
Licensing a 

new industry professional

This tutorial shows the perspective of the 

broker and the new associate



This is what an eligible associate sees in 

their account. To become eligible they 

must complete all pre-licensing education 

(or approved licence mobility), and have a 

received and reviewed certified criminal 

record check. If they do not meet these 

requirements, this page is empty and they 

are not eligible to be licensed.

Associate’s Account.



This is the My People page within the My 

Brokerage tab of the broker’s account. 

Brokers begin the new associate licensing 

process here. Click Add Associate

Broker’s Account.



Search by the associate’s username. 

At this point they are very familiar 

with myRECA and should know their 

username.

Broker’s Account.

Confirm the username and name that appears, and 

click Select to initiate their application. If no name 

shows up, try again and check the spelling of the 

username. If the problem persists, the applicant may 

not be eligible for licensing.



There are detailed instructions at 

every step of the process. 

Once you initiate the application, it’s 

up to the associate to complete their 

application in their myRECA account.

Broker’s Account.



Once initiated by the broker, 

the associate receives email 

notification and the licence 

application appears in the 

Associate’s My Applications 

page. Click Complete to begin.

Associate’s Account.



Confirm your information.Associate’s Account.



Answer the suitability questions. 

The application is not stopped 

when you give a ‘Yes’ answer. 

Brokers review all applications and 

can choose to reject a ‘Yes’ answer 

application. If a broker accepts a 

‘Yes’ answer application, RECA must 

review it.

Associate’s Account.



Carefully read the 

following pages and give 

your Acknowledgements 

and Declaration.

Associate’s Account.



The associate is done their 

application. When they click 

Submit the application 

passes to the broker for 

review. Both parties will 

receive email notification.

Associate’s Account.



Brokers find submitted licensing 

applications under My People –

Applications. Click Complete to begin a 

waiting application.

Broker’s Account.



Confirm the associate’s 

contact information

Broker’s Account.



Review the associate’s suitability 

answers, acknowledgements and 

declarations. Pay close attention 

to all page instructions.

Broker’s Account.



Accept or reject the application. 

Rejecting the application sends 

it back to the applicant to 

re-submit or cancel.

Broker’s Account.



Give your 

acknowledgements.

Broker’s Account.



Decide who’s paying. If 

the associate is paying, 

the application in their My 

Applications page 

changes to Waiting for 

Payment.

Broker’s Account.



Pay now or pay later by 

adding this fee to your bulk 

payment list – The associate 

isn’t licensed until RECA 

receives payment

Broker’s Account.



Associate now in My People 
(assuming payment received and 

no suitability issues)

Broker’s Account.



The associate is now 

authorized and registered 

with the brokerage.

Associate’s Account.


