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Getting Started — Preliminary Online Renewal Preparation

Once the licensing status lights on RECA ONLINE change from green to yellow in mid-August, you may
commence the renewal process.

Step 1: Sign on to RECA ONLINE

Step 2:

Go to www.reca.ca and select “Online Licensing”. Enter your RECA ID and password.

Users who may have forgotten their login information can retrieve this information by
clicking on the “Forgot Login Information” link.

Print the pre-populated licence application

Under “Appraiser Transactions”, you will find a link to download your pre-populated
licence application form below your name. Please print and complete this form.

Make any necessary changes to the information on the application and complete the
affidavit under Section G.

If there have been any changes to the information under Section A. Class of Licence
and Designation or Section C. Individual Information, contact RECA for further
direction. Do not process the licence renewal online until you have received
direction from RECA to do so.

If any of the Suitability Questions under Section D of the application are answered
positively, the licence application must be forwarded to RECA for processing. Do not
process the licence renewal online.

Applications to be processed at RECA must be forwarded no later than September 1,
2010.

Step 3: Payment of Fees

a

a

RECA ONLINE includes an online payment function that will allow the user to pay their
licence renewal fee using a credit card.

If you would like to make an advance payment you must submit payment by cheque or
cash to RECA. Please allow for 3-5 business days for processing once the cheque has
been received by RECA.

Confirmation that fees have been posted to the brokerage’s RECA ONLINE account
can be obtained by clicking on Financial Statement in the drop down menu of the
‘Action’ bar.
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| Online Renewal Process

Step 1: Log in to RECA ONLINE and launch renewal

Once the original paper licence application has been completed and sworn by affidavit, you
may proceed to renew your licence using RECA ONLINE.
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Step 2: Make payment online or accept fees if payment has already been made

Your current RECA
ONLINE account balance
will be shown along with
the fee description. If
there are sufficient funds
to facilitate the licence
renewal, select Proceed
with Licensing
Online Credit Card Payment Transaction.

Proceed with Licensing Transaction If the account does not
have sufficient funds,
select Online Credit
Card Payment

Cancel

Step 3: Complete appraiser/candidate acknowledgement

Complete the Appraiser/
Candidate
Acknowledgement by
carefully reading all
statements and click
Proceed.

Proceed Cancel




Step 4: Confirm personal and business affiliation information, confirm/update contact
Information and complete suitability questions

Primary/alternate phone
number:

Primary email address:

123 Anywhere Street

| ALBERTA v | TOA 1A

|
'EDMONTON | ALBERTA | TOB 180

780-555-1111 780-906-8296

test@testing.com

Confirm your personal
and business affiliation
information. If any
changes have been made
to this information since
the date of your last
application, contact RECA
for further direction. DO
NOT PROCEED WITH
ONLINE RENEWAL.

e Update your contact
information, if necessary.

Complete questions 25 to
30 according to the paper
application.

e If any of the questions
have been answered ‘Yes’
on the application, forward
the original application to
RECA along with copies of
all relevant
documentation. DO NOT
PROCEED WITH ONLINE
RENEWAL.

o If all of the questions
have been answered ‘No”
on the application, select
Proceed at the bottom of
the page once completed.



Step 5: Print Certificate and Receipt

Once you have completed the online renewal of your licence, your computer will prompt you to
open the licence certificate. In Windows Explorer, a system pop-up will appear referencing the
Information Bar. If you are using a different browser program

= Untitled Page - Windows Internet Explorer

@ s v | @] https:ifemnw.reca, cafarlinedsvelopment faspx/RE_RDIRECT aspx v| 4
w o |gg-| (& Real Estate Council of Alberta | @ Reca Education Portal | @ms_o2INT | & Welcome ko CSAE com | @ untitled Page |
%, Ta help pratect your security, Internet Explorer blocked this site from downloading files to your computer, Click here for options. .,

Information Bar g|
Mg STAGING
REAL ESTATE - Did you notice the Information Bar?
COUNCIL .
The Information Bar alerts you to security-related conditions (for
OF ALBERTA ReqUSSt Has Been Processed example, if & potentially unsafe file or pop-up was justblocked). If
awebpage does not display properly, Inok for the Information Bar
atthe top of the page and click it
Print Receipt
[[]Don't show this message again
Leamn aboutthe Information Bar

o  Click on the yellow information bar located at the top of your screen and select
“Download File”.

Select “Open” at the prompt screen.

RECA ONLINE offers the option to print the licence certificate for your records at this
time. However, you can reprint the certificate at a later time — refer to the RECA
ONLINE User Manual for further instruction.

Closing the attachment will return you to the “Request Has Been Processed” screen.
RECA ONLINE offers the option to print transaction-specific receipts for your records
at this time. Click on the “Print Receipt” link and print the receipt. If you do not print a
receipt, you can refer to and/or print the “Financial Statement” for a record of the
transaction — refer to the RECA ONLINE User Manual for further instruction.

o  Once you have completed printing the receipt select the option to “Return” which will
bring you back to the main appraiser details screen.

Your licensing light will have changed to green if you have processed the licence renewal
correctly.

Ensure the signed and completed original hard copy of your licence application is kept on file at
your business address.



