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1. Introduction

To enhance regulatory efficiency, Insurance Authority (“IA”) has developed a new online
portal, the Insurance Intermediaries Connect (“IIC”), which enables electronic submission of
applications and other documents by licence applicants, licensees and their principals.

This user guide is to provide individual applicants, i.e. individual insurance agent, technical
representative (agent) and technical representative (broker) (collectively, “individual
account owner”) with information on how to submit an individual licence application through
lIC.

For the set up of “supervisor account” and “administration account” by the principal, please
refer to the “User Guide of the IA Insurance Intermediaries Connect for Principals (Authorized
Insurers, Licensed Insurance Agencies and Licensed Insurance Broker Companies)”.

1.1 Users of the Insurance Intermediaries Connect

e  Principals (after duly registered with 1A) as defined in GL24
- Authorized insurers
- Licensed insurance agencies
- Licensed insurance broker companies

e Individual applicants for the following licences (after duly registered with principals)
- Individual insurance agents
- Technical representatives (agent)
- Technical representatives (broker)



2. Setting up an Individual Account

Individual account owner is required to set up an individual account before he/she can use
the functions in IIC. Setting up an individual account involves several steps as follows:

2.1 Step 1- Submission of Application Form for Individual Account

Individual account owner need to provide the following information to their principal in order
to create an individual account:

a.

Full Name in English — The name must be identical with their Hong Kong Identity (“HKID")
card ;

Hong Kong Identity Card Number - The HKID card number will be used during the account
activation process;

Email Address — The email address provided will be used for all future communication
between the IA and the individual account owner, the individual account owner should
provide an personal email address which is valid at all times (Note: work e-mail is NOT
recommended as the individual account owner may not able to access their work e-mail
if they change job later). An account activation email will also be sent to this email
address;

Hong Kong Mobile Number — A one-time password (“OTP”) will be sent to this mobile
number for verification purpose.

2.2 Step 2 —Creation of Individual Account

Individual Account Opening Record

Principal should create the account for the individual account owner upon request and
provide the one-off designated account opening password (“AOP”) to individual
account owner after verification of his/ her identity.

2.3 Step 3 — Activation of Individual Account

Once the principal has created the individual account, the individual account owner will
receive an activation email and he / she should activate the account with the provided
activation link, which will be valid only for 90 days (Note: Due to the different e-mail
setting, it is possible that the activate email may be moved to junk/spam folder, please
check the relevant folder if necessary). The principal can resend the activation email if
the individual account owner is unable to receive the activation email.



e  Theindividual account owner will be directed to the activation page once he/she clicked
the link from the activation e-mail. The following information is required to activate the
account:

- First 4 characters of the HKID Number
- Last 4 digits of the registered mobile number; and
- AOP

During the activation process, the information inputted into the activation page should
be consistent with the information provided to the principal during the account opening
process in order to pass the authentication.

e After successful authentication, an OTP will be sent to the individual account owner’s
registered mobile number via SMS and he/ she is required to provide the OTP within 5
minutes in order to activate the individual owner account. If the account owner is
unable to receive the OTP, he/she can click the “Re-send” button to request a new OTP.

e The individual account owner can then enter the self-defined username and new
password (please note the requirements below) to complete the account activation

process.
o) The requirements for username:
= Between 6-20 characters with no space
o) The requirements for password:

=  Minimum of 8 characters

= Cannot be the same as the user ID.

= Must be a combination of lowercase letter(s), uppercase letter(s),
number(s) and special character(s) (Allowed special characters are “!

@#S_?-8&").
= The previous 3 old passwords cannot be reused as the new
password.

e The individual account owner may then return to the IIC login page and login with the
newly created individual account username and password to access the IIC’s services.
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3. Process to submit an Application for Licence by
Individual Applicant

Individual Licence Application Workflow

Individual Account Owner:

+ Fillin Application Form and
upload supporting
documents

« Submit Application Form to ’ i
Principal 1%@%%%-: .

+  Submit Application Form to ]F‘ISUFGHCQ Ruthority
|A with the input of OTP m
\

T T sceicaton fomally submitied 101

PrII‘IEIpa|
Verify Application Form and
supporting documents

* Inform applicant of any irregularities
(then repeat Step 1)

* If no irregularity, confirm Application
with the input of OTP

3.1 Licence Application by Individual Account Owner
o After logging into the IIC, individual account owner may click “New Application” to start the
application process.

= 9 EREEED Insurance Intermediaries Connect
Insuronce Authority

Welcome!

If you would like to submit a licence application to Insurance

New Application
Ia W Appil Authority, please chose "New Application™

o The following information which have been provided during the individual account
opening, will be prefilled in the online application form.
o Type of Licence for Applicant
o Full Name in English
o Date of Birth
o Hong Kong Identity Card Number



o Mobile Phone Number

o Email Address
The individual account owner is required to complete the information for the remaining
sections.

In respect to the section “Insurance Intermediaries Qualifying Examination” (“llQE”),
individual account owner will need to select the results of the IIQE (pass, exempted,
grandfathered) which should meet the line(s) of business to be appointed by the
principal. For the case of “pass” and “exempted”, the relevant IIQE examination results
should be scanned and uploaded to the IIC as supporting document. The individual
account owner should ensure the selected IIQE papers match with the line of business(s)
to be appointed. Please refer to Annex 1 of GL23 - Guideline on "Fit and Proper" Criteria
for Licensed Insurance Intermediaries under the Insurance Ordinance (Cap. 41) (“GL23")
for more details.

In respect to the section “Education or Other Qualifications”, if the individual account
owner should select “Yes” for the appropriate qualification he/she possessed.
o HKDSE / HKCEE
International Baccalaureate Diploma
Diploma Yi Jin
Diploma or Degree obtained in Hong Kong or
Insurance Qualification acceptable by the IA

O O O O

For other qualifications (e.g. associate degree, non-Hong Kong diploma/degree, etc.),
please select “Other Education Qualification”.

For the individual account owner, who meets the prescribed conditions set out in
paragraph 2 of Annex 2 of GL23, please select the choice of exemption in this section.

In respect to the section “Fitness and Properness”, if any of the answers were “Yes”, the
individual account owner will be required to indicate whether he/she has already
provided the Insurance Authority with the details of the relevant case. If necessary,
individual account owner will need to provide further information to supplement his/
her answers for IA’s consideration. For issues concerning criminal records, financial
records and disciplinary actions, the individual account owner can provide the details in
the text box in the IIC, or use the specified Supplemental Forms on the IA’s website
(https://www.ia.org.hk/en/infocenter/forms/intermediaries.html) to provide the
required information. The completed Supplemental Forms with supporting document(s),
if any, should be uploaded to the folder “Other Documents” in the section “Supporting
Documents”.

In respect to the section “Appointing Principal(s)”, the name of the appointing principal
is set by default and the individual account owner is required to select the line of
business from the drop-down menu. The Line(s) of Business should be consistent with


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

the IIQE papers declared. For applicant such as individual insurance agent, he could add
other appointing principals and the appointing Line(s) of Business after obtaining the
principals’ consent.

In respect to the section “Supporting Documents”, individual account owner will need
to upload the relevant supporting documents as required. For other relevant supporting
documents (e.g. Supplemental Forms for reporting criminal, financial or disciplinary
record, etc. ), the individual account owner will need to upload them to the folder
namely “Other Documents”, which is able to support a maximum of 10 files, with each
file of a maximum size of 2 MB. The IIC can support format such as JPG, JPEG, PNG and
PDF.

After the documents have been uploaded, individual account owner will be directed to
the “Declaration Page”. By confirming all information is true and accurate, individual
account owner may then click the button “Submit to Principal” for principal’s verification.

An OTP will be sent to the individual account owner’s registered mobile number via SMS
and he/ she is required to provide the OTP within 5 minutes. If the account owner is
unable to receive the OTP, he/she can click the “Re-send” button to request a new OTP.

i RIZEEERS
Insurance Authority

One-time Password (OTP) has been sent
via SMS to your mobile number. The OTP
will expire in 5 minutes. If you do not
receive the OTP/the OTP expires, you may
click "Re-send" to request for a new OTP.

To submit your application in Insurance
ntermediaries Connect, please enter the
OTP for verification.

One Time Passworc Re-send



5:34 all T @)
InsAuth >

Text Message
Today 5:34 PM

Insurance Intermediaries Connect
1R —UG38: Your One-time
Password is 720475. This password
will expire in 5 minutes. {RI— R 1%
B2 720475 LR IBASBIES D
TE1LIBHA -

The application status will be shown as “Pending Verification by Princpal(s)” after the
application is submitted to the principal for verification. Individual account owner may
click “Click here for detail” to view the application. By selecting “View History”, the
individual account owner could trace the status.

Welcome!

Information Board

New Application I Pending verification by Principal(s) I
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3.2 Verification of Application by the Principal

After the application has been submitted by the individual account owner, the principal
will perform verification on the individual licence application before submitting it to the
1A.

If the principal consider the information is incorrect or inconsistent with their record, the
principal will return the application to the individual account owner for amendment.
Please refer to section 3.3 for more details.

If no amendment is required, the principal can proceed with confirmation of
appointment.

3.3 Amendment of Application by Individual Account Owner

The individual account owner will receive a notification email instructing him/her to
amend the application through the IIC. He/ she can then click “Click here for detail”, and
the application form will be opened.

If any issues are being found, comments from the principal will be displayed in the

“Comments by Principal” box in red. The individual account owner should amend the
application as appropriate.

10



If the page is verified without any issues, the “ ” box will be
displayed as “This page has been reviewed by principal ([Time] on [Date]).” If necessary,
the individual account owner can still amend the application even if the page has been
verified without any issues by the supervisor / administration account owner by clicking
the “ " button. The principal will be notified for the change.

Application Formal Submission

Status: Verified by Principal

Application form - Individual Insurance Agent Licence

VIll. Appointing Principal(s)

Brovide the following information and relevant supparting document(s)

Name of Appointing Principal Jonderful Insurance Company

Primary principal

Line of Business General & Long Term Business (excluding Linked Long Term Business)

Gopyright © 2018 Insurance Authority. All Aights reserved

After the individual account owner has amended the application, it should be re-
submitted to the principal for re-verification with the input of OTP.

7

Individual account owner may also check the status by clicking “ . Please

refer to section 3.1 for more details.

3.4 Re-verification of Application and Confirmation of Appointment
by the Principal

If the application has been amended by the individual account owner, the principal will
need to verify the individual licence application again.

Once the application has been verified without further comments, the individual account
owner will receive a notification email from the IA.

The principal will also receive email notification and complete the appointment
confirmation process. The individual account owner will be notified by email that the
appointment(s) has been confirmed by the appointing principals and the licence
application is under IA’s review.

11



The IA will review the application and inform the principals and the individual account
owner in due course on its decision or follow-up action. An e-mail notification will be
sent to the individual account owner if the licensed is being approved by the IA.

3.5 Application Returned by the IA

If the IA returns the application case to the applicant (e.g. due to incomplete
application/missing information/further information or documents required), the
individual account owner will receive a notification email. He/she can then login to the
IIC and remarks by the IA on the return will be displayed. Applicant can amend the
application details/upload supporting documents as appropriate. Applicant can also
withdraw the application by clicking “ " if he/she would not proceed
with the application.

After the individual account owner has amended the application, it should be re-
submitted to the principal for re-verification.

Individual account owner can then follow the steps according to section 3.2 to 3.4 and
resubmits the application.

”

Individual account owner may also check the status by clicking “ . Please

refer to section 3.1 for more details.

3.6 Application Deletion

If an application in the IIC has not been updated for 90 days, the application will be expired
and will be deleted automatically from the IIC. A reminder will be sent to both applicant
and principal 1 month before the expiry date.

12
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5.2
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View Former Self-Regulatory Organization Past
Registration Records

The individual account owner can use this function to review his / her past registration records
of insurance intermediaries if he / she had been registered with any of the three self-
regulatory organizations ("SROs") prior to 23 September 2019, of which the information has
been transferred from the SROs to the Insurance Authority ("IA"). For licence records of
insurance intermediaries on or after 23 September 2019, please refer to the Register of
Licensed Insurance Intermediaries (https://iir.ia.org.hk).

View Self-Regulztory Organization Registration Records

Particulars of Licensed Insurance Intermediary:

Registration Details

Forgot Password, Username and Unlock
Account

Forgot Password

In the case that any of the users forgot their password, they can click the “
button from the login page to reset the password. An email will be sent to the account
owner’s registered email address after the owner providing required information for
verification.

”

Forgot Username

In the case that the individual account owner forgot his / her username, he / she can utilize
the “ ” button from the login page. The username will be delivered to the
user through his / her registered email address.

Unlock Account

If the account is locked after 3 failed login attempts, the account owner can utilize the “
” button from the login page to unlock their accounts. When the account is locked,
both “ 7 and “ ” cannot be used.

13



6. Other Technical Issues

If users encountered webpage problems (e.g. screen stuck, badly formatted webpages) or
error messages, it may be related to the browser cache. Please clear browser cache by using
one of the following methods below.

For any other technical issues (e.g. creation of individual account, collection of Account
Opening Password, company internet firewall, work e-mail server setting/cannot receive e-
mail notifications, etc.), please contact your Principal for further advice.

For IE Users

i. Select Tools (via the Gear Icon) > Safety > Delete browsing history...

t = = about:blank |2 | X § = Blank Page
| Print 3
File [
Zoom (100%) 3
( Delete browsing history... J Ctrl+5Shift+Del 4
InPrivate Browsing Ctrl+5Shift+P View downloads Ctrle ]

Tracking Protection...

Manage add-ons
v ActiveX Filtering F12 developer tools
Webpage privacy policy... Go to pinned sites

. Make sure to uncheck Preserve Favorites website data and check both Temporary
Internet Files and Cookies then click Delete.

Delete Browsing Histor

reserve Favorites website data

Keep cockies and temporary Internet files that enable your favorite
websites to retain preferences and display faster.

ll emporary Internet files
Copies of webpages, images, and media that are saved for faster
wiewing.

ll ookies
Files stored on your computer by websites to save preferences
such as login information.

[ History
List of websites you have visited.

7] Download History
List of files you have downloaded.

] Form data
Saved information that you have typed into forms.

] Passwords
Saved passwords that are automatically filled in when you sign in
to a website you've previously visited.

[ ] InPrivate Filtering data

Saved data used by InPrivate Filtering to detect where websites may
be automatically sharing details about your wvisit.

| p—
About deleting browsing history [I Delete ]][ Cancel
p—

14



For EDGE Users

Select the Hub icon (three horizontal lines at top bar in front of a star), click the History
menu option, and then click Clear history.

= @ X
‘ 2
. e ———
b4 History Clear history -1
Yr  Favorites + Last hour 3 %
£  Reading list [l Aretha Fraf\idm reportedly 'gravgly '“" sl B08AM
msn.com/en-us/music/celebnty/aretha-
I% Books  Microsoft Edge 8:05 AM

Downloads

microsoftedgewelcome. microsoft.com/e

Older X

Select "Cookies and saved website data" and "Cached data and files". After the two are

marked, click Clear.
* |

« Clear browsing data

|:| Browsing history

Cookies and saved website data
Cached data and files

|:| Download history

|:| Form data

I:l Passwords

Show more ~

Clear

@ o
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For Chrome Users

i Click on the settings icon that appears to the right of the address bar. In the newest
versions of Chrome, this appears as three vertical dots and in older versions will be
three horizontal lines or a wrench icon.

ii. From the menu, select More tools > Clear browsing data....

Save page as...

Add to desktop...

Clear browsing data...  Ctrl+Shift+Del
Extensions

Task manager

Developer tools

e - O X

New tab
New window

New incognito window

History 4
Downloads

Bookmarks 4
Zoom - 100% + i

Print...
Cast...
Find...

More tools 4
Edit Cut Copy Paste

Settings
Help L

Exit

iii.  Check the following:

e Cookies and other site data
e Cached images and files

16
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iv.  Select All time in the Time range drop down box and click on the CLEAR DATA button.

(2] - O >
L Settings x

& ! | & Chrome | chrome://settings/clearBrowserData o
g

Clear browsing data

Basic Advanced

Time range  All time

Browsing history
Clears history and autocompletions in the address bar.

Cookies and other site data
Signs you out of most sites.

Cached images and files
Frees up 36.4 MB. Some sites may load more slowly on your next visit.

CANCEL CLEAR DATA
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For Safari Users
i Click on the Safari drop-down menu and select Preferences.

& [EZI0 rile Edit View History Bookmarks Window Help

About Safari @<
Safari Extensions...

e emmsse——irmation Technology [ o

> & oit.colorado.edu S * Jui] o s

Clear History... O BOULDER
Services
Hide Safari
Hide Others
N showAl
Quit Safari ;
2 Latest News How Do |
lﬁe‘!’s Commit to
esolvi #w Get started with campus technol
Acoessirglity s s
Issues... 2 Connect to the network and VPN
i i 11/14/2017 - 2:14pm
S [® Leam about my IdentiKey
| and - Holidays Are

ii.  Click the Advanced tab. Select the Show Develop menu in menu bar checkbox and close
the Preferences window.

Advanced
1=/ §Q@a0@ B

General Toos AuloFll Passwords Seaech Security Privacy Websites Exb

Smart Search Fleld: Show full website address

Accessibility: Never use font sizes smaller than
Press Tab to highlight each item an a webpage
Cption-Tab highlights each item

Reading List:  Save articles for offline reading automatically

Internet plug-ins: Stop plug-ins to save power

Styla sheet: None Selected
Default encoding:  Waestern {1SO Latin 1) B

Proxies: Change Settings...

Show Develop menu in menu bar

<< END >>
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