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WHAT YOU'LL NEED

Before you begin, make sure you have everything you’ll need to create your APEXA
profile

e Yourresidential and business address history for the last 5 years

e A digital copy of your E&O Coverage certificate

e A digital copy of your provincial licence(s)

e Information abouttheinsurance carriers you haveworked forin the past

e Yourselling codes —you may need them to complete an identity verification step
e Adigital copy of yourbankinginformation (e.g. void cheque) — optional

A note about digital copies

e Acceptable file formats include: PDF, MS Word, JPG, PNG, TIFF and BMP
e Forlicences, you can also use a screen capture from a provincial licencing body website

If you’re responsible for a corporation, you’ll also need...

Your company’s date of incorporation

A digital copy of your Articles of Incorporation

A digital copy of your corporate E&O Coverage (if different from your personal E&QO)
A digital copy of your corporate provincial licence(s)

A list of your shareholder(s), including email address(es) and ownership percentage
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APEXA Registration

REGISTERING YOUR ACCOUNT

A '
Please provide your first name
4] |
When you’re creating your APEXA account, =] |
you’ll have to complete a two-step registration El |
process
& GONVISNQIRDQ4ES) v

1. Registration: whenyou follow the link from your email
invitation, you’llbe asked to complete the registration
form to create youraccount.

Token: this field will be pre-populated
I with your APEXA token. Please do not

make any changes to this field

2. Whenyouclick ‘Register’ the Privacy
Consentterms and conditions will
open. Read the conditions and scroll to S

—_— APEXA has implemanted reasonable safeguards to pratect adviser, principal, partner and sharehalder information from unauthorized access,
th e bottom Ofthe termS tO C“Ck use or disclosure. This information is maintained in a file on APEXA's servers and will be accessible by authorized APEXA employees,

representatives and agents who requirs access to perferm their job functiens.

+ Privacy Consent

How will my data be protected?

What if | have questions or would like to access or correct my information?

Any questions or concerns about how information is handled by APEXA in connection with the APEXA Service should be directed to the Privacy
Officer at privacy@apexa.ca. Advisors, principals, partners and shareholders may also reuest access to or correction of their information by
contacting the Priva fficer, as described above. APEXA shall make reasonable efforts to respond to such requests in thirty (30) days.
However, if such information is comingled with the information of cthers, responses may be delated and access may be denied if such
nfarmation cannot be segmented from the information of others

&t any time, if you prefer that yeur persenal information not be used far any of the identifid purposes above, in whele ar in part, you may
v Officer in writing at any time. However, revocation of such consent may significantly restrict your access to and use of the

Cancel
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CONFIRMING YOUR ACCOUNT

3. Youwill receive a second email, click
CO nﬁ rm ACCOUHt |n t h eema ||, an d th en Your email address has already been confirmed. Please click the button below to proceed to the login
. . screen and begin the account set-up process.
Proceed to Login on the website.

Proceed to Login

4. To create your profile, enter your
registered email and password, then click Welcome to the APEXA Portal
Login.

Login to your account New to APEXA?
a Click the button above to
begin account setup

gin process.

Forgot your Password? ©

5. Thefirst timeyou login, the Website +. Website Terms of Use
Terms of Use will open. Read the
conditions and scroll to the bottom of the o
terms to click Accept. 4555 ot CAPEXA' W' "US 51 OUI) S5TSES 11 WEDSHe 3 VA 3586535 (1S 5 TGS S5Ce 0 7 Contns 3¢

hereinafter defined) on the Site, which includes information about APEXA, and fo provide online access fo the products, services and
opportunities that APEXA offers (the “Services™). APEXA reserves the right to amend, modify and supplement the terms and conditions
contained herein from time to time, as it sees fit, with additional terms and conditions that govern certain information, content, products and
senvices made available to you via the Site (“Additional Terms"). By accessing and using the Site in any manner, you acknowledge that you
have read and agree to the each of the following terms and conditions, as set forth below, and each of the Additional Terms (if any) regarding
your use of and access to the Site (the “Terms of Use”).

WEBSITE TERMS OF USE

The contents of the Site include, without limitation, all information, data, products, materials, services, software applications and tools, design
elements, text, images, photographs, illustrations, audio and video contents, artwork, graphies contained therein or otherwise made available
t0 you in connection therewith (collectively, the “Contents”) and, uniess the context clearly requires otherwise, or we explicitly say so in writing
the term “Site” includes all of the Contents.

Unless otherwise agreed to in writing by APEXA, the Terms of Use do not alter in any way the terms and conditions of any other agreement
you may have entered into with APEXA. To the extent of any conflict between the terms and conditions of such other agreement and the terms
and conditions contained herein or any Additional Terms, the terms and conditions of such other agreement will take precedence and control.

If you breach any of the Terms of Use, your authorization to use the Site automatically terminates and you must immediately destroy any

>0Aﬂ:ep( Cancel
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WHATTO DO IF YOUR NAME IS WRONG?

e Your Profile name should match thename on your resident licence

e Your Profile name, at the top of the screen and the name fields below, will be the name provided by
your MGA

e [fyouneed to change yourname, click L personlnformation
on Change Name button. Changes will v =T -
be verified by APEXA and you will be :
notified by email once the review is - T -
complete

e Simple corrections, for reasons such as typos or changing short form to full name, will be accepted
without supportingdocumentation

e Documentation will be required for all other types of name changes

& HAS YOUR E&O BEEN REJECTED?

Click on the Rejected button to view rejection reason(s)
Rejected

Rejected : Details do not match document

Certificate number does not match the number on the document

Common rejection reasons are:

e Documentfile typeis not an acceptable format (see What You’ll Need section above)
e The wrong Providerhas been selected

e Thewrong document hasbeen uploaded
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HAS YOUR LICENSE BEEN REJECTED?

N

Click on the Rejected button to view rejection reason(s)

Rejected

Rejected : Details do not match document

d and expiry dates entered do not match the information listed on the
incil of BC website.

Common rejection reasons are:

e Documentfile typeis not anacceptable format (see What You’ll Need section above)

e Licence has expired; only an active licence will be accepted

e Licence name must match Full Legal Name entered, as well as the name on your profile
e Thewrong documenthasbeen uploaded

e Individuallicence uploadedas Corporatelicence (or vice versa)
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HAS YOUR BANKING INFORMATION BEEN REJECTED?

AN

Click on the Rejected button to view rejection reason(s)
Rejected

Rejected : Invalid document

The document type cannot be accepted. Handuwritten decuments are not permittes

Common rejection reasons are:
e Documentfile typeis not anacceptable format (see What You'll Need section above)
e Invalid Document attached. We require a copy of a void cheque for the accountindicated or an EFT

form. These forms must be legible, and haveall information pre-printed by the bank (no handwritten
fields)

NEED HELP?

Call us at: 1-855-294-2541

Emailusat: support@apexa.ca
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