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Introduction
This is a guide to using the online portal of the Financial and Consumer Services Commission (FCNB) for Real Estate
licensing processes. The portal allows a user to apply for a real estate salesperson, manager or agent licence as well as
complete renewal applications and other submissions.
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. Please consult the FCNB Portal FAQ for additional guidance
and resources regarding real estate functionality in our portal.
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This guide assumes that you have created an account and have logged in to the
portal.

Accessing the processes in the portal
If you have already created an account to obtain another type of licence, you will need to add another account type to
your portal profile. To do so, sign in to your portal account. On the “Profile” page, under “Account Type”, select the ‘Real
Estate’ type by checking the corresponding checkbox, and click “Update”.
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Your new account type will appear in the grey ribbon. Click here to return to the ‘My Real Estate Licences’ page at any
time.

My Real Estate Licences
Click on the menu option for Real Estate and you will see a (initially empty) list of licences associated with your account.
To begin a new application, select the “Add” button on the right side of the page. At each of the following pages in the
application process you will be asked to provide information or to make certain selections. You will note a yellow box
containing an explanation of what you are required to do at each step on most pages. Please carefully read these
instructions for each step of the process.

Select the type of licence for which you are applying. Please note your selection cannot be changed once you have
clicked the “Next” button.

!

In order to apply for a salesperson or manager licence, you must select your
licenced agent from the drop-down list.
Agents must be licenced before salespersons or managers can make an
application in the portal.
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The next pages of the application will require the applicant to provide information such as registered business names
and addresses, employment history, goods to be sold, etc. Please fill out each page with the required information and
select “Next” to proceed with the application.

Towards the end of the “Apply for a new licence” process, there will be a “Documents” page where you will have the
opportunity to upload any files to support your application. Please follow the detailed instructions in the yellow box on
the page and select “Next” once the documents have been uploaded.
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At the end of the process, you will be asked to validate your application. Read the information carefully and check the
checkbox if you agree with the statements.

Once validated, you will be presented with payment options.

4

Once the payment option has been selected and processed, your licence application will be submitted and you will be
returned to the “My Real Estate Licences” page.
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Once your application is submitted, click “Manage” to see the actions available. You can file a change in circumstances
with respect to the licence/application, download the licence application and download the licence once it has been
approved by FCNB.

Depending upon the status of your licence, as well as other various timing factors (for example, your licence expiry
date), you may have additional options available. Each of these processes follows a similar pattern to the other
processes already described: answer questions, upload documents (if applicable), validate/confirm, payment (if
applicable), and submit your filing.

Help and Support
*Please note that the Support staff is responsible for dealing with IT inquiries and that any suitability or licensing
questions must be raised with our Consumer Affairs Licensing division.*
If you are unsure of the answer required in a field, please contact the Consumer Affairs division at
consumer.licensing@fcnb.ca.
If you are experiencing technical difficulties with the portal, please submit a support request using our online support
request form at https://portal.fcnb.ca/requestsupport/:
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