registered and the basis of making 

pension payments.  Depending upon your selections, additional data may be required.  Click ‘Add’ to 

enter details of contributing employers.  Enter the email addresses of the pension fund administrator, 

pension fund custodian, and actuary.  If the email addresses are not already on file with FCNB, you will 

be required to provide additional contact information.  Click ‘Next’ to proceed.   
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Note:  To update pension fund administrator, pension fund custodian or actuary contact information, 

please contact FCNB Pension Division. 
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Plan type details (Adding contributing employers) 

Enter the required information and click ‘Submit’ to return to the ‘Plan type details’ page. 
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Plan type details (Adding employer’s other plans) 

Note that if you check the box for ‘There are other plans maintained by this employer’, another section 

will appear where you will be required to enter the details of the employers other plan(s).   

Click the ‘Add’ button to enter details of employer’s other plans. 

 

Enter the required information and click ‘Submit’ to return to the ‘Plan type details’ page. 
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Plan type details (Adding previous plans) 

Note that depending upon the option selected from the ‘Plan is established as the result of’ dropdown 

box, another section will appear where you will be required to enter the details of previous pension 

plans.  Click the ‘Add’ button to enter details of previous pension plans. 

 

Enter the required information and click ‘Submit’ to return to the ‘Plan type details’ page. 
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Member statistics 

Enter the required member statistics for the applicable jurisdiction(s) by clicking on the edit button at 

the end of each applicable row.  When done, click ‘Next’ to continue. 
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Enter the member statistics and click ‘Submit’ to return to the ‘Member statistics’ page. 
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Plan details 

Enter the required details and then click ‘Next’ to continue. 
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Employee contribution 

Select the applicable employee contribution rate methodology and enter any additional information 

required.  Then click ‘Next’ to continue. 
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Employer contribution 

Select the applicable employer contribution rate and current service benefits and enter any additional 

information required.  Then click ‘Next’ to continue. 
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Statistics Canada details 

Enter the information required by Statistics Canada and click ‘Next’ to proceed. 
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Defined Benefit or Shared Risk Plan adjustment and death benefit 

Enter the details regarding automatic adjustments and death benefits and click ‘Next’ to proceed. 
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Upload documents 

You must now upload the documents listed on this page.  Documents will vary based on the information 

provided on the previous pages.  Detailed instructions for uploading documents are provided in the 

yellow box.  After uploading all mandatory documents click ‘Next’ to proceed. 
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Validation and confirmation 

At this point in the process it may be a good idea to review the information provided by navigating back 

through your application using the ‘Previous’ button.  Once all information has been reviewed, navigate 

forward using the ‘Next’ button to return to this point.  When you have completed the application to 

your satisfaction, click the ‘I confirm’ checkbox and click ‘Next’ to continue. 
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Fee summary 

Select a method of payment and click ‘Next’. 
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Require Initial AVR/CC 
Once your pension plan registration application has been successfully submitted, you will see your 

application as ‘Require Initial AVR/CC’ status in the list of pension plans associated with your account.  

An Actuarial Valuation Report (AVR) or Cost Certificate (CC) filing (whichever is applicable) has been 

created for you in ‘Draft’ status.  You must follow the process to submit your initial AVR or CC. To do 

this, click on the Transaction ID link (160100487) in the list of pension plans. 

 

 

Pension Plan Details 
To edit the initial AVR/CC, either click the ‘Edit Initial AVR or CC’ button or click on the Transaction ID link 

(160100341) for the AVR or CC in the list of related filings. 

From this page you can also view the submitted pension plan registration application by clicking the 

‘View Pension’ button or add a delegated party by clicking the ‘Add’ button in the Delegated Parties 

section. 

 

 



26 
 

Actuarial Valuation Report Filing 

Valuation date and report type 
Enter the valuation date and select the report type.  Click ‘Next’ to continue. 
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Risk management test 
Indicate if the plan has met the applicable risk management goals and provide the corresponding 

percentages and click ‘Next’ to continue.  Note:  This page is applicable only for a Shared Risk plan, not a 

Defined Benefit plan. 
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Funding Policy calculations 

Enter the asset and liability values from the Funding Policy and click ‘Next’ to continue.  Note:  This page 

is applicable only for a Shared Risk plan, not a Defined Benefit plan. 
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Funding Policy assumptions 

Enter the valuation assumption methodology, mortality table used and applicable rates, then click ‘Next’ 

to proceed. Note:  This page is applicable only for a Shared Risk plan, not a Defined Benefit plan. 
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Funding Policy normal cost calculations 

Enter the members and employers annual contributions and other required information. Note:  This 

page is applicable only for a Shared Risk plan, not a Defined Benefit plan. 
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Going concern calculations 

Enter the asset and liability values from the AVR on the basis of which the going concern valuation is 

made.  Click ‘Next’ to continue. 
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Going concern assumptions 

Enter the methods used for valuing going concern assets and liabilities, the mortality table used and any 

applicable interest rates.  Click ‘Next’ to proceed. 
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Normal cost and special payment calculations 

Enter the details of the DB and DC provisions and any special payments during the reporting period. 
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Solvency calculations 

Enter the required details of the solvency calculations. 
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Solvency assumptions 

Enter the required solvency assumption information and click ‘Next’ to proceed. 
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Additional information 

Enter any additional information which may assist us in reviewing your AVR filing and click ‘Next’ to 

continue. 

 

 

Upload documents 

Upload any documents supporting your filing and click ‘Next’ to continue. 
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Validation and confirmation 

Please validate and confirm your filing by checking the checkbox below and then click ‘Submit’ to submit 

your filing. 

 

 

Submitted application 

Once the AVR or CC has been successfully submitted, you will see the status of the pension plan as 

‘Submitted’ in the list of pension plans. 
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Cost Certificate Filing 

Effective date and filing type 
Enter the effective date and select a filing type.  Click ‘Next’ to continue. 
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Filing period 
Enter the filing period start and end dates and click ‘Next’ to continue. 

 

 

Contribution rate and normal cost estimate 
Enter the required contribution rate and cost estimate information and click ‘Next’ to proceed. 
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Upload documents 
Upload the required documents and click ‘Next’ to proceed. 

 

 

Validation and confirmation 
Please validate and confirm your filing by checking the checkbox and click ‘Submit’ to submit your Cost 

Certificate filing. 
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Submitted pension plan and cost certificate 
Once the initial Cost Certificate is submitted, the status of the pension plan changes from ‘Require Initial AVR/CC’ 

to ‘Submitted’.  In addition, the Cost Certificate status will change from ‘Draft’ to ‘Submitted’ in the list of related 

filings for the pension plan.   

 

 

 

Registered Pension Plan 
Once a submitted pension plan is registered by FCNB, the status will change to ‘Registered’ and additional filings 

can then be made (as applicable).  Click on the Transaction ID of the registered pension plan to submit a related 

filing. 
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Other Related Filings for a Registered Pension Plan 
To submit a related filing, select the type of filing from the dropdown box and then click ‘Add’.  Note 

that the type of related filing has a pre-selected default. 
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Amendment Registration 

Description of amendment 
Enter a description of the amendment and the amendment effective date and click ‘Next’ to proceed. 

 

Adverse amendments 
Indicate if the amendment is an adverse amendment, and if so, provide the date notice sent to 

members and click ‘Next’ to proceed. 
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AVR or CC Required 
Indicate if this amendment fits into one or more of the categories that require an Actuarial Valuation 

Report or Cost Certificate to be filed in support of the amendment registration application. 

 

 

 

Prohibited amendments 
Confirm that the amendment is not a prohibited amendment and click ‘Next’ to proceed. 
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Upload documents 
Upload the required documents and click ‘Next’ to proceed. 

 

 

 

Validation and confirmation 
Validate and confirm your application by checking the checkbox, then click ‘Next’ to proceed. 
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Fee summary 
Select a method of payment and click ‘Next’.
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Filing Date Extension Request 

Extension type and detail 
Select the process for which the extension is being requested, enter a reason for the request and click 

‘Next’ to proceed. 
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Upload documents 
Upload any documents supporting the extension request and click ‘Next’ to proceed. 

 

 

 

 

Confirmation 
Confirm your request by checking the checkbox and click ‘Submit’ to submit your request. 
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Statement of Investment Policies and Goals Review Filing (SIPG) 

Outstanding amendments 
You must confirm that there are no amendments to the SIPG for which an amendment registration 

application has not been filed.  If there are outstanding amendments, you will be required to submit 

filings for those amendments prior to completing this SIPG Review filing. Enter the date the SIPG review 

was completed.  Click ‘Next’ to proceed.  

 

 

Confirmation 
Confirm your filing by checking the checkbox and then click ‘Submit’ to submit your filing.  
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Transfer Approval Request 

Transfer details 
Indicate if this transfer is the result of a sale, assignment or other disposition of all or part of the 

employer’s business or assets.  Provide the details of the transfer and details of any required 

amendments to this plan.  Then click ‘Next’ to proceed. 
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Destination of pension funds upon transfer 
Select a destination of the pension funds from the dropdown box and provide the name of the new 

pension plan, if that option is selected. Also provide a description of changes to the existing pension 

plan and click ‘Next’ to proceed. 

 

 

 

Additional information 
Provide any additional information which may assist in reviewing your transfer request and click ‘Next’ 

to continue. 
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Upload documents 
Upload required documents and click ‘Next’ to continue. 

 

 

Validation and confirmation 
Validate and confirm your application and then click ‘Next’ to proceed. 
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Fee summary 
Select a method of payment and click ‘Next’.  Note late fees and interest are not applicable for transfers. 
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Wind-up Request 

Verify plan to be wound up 
If you wish to proceed with a wind-up request with respect to the plan named below, then click ‘Next’ to 

proceed. 
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Type and timing of wind-up 
Select the type of wind-up from the dropdown box, enter the effective date, the date notice was sent to 

members, and a description of the wind-up approach.  Select the reason for the wind-up and then click 

‘Next’ to proceed. 

 

 

 

 

 

 

 

 

 

 

 



56 
 

Financial state of the plan 
Enter details of the financial state of the plan and click ‘Next’ to proceed. 
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Upload documents 
Upload required documents and click ‘Next’ to proceed. 

 

 

 

Validation and confirmation 
Validate and confirm your application by checking the checkbox and then click ‘Next’ to proceed. 
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Fee summary 
Select a method of payment and click ‘Next’. 
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Funding Policy Review Filing 

Outstanding amendments 
You must confirm that there are no amendments to the funding policy for which an amendment 

registration application has not been filed.  If there are outstanding amendments, you will be required 

to submit filings for those amendments prior to completing this Funding Policy Review filing. Enter the 

date the funding policy review was completed.  Click ‘Next’ to proceed. 

  

 

Confirmation 
Confirm your filing by checking the checkbox and then click ‘Submit’ to submit your filing.  
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Investment Policy Review Filing 

Outstanding amendments 
You must confirm that there are no amendments to the investment policy for which an amendment 

registration application has not been filed.  If there are outstanding amendments, you will be required 

to submit filings for those amendments prior to completing this Investment Policy Review filing. Enter 

the date the investment policy review was completed.   Click ‘Next’ to continue. 

 

 

Confirmation 
Confirm your filing by checking the checkbox and then click ‘Submit’ to submit your filing.  
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Post Transfer Filing 

Date funds transferred 
Provide the date funds were transferred and click ‘Next’ to continue. 
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Upload documents 
Upload the required documents and click ‘Next’ to proceed. 

 

 

 

 

 

Confirmation 
Confirm that all steps of the transfer have been completed and click ‘Submit’ to submit the filing. 
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Annual Information Return Filing 

Filing period and books and records 
Provide the filing period dates and the location of the pension plan books and records.  Click ‘Next’ to 

proceed. 
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No outstanding amendment registrations 
Confirm there are no outstanding amendment registrations and click ‘Next’ to proceed. 

 

 

 

Participating employers 
Update the table below to reflect any changes in participating employer(s) during the filing period.  Add 

participating employers by clicking the ‘Add’ button or edit an employer by clicking on the edit button at 

the end of the applicable row.  When done, click ‘Next’ to proceed. 

 

 

 

 

 



66 
 

Add participating employer 
Provide the required information and click ‘Submit’ to return to the previous page. 

 

 

 

 

 

 

 

 

 

 

 

 

 



67 
 

Edit a participating employer 
Update the required information and click ‘Submit’ to return to the previous page. 
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Plan membership 
Provide details of the change in membership and click ‘Next’ to proceed. 
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Persons entitled to or receiving a pension 
Provide details of changes to the number of persons entitled to or receiving a pension and click ‘Next’ to proceed. 
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Place of employment of active members 
Provide details of where the active members were employed on the last day of the filing period. 
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Normal cost and special payment considerations 
Provide details of the member and employer contributions and click ‘Next’ to proceed.
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Transfers, payments and earnings 
Provide the amounts of any transfers, payments and earnings and click ‘Next’ to proceed.
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Adjustments 
Provide details of any adjustments made, if applicable, and click ‘Next’ to proceed.

 

Basis of calculation of adjustments 
If you indicated on the previous page that adjustments were done on a basis other than as set out in the plan, you 

will be required to provide the basis upon which the adjustments were calculated and click ‘Next’ to proceed. 
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Market and book value of assets 
Enter the details of the market and book value of assets and cessation of contributions or benefits accrual, if 

applicable.  Click ‘Next’ to proceed. 
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Canada Revenue Agency Schedule 

 

Please select an applicable option to indicate whether the plan is a multi-employer plan, a specified multi-

employer plan or neither.  Questions applicable to the option selected will then be displayed and must be 

completed.  Click ‘Next’ to proceed. 

 

 

Additional information 

 

Provide any additional information with respect to this filing and click ‘Next’ to proceed.
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Upload documents 
Upload any documents supporting the filing and click ‘Next’ to proceed. 

 

 

 

Validation and confirmation 
Validate and confirm your filing and click ‘Next’ to proceed. 
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Fee summary 
Select a method of payment and click ‘Next’.
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Pension Plan Delegated Party 
To add a delegated party, click the ‘Add’ button. 
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Add a delegated party 
Enter the name and email of the delegated party and select the type of delegated party.  Click ‘Submit’ 

to save the delegated party information.

 

 

Delegated parties 
The delegated party now appears in the list of delegated parties.  If you need to update the list of 

delegated parties, click on the First name link.  To remove a delegated party please contact FCNB 

Pensions Division. 
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Edit a delegated party 
Update the required information and click ‘Submit’ to save your changes. 

 

 

 


