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  During the renewal period, under 
the Licensing tab, the Licence 
Status light turns yellow and the 
Start Renewal button appears. If 
there are any REP courses required, 
they will be displayed in the Sectors 
box, along with the status of the 
course’s completion 



  Page 2 
 

 
  

The licensee must confirm their 
personal and contact information 
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The licensee must confirm their 
compliance with the requirements 
of section 40 of the Real Estate Act 
Rules 
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  The licensee gives their 

acknowledgements and makes 
their declarations 
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When the licensee clicks the Submit 
button, the application is sent to the 
broker for review. Both parties will 
receive an email when this happens 
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The licensee’s renewal application 
appears in the My People – 
Applications page under the 
broker’s My Brokerage tab. The 
broker clicks Complete to review 
the application 
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The broker review’s the licensee’s 
application responses 
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The broker accepts or rejects the 
application. If the broker rejects the 
application, it is sent back to the 
licensee to re-submit or cancel it 
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The broker selects who will pay the 
renewal fee. If the broker chooses 
Applicant payment, the application is 
sent back to the licensee for 
payment (go to page 10).  
 

If the broker chooses Brokerage 
payment, the broker will proceed to 
the payment screens (go to page 13) 



  Page 10 
 

 

You can find your renewal 
application that is awaiting 
payment in the My Account – My 
Applications page of your myRECA 
account. Click the Payment link 
beside the renewal application 
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Click the Next button to proceed to 
the payment screen and follow the 
prompts.  
 

If you have sufficient credit on your 
account, it will be automatically 
applied to this transaction 
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Your renewal application is 
complete when you reach this page 
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 To pay the renewal fees now, click 

the Next button. If there isn’t 
sufficient credit on the brokerage’s 
account, payment can be made 
directly by credit card (go to page 14) 
 

To pay the renewal fees later, click 
the Pay Later button to add the 
application to the brokerage’s 
shopping cart (go to page 16) 
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Click the Next button to complete 
the application 
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The licensee’s renewal application 
is complete when you reach this 
page 
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Check the box beside the 
application(s) you wish to add to 
the shopping cart, then click the 
Add Selected to Cart button 
 

Click the View Cart link to go to the 
shopping cart 
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To remove an application from the 
cart, check the box beside the 
application(s) you wish to remove, 
then click the Remove Selected 
button 
 

Click the Make Payment button to 
proceed to the payment page 
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Click the Next button to proceed to 
the payment screen. If there isn’t a 
credit on the brokerage account, 
payment can be made directly by 
credit card 
 
Click the Cancel Payment button if 
you do not wish to proceed with 
payment at this time 
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Click the Complete button to 
complete the process 
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The application(s) that were in the 
shopping cart are complete when 
you reach this page 


