
SELECTION PROCESS
ADVISOR TASK

Completing and signing the contract kit

You receive an email from
notifications@apexa.ca informing that there 
is a contract kit that needs to be 
completed and signed.

      Click on Access Profile.1

COMPLETING AND SIGNING THE CONTRACT KIT

Log in to APEXA.

      Type your credentials:
            • Email address
            • Password

      Click on Login.
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ADVISOR PROFILE SET UP

You can now proceed to log in to APEXA to set up your profile.

Ensure your account credentials are correct, and then click Login.

A pop-up box containing a WEBSITE TERMS OF USE form will appear. You must read and accept 
this in order to proceed with profile set up. The Accept button will become clickable once you 
have read (and scrolled through) the entirety of the terms.
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SELECTION PROCESS
ADVISOR TASK

Completing and signing the contract kit

Answer the questions in all the tabs: 
Questions - Banking Information - 
Documents - Agreements.

      Check the contract details:
            • Primary: DFS (the insurer)
            • AGA: Your DFSIN Cluster
            • Corporation: Your corporation (if applicable)
            • Advisor: Yourself

      Click on a tab to open it.

      Click on Answer next to each 
      question.

      Click on Submit. 
            * The     next to each tab means there are 
               questions that still need to be answered.
            * The Submit button will be clickable once you 
               complete and/or sign all tabs.

      

   

ADVISOR PROFILE SET UP

      PERSONAL INFORMATION

1) Complete all mandatory fields on this page: full name (as it appears on your resident license), 
date of birth, confirmation you are legally able to work in Canada, and select a verbal password 
(used for our call centre). All other fields are optional.

*NOTE: Throughout the APEXA profile set up, the Next button will become active once all 
mandatory fields are completed. If the Next button is unavailable, check for red warning 
banners that indicate what information is missing.
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COMPLETING AND SIGNING THE CONTRACT KIT

The contract kit has been forwarded to 
the cluster.  Here is how you can see this:

      It mentions the contract is currently
      with another party.

      The     icon is now beside the cluster.
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ADVISOR PROFILE SET UP

      PERSONAL INFORMATION

1) Complete all mandatory fields on this page: full name (as it appears on your resident license), 
date of birth, confirmation you are legally able to work in Canada, and select a verbal password 
(used for our call centre). All other fields are optional.

*NOTE: Throughout the APEXA profile set up, the Next button will become active once all 
mandatory fields are completed. If the Next button is unavailable, check for red warning 
banners that indicate what information is missing.
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