
Navigating My Account

� Edit personal/contact information

� Notify RECA of a name change

� Notify the Executive Director

� Apply for an AKA

� Message Centre

� My Applications

� Payment History

� Changing your password



This is the My Information page. It is the main page of 

the My Account tab and is the page you land on when 

you log in.

Here you find the 

Notify of Name 

Change and Notify 

the Executive 

Director applications.



Your personal and contact information are in these 

two tabs.

In the Personal tab you 

can edit your gender 

and apply for an Also-

Known-As name (AKA)



In the Contact tab you 

can edit your email, 

phone numbers and 

addresses.



Notify the Executive Director



To begin your notification, select 

Notify the Executive Director from 

your My Account tab.



Read all instructions carefully.



Read the Categories 

carefully then select 

the applicable one in 

the drop down menu. 

Indicate the date of 

the event and provide 

details about the 

circumstances.



Make your declarations and 

remember to press Complete

when you’re finished.



Your Notification is now Waiting 

for Details in your My Applications 

page. To upload your supporting 

documents, click Complete. RECA 

notifies you by email when your 

notification is received and 

accepted.



Message Centre



Check Message Centre 

regularly for application 

status updates and other 

messages from RECA



My Applications

� application types

� application status

� who is it assigned to?

� application actions



Any application you or your 

brokerage begins that requires 

RECA approval is found here, 

including brokerage renewal, 

licence history requests, 

brokerage amendments and 

accounting forms.



Every application has a status: New, Waiting for 

Details, Under Review, Submitted or Approved. 

Different actions are allowed for each application 

based on its status. Typically, Waiting for Details 

means you must take action and Under Review 

means RECA must take action.



At different stages, each application is assigned to 

RECA or you, the applicant. If something is 

assigned to Applicant, you must take action on 

that application.



Under Actions, you will see View, Cancel, Complete, 

or Make Payment, depending on what is required for 

that particular application and if it’s assigned to you. 

Most important to you is the Complete button. When 

the Complete button is visible, you must take action 

on this application before it can proceed.



Download and view receipts from the Payment 

History page.



Change your password and view your Security 

Questions and answers from the Account Settings 

page.


