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1. Introduction

To enhance regulatory efficiency, Insurance Authority (“IA”) has developed a new online
portal, the Insurance Intermediaries Connect (“lIC”), which enables electronic submission of
applications and other documents by licence applicants, licensees and their principals.

This user guide is to provide individual applicants, i.e. individual insurance agent, technical
representative (agent) and technical representative (broker) (collectively, “individual
account owner”) with information on how to submit an individual licence application through
lIC.

For the set up of “supervisor account” and “administration account” by the principal, please
refer to the “User Guide of the IA Insurance Intermediaries Connect for Principals (Authorized
Insurers, Licensed Insurance Agencies and Licensed Insurance Broker Companies)”.

1.1 Users of the Insurance Intermediaries Connect

e  Principals (after duly registered with |A) as defined in GL24
- Authorized insurers
- Licensed insurance agencies
- Licensed insurance broker companies

e Individual applicants for the following licences (after duly registered with principals)
- Individual insurance agents
- Technical representatives (agent)
- Technical representatives (broker)



2.1

2.2

Setting up an Individual Account

Individual account owner is required to set up an individual account before he/she can use
the functions in IIC. Setting up an individual account involves several steps as follows:

Step 1 - Submission of Application Form for Individual Account

Individual account owners need to provide the following information to their principal in
order to create individual accounts:

a.

Full Name in English — The name must be identical with their Hong Kong Identity (“HKID")
card;

Hong Kong Identity Card Number —The HKID card number will be used during the account
activation process;

Email Address — The email address provided will be used for all future communication
between the IA and the individual account owner, the individual account owner should
provide a personal email address which is valid at all times (Note: work e-mail is NOT
recommended as the individual account owner may not able to access their work e-mail
if they change job later). An account activation email will also be sent to this email
address;

Hong Kong Mobile Number — An one-time password (“OTP”) will be sent to this mobile
number for verification purpose.

Step 2 — Creation of Individual Account

Individual Account Opening Record

Principal should create the account for the individual account owner upon request and
provide the one-off designated account opening password (“AOP”) to individual
account owner after verification of his/ her identity.

2.3 Step 3 — Activation of Individual Account

Once the principal has created the individual account, the individual account owner will
receive an activation email and he/ she should activate the account with the provided
activation link, which will be valid only for 90 days (Note: Due to the different e-mail
setting, it is possible that the activate email may be moved to junk/spam folder, please



check the relevant folder if necessary). The principal can resend the activation email if
the individual account owner is unable to receive the activation email.

The individual account owner will be directed to the activation page once he/ she clicked
the link from the activation e-mail. The following information is required to activate the
account:

- First 4 characters of the HKID Number;

- Last 4 digits of the registered mobile number; and

- AOP

During the activation process, the information inputted into the activation page should
be consistent with the information provided to the principal during the account opening
process in order to pass the authentication.

After successful authentication, an OTP will be sent to the individual account owner’s
registered mobile number via SMS and he/ she is required to provide the OTP within 5
minutes in order to activate the individual owner account. If the account owner is
unable to receive the OTP, he/ she can click the “Re-send” button to request a new OTP.

The individual account owner can then enter the self-defined username and new
password (please note the requirements below) to complete the account activation
process.

o) The requirements for username:
= Between 6-20 characters with no space.
o The requirements for password:

= Minimum password length: 10 characters;

= Password cannot be the same as the user ID;

= Password must be a combination of lowercase letter(s), uppercase
letter(s), number(s) and special character(s) (Allowed special
charactersare “l@#$_? - & );

= Password must be changed after 180 days;

=  Password can only be changed once per day;

= Recent password shall not be reused

The individual account owner may then return to the IIC login page and login with the
newly created individual account username and password to access the IIC’s functions.

& Login

I understand and agree to the NOTICE below.
LOGIN

Forgot Password | Forgot Usemame | Unlock Account



2.4

Account Activation for Individual Licensees

[Applicable to Individual Licensees who have not created IIC account only]

e Account activation is only applicable for individual licensees who have not created IIC
account. For those who have already created IIC accounts, please login with their

username and password to access IIC’s functions.

e  Go to lIC login page and click the “Activate Account (for individual licensees who has

not created IIC account)” button.

nsuronce Authority

' FBRERDS

Please enter the following:

NE+5 c

P 0:00/007 m—— )

| understand and agree to the NOTICE below.
LOGIN

Forgot Password | Forgot Username | Unlock Account |

Activate Account (for individual licensees who has not
created IIC account)

e  The following information is required to activate the account:

- First 4 characters of the HKID Number;
- Registered email address; and
- Registered mobile number.

During the activation process, the information inputted into the activation page should
be consistent with the information provided to the Insurance Authority (“IA”) in order
to pass the authentication. If there is any update on mobile number and email address,
licensee should amend the relevant information by “Change in Particulars” function in
IIC (details please see Section 4 below), or notify the IA using the Notification of Change
in Particulars (Form N3) (https://ia.org.hk/en/infocenter/forms/intermediaries.html).


https://ia.org.hk/en/infocenter/forms/intermediaries.html

e After successful authentication, an OTP will be sent to the individual licensee’s registered
mobile number via SMS and he/ she is required to provide the OTP within 5 minutes in
order to activate the individual owner account. If the account owner is unable to receive
the OTP, he/ she can click the “Re-send” button to request a new OTP.

e The licensee can then enter the self-defined username and new password (please note
the requirements below) to complete the account activation process.

o  The requirements for username:

Between 6-20 characters with no space.

o  The requirements for password:

Minimum password length: 10 characters;

Password cannot be the same as the user ID;

Password must be a combination of lowercase letter(s), uppercase
letter(s), number(s) and special character(s) (Allowed special
charactersare “l@#S$S _? - & );

Password must be changed after 180 days;

Password can only be changed once per day;

Recent password shall not be reused.

o The licensee may then return to the IIC login page and login with the newly created
individual account username and password to access the IIC’s functions.
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3. Process to submit an Application for Licence
by Individual Applicant

Individual Licence Application Workflow

Step 2: Indivicdual

Principal creates an Individual selects the licence * Principal verifies
individual account for period, fills in application application and notifies
individual to UPPJ for an information and uploads individual of any
insurance intermediary supporting documenis for amendments required
licence princdipal’s verification

* If no amendment is
required, principal confirms
its verification, selects the

fee payer and confirm

n : = 1% appointment

{ C— I "_‘VQJ

4 v L e e & @
A

The applicafion is submifted Selected payer is required to . .

to the IA for consideration pay relevant fees * If amendment is required,
principal returns the
application to individual for
correction

Step 7: Individuval and Principal
* Upon amendment, individual

re-submits the application to

Once the applicafion is principal for verification

approved, both individual and
principal will be nofified
immediately

3.1 Licence Application by Individual Account Owner

e After logging into the IIC, individual account owner may click “New Application” to start
the application process.
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' EHEETE Insurance Intermediaries Connect

Insurance Autharity

Welcome!

If you would like to submit a licence application to Insurance
Authority, please chose "New Application™

@ New Application




The following information which have been provided during the individual account
opening, will be prefilled in the online application form:
o Type of Licence for Applicant
Full Name in English
Date of Birth
Hong Kong Identity Card Number
Mobile Phone Number
o Email Address
The individual account owner is required to complete the information for the remaining
sections.

O O O O

In respect to the section “Licence Applied”, individual account owner will need to
indicate the duration of licence (1, 2 or 3 years) that he/ she is applying for.

In respect to the section “Insurance Intermediaries Qualifying Examination” (“llQE”),
individual account owner will need to indicate the line(s) of business for his/ her licence
applied which should meet the line(s) of business to be appointed by the principal.
Corresponding fields for IIQE papers required will be shown automatically, individual
account owner should select the results of the IIQE (pass, exempted, grandfathered).
For the case of “pass” and “exempted”, the relevant IIQE examination results should be
scanned and uploaded to the IIC as supporting document. The individual account owner
should ensure the line(s) of business for his/ her licence applied match with the line(s)
of business to be appointed. Individual account owner also needs to indicate whether
he/ she is relying on IIQE — Remote Invigilaation Mode Examination passing results.
Please refer to Annex 1 of GL23 - Guideline on "Fit and Proper" Criteria for Licensed
Insurance Intermediaries under the Insurance Ordinance (Cap. 41) (“GL23”) for more
details.

In respect to the section “Education or Other Qualifications”, if the individual account
owner should select “Yes” for the appropriate qualification he/ she possessed.
o HKDSE / HKCEE
International Baccalaureate Diploma
Diploma Yi Jin
Diploma or Degree obtained in Hong Kong or
Insurance Qualification acceptable by the IA

o O O O

For other qualifications (e.g. associate degree, non-Hong Kong diploma/ degree, etc.),
please select “Other Education Qualification”.

For the individual account owner who meets the prescribed conditions set out in
paragraph 2 of Annex 2 of GL23, please select the choice of exemption in this section.



In respect to the section “Fitness and Properness”, if any of the answers were “Yes”, the
individual account owner will be required to indicate whether he/ she has already
provided the Insurance Authority with the details of the relevant case. If necessary,
individual account owner will need to provide further information to supplement his/
her answers for IA’s consideration. For issues concerning criminal records, financial
records and disciplinary actions, the individual account owner can provide the details in
the text box in the IIC, or use the specified Supplemental Forms on the IA’s website
(https://www.ia.org.hk/en/infocenter/forms/intermediaries.html) to provide the
required information. The completed Supplemental Forms with supporting document(s),
if any, should be uploaded to the folder “Other Documents” in the section “Supporting
Documents”.

In respect to the section “Appointing Principal(s)”, the name of the appointing principal
is set by default and the individual account owner is required to select the line(s) of
business from the drop-down menu. The line(s) of business should be consistent with
the IIQE papers declared. For applicant such as individual insurance agent, he could add
other appointing principals and the appointing line(s) of business after obtaining the
principals’ consent.

In respect to the section “Supporting Documents”, individual account owner will need
to upload the relevant supporting documents as required. For other relevant supporting
documents (e.g. Supplemental Forms for reporting criminal, financial or disciplinary
record, etc.), the individual account owner will need to upload them to the folder namely
“Other Documents”, which is able to support a maximum of 10 files, with each file of a
maximum size of 2 MB. The IIC can support format such as JPG, JPEG, PNG and PDF.

After the documents have been uploaded, individual account owner will be directed to

the “Declaration Page”. By confirming all information is true and accurate, individual
account owner may then click the button “ " for principal’s verification.

10


https://www.ia.org.hk/en/infocenter/forms/intermediaries.html

Estimated application fee will be shown for reference. The application fee is subjected
to changes before principal’s confirmation (e.g. change of duration of licence, change of
line of business of licence applied, change of applicant’s eligibility to obtain discount on
application fee). Please note that if appointing principal selects applicant to be the
payer, applicant is required to login the IIC and complete the payment after principal’s
verification and confirmation.

Insurance Intermediaries Connect X

#*** The licensing fee may be subjected to changes before appointing principal's confirmation ***
Eligible Line of Business: General Business
Duration of Licence Applied: 3 years
Total licensing and related fees: $810
Are you sure to submit the application?

For relevant fees table and Frequently Asked Questions, please refer to IA’s website
(https://www.ia.org.hk/en/supervision/reg ins intermediaries/licensing and related
fees.html).

After acknowledging the estimated application fee, an OTP will be sent to the individual
account owner’s registered mobile number via SMS and he/ she is required to provide
the OTP within 5 minutes. If the account owner is unable to receive the OTP, he/ she
can click the “Re-send” button to request a new OTP.

’;%Bﬁ%ﬁ’é%

Insurance Authority

One-time Password (OTP) has been sent
via SMS to your mobile number. The OTP
will expire in 5 minutes. If you do not
receive the OTP/the OTP expires, you may

click "Re-send"” to request for a new OTP. 5:34 ol S @)
To submit your application in Insurance -4

. G2
Intermediaries Connect, please enter the

QTP for verification. InsAuth >

N Text Message
One Time Password Re-send Today 5:34 PM

Insurance Intermediaries Connect
{RBRAP—i53&E: Your One-time
Password is 720475. This password

“ will expire in 5 minutes. #RES—RME
BHEE 720475 o LRSS ETES D

FERIEH -
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https://www.ia.org.hk/en/supervision/reg_ins_intermediaries/licensing_and_related_fees.html
https://www.ia.org.hk/en/supervision/reg_ins_intermediaries/licensing_and_related_fees.html

e The application status will be shown as “Pending Verification by Principal(s)” after the
application is submitted to the principal for verification. Individual account owner may
click “Click here for detail” to view the application and payment details (e.g. estimated
application fee, selected payer and payment status). By selecting “View History”, the
individual account owner could trace the status.

Welcome!

Information Board

New Application I Pending verification by Principals) I

Licence appiication wes submitted to || | il o= compery S _
. 202010/09 0912

Limited for verification

20 itemns per page 1-1of1 itemns

Application

Status : Pending verification by Principal(s)

Payment Details

Projected Licence Fee for this Application: $810
Payer : Not Selected by Principal yet

Payment Status: Pending

12



3.2 Verification of Application by the Principal

e After the application has been submitted by the individual account owner, the principal
will perform verification on the individual licence application before submitting it to the
IA.

e |f the principal considers the information is incorrect or inconsistent with their record,
the principal will return the application to the individual account owner for amendment.
Please refer to section 3.3 for more details.

e If no amendment is required, the principal can proceed with confirmation of
appointment.

3.3 Amendment of Application by Individual Account Owner

e The individual account owner will receive a notification email instructing him/ her to
amend the application through the IIC. He/ she can then click “ ”, and
the application form will be opened.

o |f any issues are being found, comments from the principal will be displayed in the
“ " box in red. The individual account owner should amend the
application as appropriate.

e If the page is verified without any issues, the “ ” box will be

displayed as “This page has been reviewed by principal ([Time] on [Date]).”. If

necessary, the individual account owner can still amend the application even if the page
has been verified without any issues by the supervisor/ administration account owner
by clicking the “ ” button. The principal will be notified for the change.

Application Formal Submission

Status: Verified by Principal
Application form - Individual Insurance Agent Licence

Vi, Appointing Principal(s)

Name of Appalnting Principal

Line of Business General & Long Term Business (excluding Linked Long Term Business)

T i —

13



e After the individual account owner has amended the application, it should be re-
submitted to the principal for re-verification with the input of OTP.

”

e Individual account owner may also check the status by clicking “ . Please

refer to section 3.1 for more details.

3.4 Re-verification of Application and Confirmation of Appointment
by the Principal

e If the application has been amended by the individual account owner, the principal will
need to verify the individual licence application again.

e Once the application has been verified without further comments, the individual account
owner will receive a notification email from the IA.

e The principal will also receive email notification in relation to complete the appointment
confirmation process including select the responsible payer (Applicant or Principal) for
the application.

e Theindividual account owner will be notified by email that the appointment(s) has/ have
been confirmed by the appointing principal(s) and the information of who will be the
payer of his/her application is (as selected by principal). The application status will be
shown as “Pending for Payment”.

e The individual licence application will be submitted to the IA when relevant application
fee is paid by the selected payer. Please refer to Section 10 for the detailed payment
process.

e The IA will review the application and inform the principals and the individual account
owner in due course on its decision or follow-up action. An e-mail notification will be
sent to the individual account owner if the licence application is being approved by the
1A.

3.5 Application Returned by the IA

e IfthelAreturnsthe application case to the applicant (e.g. due to incomplete application/
missing information/ further information or documents required), the individual account
owner will receive a notification email. He/ she can then login to the IIC and remarks by
the 1A on the return will be displayed. Applicant can amend the application details/
upload supporting documents as appropriate. Applicant can also withdraw the

14



”n

application by clicking “ if he/ she would not proceed with the
application. Application fee paid is non-refundable. If the application is withdrawn, the
applicant will need to pay again if he/ she then submits a fresh application.

e After the individual account owner has amended the application, it should be re-
submitted to the principal(s) for re-verification. Applicant does not need to pay the
application fee again when he/ she resubmit the application.

e Individual account owner can then follow the steps according to section 3.2 to 3.4 and
resubmits the application.

2

e Individual account owner may also check the status by clicking “ . Please

refer to section 3.1 for more details.
3.6 Application Deletion

e Ifanapplicationin the lIC has not been updated for 90 days, the application will be expired
and will be deleted automatically from the IIC. A reminder will be sent to both applicant
and principal 1 month before the expiry date. Application fee paid is non-refundable. If
the application is terminated, the applicant will need to pay again if he/ she then submits
a fresh application.

15



4. Change in Particulars

o After logging into the IIC, licensee may click “Change in Particulars” to start the change
of particulars process.

e Please choose the particular(s) to be changed by checking the box(es) and filling in the
new particular(s) and relevant effective date.

Particulars to be changed Current Particulars

First / Other Names

Full Name in Chinese

Chinese Commercial Code

Note: Please upload a copy of your new HKID card or deed poll in support

] Daytime Contact No.
O Maobile Phane No.

] Email Address

New Particulars

of the change

Effective Date

DD/MM/YYYY
DD/MM/YYYY
DD/MM/YYYY
DD/MM/YYYY

e For change of name, please also upload the new identification document (e.g. HKID) and

the deed poll/ change of name deed as the supporting documents.

16



Surname .

First / Other Names

Full Name in Chinese

Chinese Commercial Code

e By confirming all information is true and accurate, licensee may then click the button

“ ” for the 1A’s handling.

e An OTP will be sent to the licensee’s registered mobile number via SMS and he/ she is

required to provide the OTP within 5 minutes. If the account owner is unable to receive
the OTP, he/ she can click the “Re-send” button to request a new OTP.

e The relevant record will be updated 1 day later if supporting document is not required

and the submission is made before 12 noon.

e Please note that “ ” function will be disabled when there is another

notification submitted to the IA and such change is still being processed by the IA.

17



5. Varying Line of Business

o Afterlogginginto the lIC, licensee may click “Varying Line of Business” to start the Varying
Line(s) of Business (“VLoB”) process.

Change in Particulars

CPD Requirement and

Compliance Status

CPD Declaration

ying Line of

e The licensee may vary his/ her Line(s) of Business (“LoB”) that he/she may carry on, either
to add new LoB or remove existing LoB. - For addition of LoB, fee will be required. And if
the addition of LOB is associated with a new or change in appointment, the relevant
principal may choose to pay on behalf of the licensee or let the licensee to pay himself.
For removing existing LoB, fee is not required and if the LoB is being appointed by the
existing appointing principal(s), that LoB cannot be removed.

Insurance Intermediaries Connect X

Your varying line of business request is invalid.
Your proposed line of business (Long Term Business (including Linked Long Term Business)) will not be able to be appointed by
following existing principal:

Company Limited (General Business)
Limited (General Business)

OK

e The personal information, i.e. Licence No., Name, LoB currently specified in the licensee’s
licence, of the licensee will be displayed.

e Then the licensee may select the proposed LoB from the pulldown list:

18



Il. Proposed Variation of Line of Business

Please provide details of the proposed variation to the Line of Business specified in the Applicant's licence as a Licensed Insurance Intermediary.

Line{s) of Business currently specified in Applicant’s licence Long Term Business (excluding Linked Long Term Business)

Line(s) of Business proposed to be specified in the Applicant's

licence

Long Term Business (including Linked Long Term Business)
General & Long Term Business (excluding Linked Long Term Business)
General & Long Term Business (including Linked Long Term Business)

The licensee needs to click the button “Add” to provide the details of the relevant IIQE
paper:

Il Insurance Intermediaries Qualifying Examinations

Please provide supporting documents of t

en by the Applicant in respect of the proposed Line(s) of Business stated in Section Il above the Applicant

ntends to carry on as a Licensed Insurance Intermediary

IQE

In respect to the section “Insurance Intermediaries Qualifying Examination” (“lIQE”),
licensee needs to select the result of the IIQE (pass, exempted, grandfathered) which
should meet the proposed LoB selected previously. For the case of “pass” and
“exempted”, the relevant IIQE examination results should be scanned and uploaded to
the IIC as supporting document. The licensee may add additional IIQE paper if needed.

In respect to the section “Character, Financial Status, Disciplinary Action &
Investigation”, if any of the answers were “Yes”, the licensee will be required to indicate
whether he/ she has already provided the IA with the details of the relevant case. If
necessary, licensee will need to provide further information to supplement his/ her
answers for IA’s consideration. For issues concerning criminal records, financial records
and disciplinary actions, the licensee can provide the details in the text box in the IIC, or
use the specified Supplemental Form(s) on the IA’s website
(https://www.ia.org.hk/en/infocenter/forms/intermediaries.html) to provide the
required information. The completed Supplemental Form(s) with supporting
document(s), if any, should be uploaded to the IIC.

By confirming understand and agree to the declaration, licensee may then click the button
“ ” for the IA’s handling.

A message box will be prompted to show the fee involved for the variation. No fee is
required for removing existing LoB.

19



https://www.ia.org.hk/en/infocenter/forms/intermediaries.html

Insurance Intermediaries Connect x

Current line(s) of business: Long Term Business (excluding Linked Long Term Business)
Proposed line(s) of business: General Zui T gxcluding Linked Long Term Business)

CONFIRM CANCEL

Insurance Intermediaries Connect

Current line{s) of business: General & Long Term Business (excluding Linked Long Term Business)

Proposed linefs) of business: Long Term Business (excluding Linked Long Term Business)
—

COMNFIRM CAMCEL

An OTP will be sent to the licensee’s registered mobile number via SMS and he/ she is
required to provide the OTP within 5 minutes. If the licensee is unable to receive the OTP,
he/ she can click the “Re-send” button to request a new OTP.

A message box will be prompted to remind the licensee to settle the payment. (for cases
associated with new or change in payment, only if licensee is being chosen as the payer.

Insurance Intermediaries Connect

The Application for Approval of Variation of Line(s) of Business is created, please settle the payment in order to submit the case to IA.

OK

For payment of fees involved, please refer to Section 10. “Payment” for details.

The licensee may click the “Varying Line of Business Records” to view the status and
download the application in PDF format:

Please note that “Varying Line of Business” function will be disabled when there is
another application submitted to the IA and such application is still being processed by
the IA.

20



New or Change Appointment

e New or Change appointment process is initiated by appointing principal.

e Ifalicenseeisinvolved in a New or Change Appointment initiated by appointing principal,
after the appointing principal has created the New or Change Appointment, the licensee
will receive an email notifying him/ her to login to the IIC for confirmation.

o Afterlogging into the IIC, licensee may click “Click here for detail” to view the notification.

Information Board

Appointrment initiated by Y . rance Comnpany Limited pending

tion and declaration

e If the appointing principal has selected the Form Type “New or Change Appointment
(Form N2) + Varying Line(s) of Business (Form A6)” when initiating the notification, then
an additional section “Proposed Variation of LoB” will be displayed. The information and
attachment(s), if any, that the appointing has inputted and uploaded will be displayed.
The licensee may amend/ supplement as appropriate.

Proposed Variation of LoB
Fleaze provide details of the proposed variation of the LoB specified in the Subject Licensee’s licence as 2 Licensed Insurance Intermadiany.

ride supporting documents of the [IQE taken by the Subject Licensee in respect of the proposed LoE stated above the Subject Licenses

carry on a5 a Licensed Insurance Intermediany.

=

Character, Financial Status, Disciplinary Action & Investigation

e In respect to the section “Insurance Intermediaries Qualifying Examination” (“lIQE”),
licensee needs to select the result of the IIQE (pass, exempted, grandfathered) which
should meet the proposed LoB selected previously. For the case of “pass” and
“exempted”, the relevant IIQE examination results should be scanned and uploaded to
the IIC as supporting document in case the appointing principal has leave this for the
licensee to complete. The licensee may add additional IIQE paper if needed.

e In respect to the section “Character, Financial Status, Disciplinary Action &
Investigation”, if any of the answers were “Yes”, the licensee will be required to indicate

whether he/ she has already provided the IA with the details of the relevant case. If
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necessary, licensee will need to provide further information to supplement his/ her
answers for IA’s consideration. For issues concerning criminal records, financial records
and disciplinary actions, the licensee can provide the details in the text box in the IIC, or
use the specified Supplemental Form(s) on the IA’s  website
(https://www.ia.org.hk/en/infocenter/forms/intermediaries.html) to provide the
required information. The completed Supplemental Form(s) with supporting
document(s), if any, should be uploaded to the IIC.

{If the answer to any one or more of the above 14 questions is/ are "Yes", please tick the appropriate box below:)

have already provided the Insurance Authority with the detalls of the relevant case/ matter and the Insurance Authority can refy on the information and documents that | have previously provided in considering this application

rm and/ or provide details of the relevant case/

ant case/ matter. in arder for the Insuranc

¥ I have not provi r this application, | complete and enclose th

Insurance Autharity with de

matter on a separate sheet. including date of the relevant event. name of regulatory/ criminal investigatory/ professional body (if applicable). description of the case/ matter. my rolef involvement in the case/ matter. and outcome and current status of the

caze/ matter.

Upload Supporting Document
: P ] UPLOAD

e By confirming that the inputted information is correct, licensee may then click the button
“Confirm” to confirm the New or Change appointment notification.

e An OTP will be sent to the licensee’s registered mobile number via SMS and he/ she is
required to provide the OTP within 5 minutes. If the licensee is unable to receive the OTP,
he/ she can click the “Re-send” button to request a new OTP.

e After the licensee having confirmed and submitted the notification, a message box will be
prompted to ask if he/ she would like to change his/ her business address, if “YES” is
clicked, the system will redirect to the page “Change in Particulars”, otherwise, the system
will redirect to page “Inbox”. For the detailed procedural guide of the function “Change
in Particulars”, please refer to Section 4 above.

Insurance Intermediaries Connect

Motification has been submitted. Would you like to change your business address?
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e Ifthelicensee is required to pay fee (only if principal indicated the licensee to be the payer
for the change or new appointment notification)after the confirmation of the notification,
a new reminder message will be displayed in the Information Board. The licensee may
click “Click here for detail” or “Payment” at the menu bar to check outstanding payment
record(s), settle the payment and view payment history.

Information Board

1 outstanding payment(s) is/are pending for settlement. Click here for detai

e For payment of fees involved, please refer to Section 10. “Payment” for details.

o The licensee may click the “New or Change Appointment Records” to view the status and
download the notification in PDF format:

e Ifthe notification’s Form Type is “New or Change Appointment (Form N2) + Varying Line(s)
of Business (Form A6)”, the licensee may click the “Varying Line of Business Records” to
view the status and download the application in PDF format:
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7. CPD Declaration

o After logging into the IIC, licensee may click “CPD Declaration” to start the CPD
Declaration process.

e The relevant information, i.e. Name in English, Name in Chinese, Licence Number, Mobile
Number, Email Address and Appointing Principal(s), and the Number of CPD hours
Required, of the licensee will be displayed.

For licensee who has fulfilled the CPD requirements on or before 31 July

e The licensee should:

- Select “Yes” in Part C;

C. CPD HOURS REQUIRED DURING THE CPD ASSESSMENT PERIOD

Number of CPD hours Required

Total’ 15

Ethics or Regulations hours (compulsory) 3

Have you fulfilled the CPD requirements stipulated
in Part C above on or before the end of the Yes
Assessment Period (i.e. 31 Jul)?

(Please select an appropriate answer. If your
answer is 'no’, please indicate the shortfall of CPD
hours and fill in Part D) No
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- Complete the “Declaration” in Part E; and

E. DECLARATION:

| hereby declare and confirm that:

. All the information provided in this CPD Declaration is COMPLETE, TRUE AND
CORRECT.

-

I understand the information provided in this CPD Declaration will be used by the
Insurance Authority (“IA") in its continued assessment of my fitness and
properness as a licensed insurance intermediary.

3.1 understand the information in this CPD Declaration will be referred to and
considered by the IA when considering any insurance intermediary licence
application or renewal thereof in respect of me under the Insurance Ordinance
(Cap. 41).

4.1 have read, understood and complied with the CPD requirements specified in

GL24.
.| understand that only Qualified CPD Activities as defined in GL24 attended by me

L

during the CPD Assessment Period count towards the CPD hours required in Part

C above.

(=]

.1 have read, understood and agree to the attached Personal Information
Collection Statement (“PICS").

| give consent to all the principals who have (or had) appointed me to act as its

-

licensed insurance intermediary and all providers of Qualified CPD Activities as
defined in GL24 to disclose, transfer and/or release to the |A any personal data
belonging to me, including but not limited to, details of the course(s) | attended to
earn CPD hour(s).

]

.| understand the 1A may take disciplinary actions against me if | have failed to
comply with any CPD requirements as specified by the 14 and/or | have made any

false declaration in this CPD Declaration.

o

| understand | am required to retain sufficient documentary evidence in support
of my attendance or completion of all the CPD hours stated on this CPD
Declaration for a minimum of 3 years after the end of the CPD Assessment Period
and to produce such decumentary evidence to my appeinting principal whao is
responsible for reporting my CPD compliance or to the IA upon request.

| understand and agree to the declaration above.

- Submit the declaration by clicking the button “Submit” in the last page.

4/ 4 Completed

< Previous Submit >

Note: Every year, the IA will release this CPD reporting function in IIC before the end of
assessment period, i.e. 31 July, in due course for licensees who have fulfilled the CPD
requirement within the assessment period to report his/her CPD status. Hence, if the
licensee has fulfilled the required number of CPD hours within the assessment period, he/
she can report his/ her compliance status through IIC starting at anytime when this
function is available, including before 31 July, up until 30 September.
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For licensee who has NOT fulfilled the CPD requirements on or before 31 July

o [f the licensee has not fulfilled the required number of CPD hours as shown in Part C of
the CPD Declaration on or before 31 July, he/ she cannot report his/ her CPD compliance
status before 31 July, he/ she may only report from 1 August up until 30 September.

e The licensee should:

- Select “No” in Part C; and

C. CPD HOURS REQUIRED DURING THE CPD ASSESSMENT PERIOD

Number of CPD hours Required

Total’ 15

Ethics or Regulations hours (compulsory) 3

Have you fulfilled the CPD requirements stipulated

in Part C above on or before the end of the Yes
Assessment Pericd (i.e. 31 Jul)?

(Please select an appropriate answer. If your
answer is'na’, please indicate the shortfall of CPD

hours and fill in Part D) No
- Fillinthe “ ” hour(s) and tick whether all CPD shortfall has been made
good:
@ Total Shortfall%:
No

5

Have you made good all CPD shortfall?

I\ - I\ .

Yes No
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If all CPD shortfall has been made good:
- Please select “Yes” and fill in the last made good date and upload the supporting
document for the CPD hour(s) earned:

Have you made good all CPD shortfall?
O] O
Yes No

The last made good date:

i

Please upload the supporting document for the CPD hours you have earned.

(Mote: only limited to one PDF or PNG or JPG or JPECG file with a file size not exceeding 2ZMB)

SELECT FILE

If all CPD shortfall has NOT been made good:
- Please select “No” and fill in the “Updated Shortfall hour(s)”, upload the supporting
document for the CPD hour(s) earned, and complete Part D to provide explanation
and action to take:

Have you made good all CPD shortfall?
O @
Yes No

Updated shortfall hour(s):

Please upload the supporting document for the CPD hours you have earned.

(Mote: only limited to one PDF or PNG or JPG or JPEG file with a file size not exceeding 2MB)

SELECT FILE

27



D. SHORTFALL OF CPD HOURS (IF ANY)

If you were unable to earn all the required number of CPD hours (including the CPD hours required on “Ethics or Regulations” (if any)) during the CPD Assessment
Period, please explain why you were unable to do so and what action(s) you propose to take in order to become CPD-compliant.

Note: If licensee has not fulfilled the required number of CPD hours within the assessment
period, he/ she can only report the compliance status to the IA after the end of
assessment period and by the end of reporting period, i.e. between 1 August and 30
September.

- If the licensee subsequently earns part of (or all) shortfall CPD hour(s) and wants to
update the shortfall information, he/ she may go to page 2 of CPD Declaration and
click “Update Shortfall”:

Total Shortfall®;

5

Have you made good all CPD shortfall?

Yes No

Updated shortfall hour(s):

5

Please upload the supporting document for the CPD hours you have earned.

(Mote: only limited to one PDF or PNG or JPG or JPEG file with a file size not exceeding 2MB)

D Il cPo_sH (1).pdf

Update Shortfall
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In the pop-up window, tick whether all CPD shortfall has been made good and click
“SUBMIT” to proceed,;

Update and Submit Additional Documents

Have you made good all CPD shortfall?

O Yes O No

SUBMIT CANCEL

If “Yes” is selected, please fill in the last made good date and upload the supporting
document for the CPD hour(s) earned, click “SUBMIT” to proceed;

Update and Submit Additional Documents

Have you made good all CPD shortfall?

@ Yes O No

The last made good date:

]

Please upload the supporting document(s) for the CPD hour(s) shortfall you have newly made good.

(Mote: only limited to one PDF or PNG or JPG or JPEG file with a file size not exceeding 2MB)

SELECT FILE

SUBMIT CANCEL
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If “No” is selected, please fill in the “Updated Shortfall hour(s)’, upload the
supporting document for the CPD hour(s) earned, and click “SUBMIT” to proceed;

Update and Submit Additional Documents

Have you made good all CPD shortfall?

O Yes @® No

Updated shortfall hour(s):

Please upload the supporting document(s) for the CPD hour(s) shortfall you have newly made good.

(Note: only limited to one PDF or PNG or JPG or JPEG file with a file size not exceeding 2MB)

SELECT HILE

SUBMIT CANCEL

The licensee may use “Update Shortfall” until he/ she has made good all CPD shortfall
or up until 30 September;
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Complete the “Declaration” in Part E;

E. DECLARATION:

| hereby declare and confirm that:

. All the information provided in this CPD Declaration is COMPLETE, TRUE AND
CORRECT.

ra

. I understand the information provided in this CPD Declaration will be used by the
Insurance Authority (“IA") in its continued assessment of my fitness and
properness as a licensed insurance intermediary.

3.1 understand the information in this CPD Declaration will be referred to and

considered by the IA when considering any insurance intermediary licence
application or renewal thereof in respect of me under the Insurance Ordinance
(Cap. 41).

4.1 have read, understood and complied with the CPD requirements specified in

GL24.
| understand that only Qualified CPD Activities as defined in GL24 attended by me

wn

during the CPD Assessment Period count towards the CPD hours required in Part
C above.

(=]

.1 have read, understood and agree to the attached Personal Information
Collection Statement (“PICS™).

| give consent to all the principals who have (or had) appointed me to act as its

-

licensed insurance intermediary and all providers of Qualified CPD Activities as
defined in GL24 to disclose, transfer and/or release to the |A any personal data
belonging to me, including but not limited to, details of the course(s) | attended to
earn CPD hour(s).

]

.| understand the 1A may take disciplinary actions against me if | have failed to
comply with any CPD requirements as specified by the 14 and/or | have made any

false declaration in this CPD Declaration.

o

| understand | am required to retain sufficient documentary evidence in support
of my attendance or completion of all the CPD hours stated on this CPD
Declaration for a minimum of 3 years after the end of the CPD Assessment Period
and to produce such decumentary evidence to my appeinting principal whao is
responsible for reporting my CPD compliance or to the IA upon request.

| understand and agree to the declaration above.

The licensee may click the button “Submit” in the last page to submit the declaration.

4/ 4 Completed

{

An OTP will be sent to the licensee’s registered mobile number via SMS and he/ she is
required to provide the OTP within 5 minutes. If the licensee is unable to receive the OTP,
he/ she can click the “Re-send” button to request a new OTP.

The “Status” at the front page of CPD Declaration will change from “New” to “Submitted
on [Date of submission]”, indicating a successful submission.
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e Please note that individual licensees who do not have any appointing principal as at 31
July (and whose licences are thereby automatically suspended) must report their CPD
Declarations directly to the IA. They must do this via IIC (using their 1IC accounts) or by
emailing their duly completed CPD Declaration Forms to cpdreporting@ia.org.hk. They
should add their Licence Numbers in the subject of the email, e.g. “CPD Reporting for
2022/2023 (Licence no.: AA9999)".

e The licensee may click the “CPD Requirement and Compliance Status” option from the
vertical menu on the left and will be able to view the number of CPD hours he/ she is
required to earn and his/ her reported compliance status:

Withdrawal of CPD declaration

e If the licensee found that he/ she had submitted CPD declaration with incorrect
information, he/ she may withdraw the declaration by clicking the “Withdraw this
Declaration” in the last page. The licensee must provide the reason of withdrawal.
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8. Request for Licence Revocation

Individual licensees may request the IA at lIC to revoke his/her insurance intermediary licence
under Section 64ZQ of the Insurance Ordinance.

After logging into the IIC, licensee may click “Licence Revocation” to start request for

licence revocation process.

e Name, HKID Number and Licence Number of the licensee are prefilled.
e Licensee is required to provide the reason for the licence revocation.

e By confirming the request, licensee may then click the button “Submit” for the IA’s

handling.

Status: New

Request for Licence Revocation by Licensed Insurance Intermediary

Please complete all items in BLOCK LETTERS.

Mame of Licensed Insurance

ntermediary

HKID no. (Prefix and first 4 digits

anly)

Licence no.

Reason(s) for the revocation

(with personal particulars as stipulated above) hereby reguest the Insurance Authority to revoke my insurance intermediary licence under

section 64ZQ of the Insurance Ordinance (Cap. 41) with immediate effect.

Submit +
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e An OTP will be sent to the licensee’s registered mobile number via SMS and he/she is
required to provide the OTP within 5 minutes. If the licensee is unable to receive the
OTP, he/she can click the “Re-send” button to request a new OTP.

’;%ﬁﬁ%%’é%

Insurance Authority

One-time Passweord (OTP) has been sent
via SM5 to your mobile number. The OTP
will expire in 5 minutes. If you do not
receive the OTP/the OTP expires, you may
click "Re-send"” te request for a new OTP.

To submit your application in Insurance
Intermediaries Connect, please enter the
OTP for verification.

One Time Password Re-send

e The request status will be shown as “Submitted on [Date]” after the request is submitted
to the IA.

Status: Submitted on 18-Mar-2024 m

Request for Licence Revocation by Licensed Insurance Intermediary

e An e-mail notification will be sent to the individual account owner if the licence is revoked
or the request is returned by the IA.

e If the request is returned by the IA, the Licensee could view the comment by the IA at IIC
“Licence Revocation” page and may resubmit a fresh request referring to the steps above.

Status: Submitted on 26-Mar-2024 (Returned)

eturn reason: :>

Request for Licence Revocation by Licensed Insurance Intermediary
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Please note that “ ” function will be disabled when:-

Licensee has active appointment(s) with authorized insurer(s) / insurance
agency / insurance broker company(ies);

Licensee has submitted another request which is being processed by the IA;
Licensee has submitted Licence Renewal Application / Notification of
Appointment/ Varying Line(s) of Business Application / Notification of Change in
Particulars which is being processed.
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View Former Self-Regulatory Organization Past
Registration Records

The individual account owner can use this function to review his / her past registration records
of insurance intermediaries if he / she had been registered with any of the three self-
regulatory organizations ("SROs") prior to 23 September 2019, of which the information has
been transferred from the SROs to the Insurance Authority ("IA"). For licence records of
insurance intermediaries on or after 23 September 2019, please refer to the Register of
Licensed Insurance Intermediaries (https://iir.ia.org.hk).

View Self-Regulatory Organization Registration Records

Particulars of Licensed Insurance Intermediary:

Registration Details
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10. Payment

From 23 September 2024 onwards, fees for licence applications and related notifications submitted
electronically through IIC will be collected through IIC at the time that the application or notification is
submitted. For details, please refer to the fees table and Frequently Asked Questions, available at the IA’s
website (https://www.ia.org.hk/en/supervision/reg ins_intermediaries/licensing _and related fees.html).

10.1 Outstanding Payment Records

e When there is outstanding payment pending individual account owner’s settlement,
reminder message will be displayed in the Information Board. The individual account
owner may click “Click here for details” or “Payment” at the menu bar to check
outstanding payment record(s) and payment history.

Welcomel!

Information Board

‘_/- 1 outstanding paymentis) is/are pending for settlement.

e When there is an application or a notification which relevant licensing fee was selected
to be paid by the individual account owner, relevant payment entry will be added to the
list of “Outstanding Payments (Licence)”.

e Relevant details in relation to the payment will be shown, e.g. application type, reference
number, fee amount, etc..

37


https://www.ia.org.hk/en/supervision/reg_ins_intermediaries/licensing_and_related_fees.html

59

e Individual account owner may settle the payment by clicking “Pay” next to the payment
record. If there are more than one payment pending settlement, individual account
owner may settle the payments in batch by clicking “Pay Selected” or “Pay All
Outstanding Payments”.

Payment

OUTSTANDING PAYMENTS (LICENCE) PAYMENT HISTORY (LICENCE) CUTSTANDING PAYMENTS (DISCIPLINARY ACTION) PAYMENT HISTORY (DISCIPLINARY ACTION)

All paid fee will NOT be refunded, even if the application is not approved. Pay Selected  § Pay All Outstanding Payments  $
l:‘ Application Type Case/Ref. No. Amount Status Payment Details Create Date Payrment
l:‘ . Pending Application Fee for 3- L
Mew Application A240008494 +810 . . R 10/09/2024 Pay
Payment Year Licence: 3810

e Total amount to be paid would be shown. Click “Confirm” to proceed if confirm the
amount is correct.

Insurance Intermediaries Connect

The TOTAL amount to be paid is: $810

CONFIRM
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e Individual account owner will then be directed to the payment gateway which different
payment methods are available.

- mPay Payment Service
;;.‘

Pay safer with mPay

Order Number I
Merchant Mame Insurance Authority - Licensing
Total Amount HKD 1,900.00

—Choose the payment method

VISA Alipay Hk

@ mipzn @

Please do not REFRESH/BACK or CLOSE the page during payment process

e When payment process is completed, individual account owner will be directed back to
the IIC.

Insurance Intermediaries Connect

Payment Success
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10.2 Payment History and Payment Receipt

e Records of settled payment will be shown under “Payment History (Licence)”. Individual
account owner may download relevant payment receipt by clicking “Receipt”.

Payment

OUTSTANDING PAYMENTS {LICENCE( PAYMENT HISTORY {LICENCE) ]OUTSI'ANDING PAYMENTS (DISCIPLINARY ACTION) PAYMENT HISTORY ({DISCIPLINARY ACTION)

Download Selected Receipt

. . . . : Application Fee for 3- I .
New Application ] A240008494 10/09/2024 5810 Paid G i J03/2024 Receipt
Year Licence: $810

(|

+9
' EEEEER
insurance Ruthoring

i@ Receipt 4 B I1ssue Date :
E*E "‘;m_ HUAR

|UDI,.'MM,fWW| Payment Method:

g A

Payment Reference ID: Payer:

{18 Payment Details

AR EERR wE AERERDE £ ()
Payment Type Canie Number Mame 1A Licence Ma. Amount [HKS)
S
Rermarks @

<HEARERODTH. BAFR-
<This is a computer-generated record. Mo signature is required =
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11. Forgot Password, Username and Unlock
Account

11.1 Forgot Password
In the case that any of the users forgot their password, they can click the “
button from the login page to reset the password. An email will be sent to the account
owner’s registered email address after the owner providing required information for
verification.

”

11.2 Forgot Username

In the case that the individual account owner forgot his / her username, he / she can utilize
the “ ” button from the login page. The username will be delivered to the

user through his / her registered email address.

11.3 Unlock Account

If the account is locked after 3 failed login attempts, the account owner can utilize the “
” button from the login page to unlock their accounts. When the account is locked,
both “ "and “ " cannot be used.
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12. Other Technical Issues

If users encountered webpage problems (e.g. screen stuck, badly formatted webpages) or
error messages, it may be related to the browser cache. Please clear browser cache by using
one of the following methods below.

For any other technical issues (e.g. creation of individual account, collection of Account
Opening Password, company internet firewall, work e-mail server setting/cannot receive e-
mail notifications, etc.), please contact your Principal for further advice.

For IE Users

Select Tools (via the Gear Icon) > Safety > Delete browsing history...

t =3 =) about:blank ~|= | X @ = Blank Page
| Print 3
File 4
Zoom (100%5) 3
( Delete browsing history... J Ctrl+ Shift+ Del »
InPrivate Browsing Ctrl+5Shift+P View downloads Ctrle ]

Tracking Protection...

Manage add-ons
v ActiveX Filtering

F12 developer tools
Webpage privacy policy...

Go to pinned sites

ii. Make sure to uncheck Preserve Favorites website data and check both Temporary
Internet Files and Cookies then click Delete.

@reser\le Fawvorites website data

Keep coockies and temporary Internet files that enable your favorite
websites to retain preferences and display faster.

ll emporary Internet files
Copies of webpages, images, and media that are saved for faster
wviewing.

ll ookies
Files stored on your computer by websites to save preferences
such as login information.

] History
List of websites you have wvisited.

[ Download History
List of files you have downloaded.

7] Form data
Saved information that you hawve typed into forms.

] Passwords
Saved passwords that are automatically filled in when you sign in
to a website you've previously visited.

[ InPrivate Filtering data

Saved data used by InPrivate Filtering to detect where websites may
be automatically sharing details about your visit.

pp—

About deleting browsing history I Delete I Cancel
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For EDGE Users

i.  Select the Hub icon (three horizontal lines at top bar in front of a star), click the History

menu option, and then click Clear history.
- o X

? History Clear history I 4+

ir  Favorites 4 Last hour 3 »
= Reading list I] Aretha Fra.nldln repcnedh:l “gravely ill,’ 51 B:08 AM
msn.com/en-us/music/celebrity/aretha-
M4 Books B Microsoft Edge 8:05 AM

microsoftedgewelcome.microsoft.com e
Oilcder x

Downloads

ii. Select "Cookies and saved website data" and "Cached data and files". After the two are
marked, click Clear.

% | Z O

« Clear browsing data -3

|:| Browsing history

Cookies and saved website data
Cached data and files

I:l Download history

|:| Form data

|:| Passwords

Show more

Clear

43



For Chrome Users

Click on the settings icon that appears to the right of the address bar. In the newest
versions of Chrome, this appears as three vertical dots and in older versions will be
three horizontal lines or a wrench icon.

From the menu, select More tools > Clear browsing data....

Save page as...

Add to deskiop..

Clear browsing data...  Ctrl+5Shift=Del
Extensions

Task manager

Developer tools

o — O X

Mew tab
Mew window

Mew incognito window

History b
Downloads

Bookmarks r
Loom - 100% + P

Print...
Cast...
Find...

More tools L5
Edit Cut Copy Paste

Settings
Help b

Exit

Check the following:

¢ Cookies and other site data
e Cached images and files
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iv.  Select All time in the Time range drop down box and click on the CLEAR DATA button.

(2] - O >
L Settings x

& ! | & Chrome | chrome://settings/clearBrowserData o
g

Clear browsing data

Basic Advanced

Time range  All time

Browsing history
Clears history and autocompletions in the address bar.

Cookies and other site data
Signs you out of most sites.

Cached images and files
Frees up 36.4 MB. Some sites may load more slowly on your next visit.

CANCEL CLEAR DATA
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For Safari Users
i.  Click on the Safari drop-down menu and select Preferences.

[ m File Edit View History Bookmarks Window Help

I About Safari e -
® <> it.colorado.ed 1 2
___J Safari Extensions... L_’_‘] 8ot colon u * 2] = 1
Preferences... 3, .
Iﬂmwmmm,—lrmatlon Technology

Clear History... f BOULDER
Services »
Hide Safari #H 3
Hide Others N#H

N | Showall

Quit Safari

' How Do |...
R i . Get started with campus technol
An;oessurlﬁlily i i
Issues... = Connect to the network and VPN
11/14/2017 - 2:1dpm

T (T — (GE Leamn about my IdentiKey
i ¥ -k Holidays Are

ii.  Click the Advanced tab. Select the Show Develop menu in menu bar checkbox and close
the Preferences window.

1=/ § Q=0 3

General Tabs AuloFll Pesswords Sesech Securily Privacy Webailes Dotension

Srmart Search Fleld:  * Show full wabsite address

Accessibllity: | Never use font sizes smallar than
Press Tab to highlight each fem an a webpaga
Dption-Tan highlights sach item

Reading List: Save articles for offline reading sutomatically

Internet pleg-ins: B Stop plug-ins to save power

Style sheat:  Mone Selected

Default encoding:  ‘Western {150 Latin 1) E

Proxies:  Change Settings...

B Show Develop meny in menu bar

<< END >>
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