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Renew an EC Licence on the ESA Online Licensing
Platform Using a Mobile Device

1 Go to Licensing.esasafe.com

Click on the menu (three lines) at the top right corner.

https://licensing.esasafe.com
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2 Click "Sign In".
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3 Existing users: Input your login credentials, then click "Sign-In". If you hold both
an EC and an ME Licence, you need to use the email address on file for your ME
Licence.

New users: If this is your first time logging in to the new platform, click "Sign up
now". You can follow these Logging in for the First Time instructions.

Note: if you use the LEC Portal (to take out notifications, pay account balances,
etc.) those credentials will not work for the ESA Online Licensing Platform.

https://esasafe.com/assets/files/esasafe/pdf/Contractor/First-Login_LTP.pdf
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4 Existing users: You will be brought to the home page once logged in. If you have
an EC Licence that is due for renewal you will see the message "One or more of
your LEC's has a Renewal Pending - Click here to view your LEC's". Click on the
message to be brought to the "My LECs" page.

If this is your first time logging in, please see the next step.
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5 First time users only: After you accept the Terms of Service you will be brought
to your Personal Profile.

  1. First you must complete your profile, then scroll down to the bottom and click "Save".

  2. If there is an EC Licence that is due for renewal you will see the message "One or more
of your LEC's has a Renewal Pending - Click here to view your LEC's". Click on the
message to be brought to the "My LECs" page. You must complete step one before you
can access the EC renewal.

Note: if you have an ME Licence and you do not see your information populated
on this page, you have not created a login using the email address on file for your
ME Licence. You will need to create a new login with that email address, or call the
Licensing department for assistance at 1-877-372-7233, option 3.
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6 If you have access to any LECs (Licensed Electrical Contractors) you will see them
here on the "My LECs" page. When a licence is due for renewal you will see
"Complete Renewal", click there to open and complete the renewal. Please note,
renewals become available 45 days before the expiry date of your licence and a
licence renewal notice will be sent by your preferred method of correspondence.

If the licence has no active renewal, you can use the "View" option to review your
account information, make updates to the company contact information, or add
administrators. You can scroll to the right to see the "View" option, zoom out, or
rotate your phone to landscape view.

Note: if you should have access to an LEC and you are not seeing it on this page,
please call the Licensing Department for assistance at 1-877-372-7233, option 3.

If you are not a company principal, we must have permission from a company
principal (or an existing administrator) before you can be granted administrator
access. If the company principal or existing administrator already has access to
the platform, they can add administrators to their account by following the
instructions to Add a New Contact or Administrator. If they do not have access,
they will need to call the Licensing Department for assistance at 1-877-372-7233,
option 3.

https://esasafe.com/assets/files/esasafe/pdf/Contractor/Add-New-Contact-or-Administrator-to-Electrical-Contactor-Account.pdf
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Tip! To zoom in or out you pinch and unpinch on your screen.
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7 Contact Information:

  1. Review all Contact Information.

  2. If the information is incorrect, click on the link at the top of the section to edit your LEC
Profile, then go back into the renewal.

  3. Once the Contact Information displayed is correct, scroll down and click "Next".
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8 Licensee Information:

  1. Review all Licensee Information.

  2. Add the number of Trade Employees *Do not include owners of the company in this
number*.

  3. Add the Insurance Policy Expiry date. Format must be YYYY/MM/DD, or use the
calendar button at the right. The date must be in the future as it is the expiration date, not
the start/issuance date.

  4. If all of the information is correct, select "Yes". If anything is incorrect, select "No" and
then you will indicate what is incorrect.

  5. Click "Next".
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Tip! If your Licensee Information is not correct, when you select "No" you will need
to select what is not accurate. You will then need to provide further details and
submit documentation if required. For example, if your insurance needs to be
updated (you have a new insurance provider or policy number) you will need to
upload a Certificate of Insurance. You may need to submit a Notice of Change
form if some of the information on file is no longer correct. Notice of Change
forms are located under "Licence & Exam Applications" in the menu at the top
right of the page.
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9 Statements of Fact:

  1. Review the question and choose the appropriate "No" or "Yes" answer.

  2. Click "Next".
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10 Declaration:

  1. Review in full.

  2. Check the box to indicate you have reviewed the Declaration.

  3. Click "Next".



Made with Scribe - https://scribehow.com 13

11 Notice and Consent:

  1. Review the Notice and Consent in full.

  2. Check the box to indicate you have reviewed the Notice and Consent.

  3. In the "Name" field, enter your first and last name. "Position" refers to your title
"owner, director, etc."

  4. Click "Submit".
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12 Fees:

To pay with a credit card, click "Credit Card Payment".

*For offline payments, see step 16.
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13 As this is a new platform, you will not have a card saved and must choose "Use a
New Card".

Once you have selected the appropriate checkboxes, click "Pay Invoice".

Note: Saving a card to your profile will not renew your licence automatically each
year. You must still log in to complete your renewal on a yearly basis.
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14 Enter your credit card details (do not put any spaces, dashes, or slashes in
between the numbers) then click "Pay with your Credit Card".
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15 When your payment pre-authorization has been processed, you will receive a
confirmation.

If you would like to save a copy of the invoice, click "Print".
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16 If you would like to pay through online banking click "Offline Payment."

You will be sent an invoice by your preferred method of correspondence.

Note* Paying offline will delay the completion of your renewal. If your licence is
close to expiry it is highly recommended to pay by credit card to avoid a block on
your licence.


