Instructions to enter Errors & Omissions within the
Online Portal

Last updated April 13, 2021

IMPORTANT NOTES

Errors & Omissions (E&QO) Insurance must be kept current in the online portal at all

times. Failure to update/enter current E&O insurance information will result in the

immediate disqualification of an agent or adjuster licence as of the date the existing
policy expires.

Should a licence be disqualified due to failure to list current and in-force Errors &
Omissions Insurance within the online portal, please refer to the User Guide - to
Reinstate a Licence for further details as to how to apply for a reinstatement of the
licence. All applications are reviewed in the order that they are received at the ICM
office - no exceptions are given. Applications are typically reviewed within 7-business
days of being received at the ICM office, however, this could vary depending on the
volume of applications received on any given day. To allow our staff to be as efficient
as possible, we ask that you do not contact the ICM office unless you have not
received a response by the start of the 8" business day.

Notes outlined directly within the E&O page of the
online portal include the below:

You must ensure that you update the Errors & Omissions (E&O) for each licence that you
hold.

Life and Accident & Sickness licensees: You are required to enter E&O for each licence,
even if your Life and Accident & Sickness licenses are covered under the same E&O policy.
Failure to update this for each licence as noted below would result in disqualification of
that(those) particular licence(s).

General or Adjuster licensees: must be covered by the organization Errors & Omissions
insurance policy, even if you are an independent contractor or an employee licensed
through the ICM with the organization.
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Sample Dashboard information:

Sample 1 - E&O is current on system: A sample agent DASHBOARD showing current E&O in the
system is indicated below in green.

Agentls DaSthB rd Welcome to the Insurance Council of Manitoba Online Portal

# Licence Status # Exams

n Application (In Progress) n Results
Issued n Scheduled
n Renewal

+" Errors & Omissions ® Continuing

LIA-553555-00000-2017

AlA-55555-00000-2017

Sample 2 - E&O is expired in system: A sample agent DASHBOARD showing expired E&O in the
system is indicated below in red.

Agentls DaShboa rd Welcome to the Insurance Council of Manitoba Online Portal

4% Licence Status # Exams

n Application (In Progress) n Results
n Issued n Scheduled
n Renewal

+" Errors & Omissions ™ Continuing
LIA-55555-00000-2017 EXPIRED
AlA-55555-00000-2017 EXPIRED
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Sample 3 - E&Q is expiring in less than 15 days: A sample agent DASHBOARD showing a countdown
of less than 15 days in the system is indicated below in orange.

Agentls DaShboa rd Welcome to the Insurance Council of Manitoba Online Portal

# Licence Status # Exams

n Application (In Progress) n Results
Issued n Scheduled
n Renewal

+" Errors & Omissions ® Continuing Ed

LIA-55555-00000-2017 EXPIRING IN 7 DAYS Li

COVERED

Sample 4 - E&OQ is maintained by Operating Agent or Designated Representative: A sample agent
DASHBOARD is below showing that an agent/broker is covered through an organization E&O. The

agent/broker would rely on the Operating Agent or Designated Representative to ensure up-to-date
E&O is kept current on system at all times.

A.g ent's Dashboard Welcame to the Insurance Council of Manitoba Online Portal
1

¥ Licence Status # Exams

n Application (In Progress) n Resulis

= Continuing
COVERED BY ORGANIZATION Gonera
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How to enter E&O - For agents/brokers other than
Operating Agents, Designated Representatives or
Restricted Insurance Agents (RIA)

Step 1: The agent will log-in to the online portal at https://Ims.icm.mb.ca/lcmPortal/Account/ with
their numerical User ID and Password.

I LICENSING PORTAL

Existing Users Log In

Note: The ICM Portal supparts the following browsers:

INSURANCE COUNCIL
OF MANITOBA

Update Profile

Please ensure the following email address is correct. Click save to proceed.

et (] | <:|
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https://lms.icm.mb.ca/IcmPortal/Account/

Step 3: Agent clicks on left hand menu — E&O — and chooses Errors and Omissions.

A Home

© Information v
# Licences v
Applications v
® CE v

Errors and Omissions

4 Exams A 4

$ Payment v

Step 4: Agent clicks on the orange button that says “Add” to add the Errors and Omissions. Once
added, the agent cannot edit or delete it. If inputted incorrectly, the agent is to email ICM with the
reason for the discrepancy and the correct information.

Errors And Omissions Insurance

Important Notes:
« Youmust ensure that you update the Errors & Omissions (E&O) for each licence that you hold.
« Life and Accident & Sickness licensees: You are required to enter E&O for each licence, even if your Life and Accident & Sickness licenses are covered under the same E&O policy. Failure to update this for each
licence as noted below would result in disqualification of thak(those) particular licence(s).
« General or Adjuster licensees: must be covered by the organization Errors & Omissions insurance policy, even if you are an independent contractor or an employee licensed through the ICI with the organization.
Please check your Dashboard/HOME page on the left hand menu to verify, or refer to the below.

A User Guide has been developed to assist with the addition of the E&O and can be found here.

Current Policies

A LIA-555555-12345678-2020 m

Provider Policy # 4 Certificate # 4 Effective Date 4 Expiry Date 4
ABCD Insurer TEST-54321 Aug 01, 2020 Aug 01, 2021

Showing 1 to 1 of 1 entries m-m

Step 5:
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Two ways of adding E&O (click “Save” once all information is inputted):

1. If the agent has prior E&O on the system with the same insurer/carrier, policy number, etc., the
agent can “Copy From” that E&O and the fields will pre-populate for them. If using the “Copy
From” feature, the agent MUST ensure the information, including the Effective Date and Expiry

Date, is updated to the current dates.
OR

2. The agent can simply enter in the name of insurer, policy number, certificate number (if one is
provided), effective date and expiry date, and attest to the information being accurate and to

maintaining proof of E&O for the duration of the licence.

Add E&O

Copy From

*Name of Insurer

*Policy Number

Certificate Number

*Effective Date

*Expiry Date

* All information entered above is correct and I agree
to maintain proof of professional liability insurance for
the duration of the licence(s).

Save Cancel

Page 7 of 11



How to enter E&O - For Agency Operating Agents,
Adjusting Firm Designated Representatives or
Restricted Insurance Agents (RIA)

Step 1: The Operating Agent/Designated Representative or Designated Official will log-in to the online
portal at https://Ims.icm.mb.ca/lcmPortal/Account/ with their numerical User ID and Password.

LICENSING PORTAL

Existing Users Log In

Nate: Ihe 101 Pactal supports the Fllowing brawsers:
* Google Chrome
= Intesnes Explorer 9.0+
* Mozilla Fircfox

AlLPDF Files require the latest version of Adobie Acrobat Reader to downiood.

Step 2: Verify email address.

Update Profile

Please ensure the following email address is correct. Click save to proceed.
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https://lms.icm.mb.ca/IcmPortal/Account/

Step 3: Click on Organizations as demonstrated in sample picture below, and select the organization
that you are wishing to apply the E&O for. This will take you to the organization tab for that specific
agency/firm/entity.

P
ICM  LICENSING PORTAL B L ionnon
OF MANITOBA
 Home Dash boa rd Welcome to the Insurance Council of Manitoba Online Portal
@ Information A
# Licence Status 4 Exams $ Account Balance
W Licences v
n Application (In Progress) n Results Licence
- F
=l Applications - e
- Issued n Scheduled Exam Fees
= CE v n Renewal
+ E&O hd
. +' Errors & Omissions # Continuing Education (2016-2017)
# Exams v
——
$ Payment - only

Step 4: Click on E&O and then “Errors and Omissions” as demonstrated in sample picture below:

1
T\ /
]C b{[ LlCENS!NG PO RTAL 4= Go Back Jon Snow Insurance Agency Inc. g 2 Jon Snow
# Home DaSh boa rd Welcome to the Insurance Council of Manitoba Online Portal
# Licences -
# Licence Status $ Account Balance + Errors & Omissions
= Applications - - -
- Application (In Progress) Licence $0.00 K-5 5-88283288-2016
Fees
Errors and Omissions n
Renewal
$ Payment v
S8 Users o Application Status(1 in progress) L Application Assignees
I Pending ICM Review (0 in progress) I umier of Applications
Q. public Search v I Fending Change By Applicant (0 in progress)

I Pending Authorizer's Review (1 in progress)
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Step 5: Operating Agent or Designated Representative clicks on the orange button that says “Add” to
add the Errors and Omissions. Once added, the Operating Agent or Designated Representative cannot
edit or delete it. If inputted incorrectly, the Operating Agent or Designated Representative is to email
ICM with the reason for the discrepancy and the correct information.

Errors And Omissions Insurance

Important Notes:
« Youmust ensure that you update the Errors & Omissions (E&O) for each licence that you hold.
« Life and Accident & Sickness licensees: You are required to enter E&O for each licence, even if your Life and Accident & Sickness licenses are covered under the same E&O policy. Failure to update this for each

licence as noted b vould result in disqualification of thak(those) particular licence(s).
« General or Adjuster licensees: must be covered by the

Please check your Dashboard/HOME page on the left hand me;Ju to verify, or refer to the below.

tion Errors & Omissions insurance policy, even if you are an independent contractor or an employee licensed through the ICI with the organization.

A User Guide has been developed to assist with the addition of the E&O and can be found here.

Current Policies

K-55555-12345678-2020

Provider Policy # + Certificate # ¥ [Effective Date % Expiry Date 5
ABCD Insurer TEST-54321 Aug 01, 2020 Aug 01, 2021

Showing 1 to 1 of 1 entries -

Two ways of adding E&O (click “Save” once all information is inputted):

1. If the Organization has prior E&O on the system with the same insurer/carrier, policy number,
etc., the Operating Agent or Designated Representative can “Copy From” that E&O and the
fields will pre-populate for them. If using the “Copy From” feature, the Operating Agent or
Designated Representative MUST ensure the information, including the Effective Date and
Expiry Date, is updated to the current dates.

OR

2. The Operating Agent or Designated Representative can simply enter in the name of insurer,
policy number, certificate number (if one is provided), effective date and expiry date, and
attest to the information being accurate and to maintaining proof of E&O for the duration of the
licence.
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Add E&O

Copy From
*Name of Insurer
*Policy Number
Certificate Number
*Effective Date
*Expiry Date

O * All information entered above is correct and I agree
to maintain proof of professional liability insurance for
the duration of the licence(s).

Save Cancel
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