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Important: Users shall have basic understanding of the account management and new license 

application functionality for principals and application in IƴǎǳǊŀƴŎŜ LƴǘŜǊƳŜŘƛŀǊƛŜǎ /ƻƴƴŜŎǘ όάLICέύ. For 

details, please refer to below User guides. 

Online_Portal_Userguide_individual 

Online_Portal_Userguide_principal 

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

 

1. Account Setting in Supervisor Account 
1.1. Set Access Rights of Administration Account for deemed licensee functions 
¶ Go to Detail of selected administration account under Administration Account Management. 

 
 

¶ Tick the access rights of 5ŜŜƳŜŘ [ƛŎŜƴǎŜŜǎΩ .ǳƭƪ ¦ǇƭƻŀŘ and/or Verify Deem Licensee 

Application, Confirm Appointment (Licence Application) and click Save at top right corner of the 

page 

 
 

 

 
 

https://www.ia.org.hk/en/infocenter/forms/intermediaries.html
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1.2. Set Password for Input Template and Upload Summary 
¶ Go to άDesignated Mobile Number, Designated Email Address and Password for Document 

5ƻǿƴƭƻŀŘέ and set the password in Password for document download. Both supervisory account 

user and administration account user(s) have to use this password to unzip the password-

protected Input Template and Upload Summary.  For details, please refer to section 2.5 of the 

User Guide of the Insurance Intermediaries Connect for Principals. 

 

2. Create Account & Application by Bulk Upload Function 
2.1. Download Input Template for Bulk Upload 
¶ Log in IIC with the Supervisor account or Administration account with relevant access right. For 

details of access right setting, please refer to section 1.1 

 
¶ Select ά5ŜŜƳŜŘ LicenseesΩ .ǳƭƪ ¦ǇƭƻŀŘέ ƛƴ ǘƘŜ ƭŜŦǘ ǾŜǊǘƛŎŀƭ ƳŜƴǳΦ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

¶ /ƭƛŎƪ άthe 5ŜŜƳŜŘ [ƛŎŜƴǎŜŜǎΩ LƴǇǳǘ ¢ŜƳǇƭŀǘŜέ ǘƻ download the bulk upload Input Template with 

preloaded data from the Former Self-wŜƎǳƭŀǘƻǊȅ hǊƎŀƴƛȊŀǘƛƻƴǎ όά{whǎέύ. 
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¶ The bulk upload Input Template is password-protected and the password is maintained by the 

Supervisor.   It can be set/updated in the ά5ŜǎƛƎƴŀǘŜŘ aƻōƛƭŜ bǳƳōŜǊΣ 5ŜǎƛƎƴŀǘŜŘ 9Ƴŀƛƭ !ŘŘǊŜǎǎ 

and Password ŦƻǊ 5ƻŎǳƳŜƴǘ 5ƻǿƴƭƻŀŘέΦ  The document will not be available for download if 

password is not set.  Administrator Account users shall request the password from the Supervisor 

Account user.  For details, please refer to section 1.2. 

 

 
 

¶ Sample of the downloaded Input Template (extract) is shown below. 
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2.2. Fill in the Input Template: 
<<For Individual Upload Approach Only>> 

¶ All deemed licensees of the principal are displayed in the downloaded Input Template and each 

row represents 1 deemed licensee.  The Input Template will be updated on a weekly basis.  Keep 

only the row(s) of licensees relevant to your current upload and delete all irrelevant data rows.  

¶ The maximum number of data rows that can be processed in EACH Input Template uploaded to 

the system is 1,000 (i.e. user should only fill in a maximum 1,000 data rows in 1 upload attempt) 

¶ {ǇŜŎƛŦȅ άIndividualέ ƛƴ Column B; {ǇŜŎƛŦȅ άCreateέ ƛƴ Column C 

¶ Columns D to Column U are set as read only. No input or update of information is required.  Even 

if the information is changed, the system will not be updated. 

¶ Fill in column V and column W which are mandatory for account creation. A valid Email 

Address and HK Mobile Phone No. must be provided in order to receive the email notifications 

ŀƴŘ hƴŜ ¢ƛƳŜ tŀǎǎǿƻǊŘ όάh¢tέύΦ 

¶ Optional to fill in fields in columns X to BA. Blank required information is then required to be 

provided by deemed licensees in the e-portal.  

¶ Fill in fields in columns X to BA according to the instructions in Row 4 and Row 5.  

¶ Change in excel file structure (e.g. add new column, remove excel tab) is not allowed.  

Otherwise, the upload will fail. 

¶ Keep the tab <Guidelines> in the Input Template excel file for uploading. 

 

 
 

 

For a deemed licensee who holds an existing IIC account (e.g. account and application created by 

previous principal), if the new principal would like to create a new deemed licensee application for 

him/her, applicant will be required to withdraw the existing application first.  New principal can then 

ǳǎŜ άƛƴŘƛǾƛŘǳŀƭ ǳǇŘŀǘŜέ ŦǳƴŎǘƛƻƴ ǘƻ ǊŜ-create the application afterwards.  For tƘŜ άƛƴŘƛǾƛdual ǳǇŘŀǘŜέ 

function, ǇǊƛƴŎƛǇŀƭ ǎƘŀƭƭ ƛƴǇǳǘ ά¦ǇŘŀǘŜέ ƛƴ ŎƻƭǳƳƴ / and ensure the email address and mobile phone 

number of  applicant are correct, then upload the input template according to Step 2.3 below. 

 

 

 

 

 

Keep only the data row(s) relevant to 

your current submission  

Mandatory 
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2.3. Upload the Input Template 
¶ Save the Input Template completed in Step 2.2 to your computer. No designated file name format 

is required. 

¶ /ƭƛŎƪ ά¦PLOADέ 

 

 

¶ Select the Input Template. CƭƛŎƪ άhǇŜƴέ ǘƻ upload it. 
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¶ {ŜƭŜŎǘ ǘƘŜ ά/ŀǎŜ IŀƴŘƭŜǊέ ŦǊƻƳ ǘƘŜ tǳƭƭ-down list.  All applications in that upload will be assigned 

to the designated case handler.  User should upload another batch of applications separately if 

the cases will be assigned to another case handler. 

¶ /ƭƛŎƪ ά/ƻƴŦƛǊƳέΦ 

 

 
 

¶ CƭƛŎƪ άhYέ in the pop-up message. 
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2.4. Check result of the uploaded Input Template 
¶ άSummaryέ ōŜƭƻǿ άLƳǇƻǊǘŀƴǘ bƻǘŜέ indicate the result.  

o If the upload is successful, the Summary at the bottom of the page will show the number 

ƻŦ ά!ŎŎƻǳƴǘόǎύ ŀƴŘ ŀǇǇƭƛŎŀǘƛƻƴόǎύ ǎǳŎŎŜǎǎŦǳƭƭȅ ŎǊŜŀǘŜŘέ ƛƴ bracket. 

 
 

o For unsuccessful upload, the Summary at the bottom of the page will show the number 

ƻŦ ά!ŎŎƻǳƴǘ and/or application creation or update failed. Please refer to the attached 

upload resultέ ƛƴ ōǊŀŎƪŜǘ.  

 

 

¶ /ƭƛŎƪ ά/ƭƛŎƪ ƘŜǊŜ ǘƻ ŘƻǿƴƭƻŀŘ ǊŜǎǳƭǘέ ǘƻ ŘƻǿƴƭƻŀŘ ǘƘŜ LƴǇǳǘ ¢ŜƳǇƭŀǘŜ ǊŜǎǳƭǘΦ 
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¶ Save the result excel file to your computer for your record keeping and for further update of 

application information (i.e. the Upload Result can be used as Input Template for next bulk upload 

purpose) 

o Successful entry row: Its Column A cell will be highlighted in green (Example: row 6). 

o Unsuccessful entry row: Its Column A cell will be highlighted in red (Example: row 7). 

Please refer to step 2.5 - Rectify and upload the application again for the unsuccessful 

account & application creation. 

o Unprocessed entry row (i.e. entry row not uploaded for validation checking and account 

creation): Its Column A cell has no color indicator (Example: row 8). Please check whether 

you have filled in Column B and Column C properly; and repeat step 2.2-2.4 for these 

unhandled data rows. Also a maximum of 1,000 entries are allowed for each bulk upload 

and the remaining entries (i.e. 1001th entry and onwards) will not be processed.  
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2.5. Rectify and upload the application again for the unsuccessful account & 

application creation  
¶ In the saved downloaded Input Template from Step 2.4, Column A will show the error code(s) in 

following definition. 

 

E0 Form field validation not passed 

E1 Applicant is not a deemed licensee 

E2 

Duplication: Account and application have been 
created already.  Please ask applicant to 
withdraw the existing application and use ñbulk 
updateò / ñindividual updateò function to re-
create the application afterwards. 

E3 

¶ Unable to update account and application 
because they do not exist in system. Please 
create account and application first. 

¶ Unable to update account and application 
because the application status is not ñFillingò 
or ñCommented by Principalò 

E4 Unexpected Error. Please contact system admin 

9ȄŀƳǇƭŜΥ ά9лέ ŦƻǊ ŀǇǇƭƛŎŀǘƛƻƴ ƛƴ Ǌƻǿ с  

 
¶ For rows that have been uploaded successfully, it is not required to upload the relevant entries 

again.  Remove the rows of successful upload (i.e. rows with column A cells highlighted in green). 

Keep the failed entry in the excel file only for next upload. 

 
¶ Modify the application data according to the error code. Amend directly in the highlighted cells 

as indicated with color indicators. Review again whether all other entries are in correct format.  

 
¶ Save the modified Input Template to your computer. 

¶ Repeat Steps 2.3-2.4 of this User Guide to upload the saved excel file to IIC again.  

The cell would be highlighted if below situations occur: example:

- input values are not in required format (eg. TRUE/FALSE, Qualification Code, Mobile No) T

A123456

- mandatory field has not been filled

- length of input value exceeds the required limitation 123456789

- duplicated values found in unique column field 

(eg. HKID, Licence No., Email address, Passport No.)
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3. Activation and Submission by Licensee 
3.1. Activate Individual Account 
¶ Log in LƴŘƛǾƛŘǳŀƭ [ƛŎŜƴǎŜŜΩǎ ŜƳŀƛƭ ŀŎŎƻǳƴǘΦ /ƭƛŎƪ ǘƻ ƻǇŜƴ ǘƘŜ ŜƳŀƛƭ ǘƛǘƭŜŘ άInsurance 

Intermediaries Connect ɶ Individual Account Activation  ɶ έ. 

 

 

¶ /ƭƛŎƪ άƘŜǊŜέ in the email to activate the Individual account.  

 

  










































