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Disclaimer  

Not all features and functions of the eFile-IT solution are available when using Firefox (Web 

Browser). Please be advised to use an alternative web browser to ensure a seamless user 

experience. 
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1. Registration and Licensing  
 

1. Locate the “Registration and Licensing” option in the “eFiling Submissions” section of 
the home page.  
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1.1. Process Selection – New Registration  

 
 

1. Select the preferred registration type to proceed- New Registration or Additional 
Registration or Annual Registration. 

 

 
 

2. Select the division you wish to submit your filing to. (You will only have access to the 
division which you are authorised to use.) 
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3. The following steps will guide you through selecting the application process to be 
completed.  

i. Step 1: Select the most appropriate "Applying Party" from the list provided. 

 
 

ii. Step 2: Select your "Registration Category". 
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iii. Step 3: Select your "Registration Class". 

 
iv. Step 4: After all of the above selections have been made, scroll to the "List of 

Application Processes" section and select the most appropriate application to 
proceed. 

 

 
 

v. If you selected Annual Registration, then you must first select the “Renewal Year” 
from the choice list. 

 

vi. Select your “Renewal Year” from the list provided.  
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vii. If you Registration Type selected is Annual Registration, you must also Enter the 
"Number of Members" applicable to your Pension Plan. 

 

 

i. After all of the above selections have been made, scroll to the "List of 

Application Processes" section and select the most appropriate application to 

proceed. NB. Click on the application listed in the dialog box. 
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1.2. Review Application Requirements 

  

1. Carefully review the application requirements below before proceeding. 

 Scroll to the bottom of this page and click the "Continue to Next Step" button in the    

right hand corner to proceed. 
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1.3. Complete Application Form (New or Additional Registrational) 

1. Carefully review and complete the application form(s) below before proceeding. All 
items denoted by a red asterisk (*) are mandatory and must be completed in order to 
proceed.  

NB: Application Forms are not a requirement for Additional or Annual Registration. 

 

 
 

2. To sign the application form, click the "Choose File" button in the appropriate section(s) 
and select the image of your signature to be uploaded. After your signature has been 
uploaded successfully, click the "Sign Document" button to electronically sign this 
application form. 
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3. After completing the form, the following options are displayed at the bottom:  

i. Save and Continue Later – allows the entity to save your application progress 
thus far, and resume later. To resume an application, please see our Entity Portal 
Manual.  

ii. Download Form – allows the entity to download and save a copy of the form they 
have just completed.  

iii. Save and Continue – allows the entity to save this form and proceed to the next 
step in the application process.  

 
 

NB: Make sure to use the scroll bar on the form in order to proceed to the next step.  
If this application requires the completion of multiple forms, the "Save and Continue" 
button will be replaced with the "Next Form" button. Click this button to save and 
complete this form, and proceed to the next form 

 

1.4. Upload Supporting Documents (New or Additional Registration) 

 

Carefully review the list of supporting documents below, and upload the appropriate documents 
required. 

Mandatory Supporting Documents - All documents in this section must be uploaded 
before proceeding. 

Optional Supporting Documents - Documents in this section may be uploaded in support 
of your application. 

Additional Documents - To upload any other documents (in support of your application), 
use the "Document Upload" option at the bottom left hand corner of this page. 
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To upload each supporting document in the list: 

 

i. Step 1: Click the "Choose File" button. 
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ii. Step 2: Locate and select the desired file from your computer. 
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iii. Step 3: Selected files with the GREEN status bar reflect success, whilst those 
highlighted in RED indicate failure and you should try the upload again. 
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iv. Step 4: After all files have been selected, click the "Upload" button at the bottom 
right hand corner of this page. Once successful, the status column will be updated 
with "Uploaded" for each file selected. 

 

 
 
v. Step 5: You may preview an uploaded document by clicking the "Preview" option 

in the Preview column. If this document is incorrect, you may remove it by clicking 
the "Delete" option in the Delete column, and follow steps 1-4 to upload the 
correct file. 
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vi. Step 6: Click the "Continue to Next Step" button to proceed. 

 
 

1.5. Review Application(s) 

 

1. Select and Review the application(s) to be submitted.  
i. Step 1: Carefully review and select the application(s) to be submitted. 

ii. Step 2: Enter the “Number of Members” in the box provided.  
iii. Step 3: Ensure all fees are calculated correctly, and click the "Continue to Next 

Step" button to proceed. 
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1.6. Submit Application 

 

1. Confirm the Payment Details before submitting the application.  

 

 
 

i. Step 1: Confirm your "Paying Company" and edit if applicable. 
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ii. Step 2: Select your "Payment Method" from the list provided. 

 
 

iii. Enter your "Payment Method Number" if available. 

 

 

iv. "Upload Proof of Payment" by clicking the “Browse” button and selecting the 
desired file from your computer, if available. 
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v. Step 5: Click the "Submit Application" button to complete this application 
process. 
 

 
 

2. Your application is currently being submitted for processing.  
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3. The “Application Submission Confirmation” page, displays that your application has 

been submitted successfully. Take special note the “Transaction ID”. This will allow you 

to enter the entity portal and track the progress of your application.  
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2. Financial Returns 
 

1. Locate and select the “Financial Returns” option in the “eFiling Submissions” section of 
the home page.  

 
 

2. Select your Division to proceed. (You will only have access to the division which you are 
authorised to use.) 
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2.1. Financial Returns Filing Requirements 

1. Filing Submission Prerequisites  

 
 

i. Step 1: Carefully review the financial return requirements below. 
ii. Step 2: Download the relevant financial return template where applicable. 
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iii. Step 3: Click "Continue to Next Step" to proceed. 

 

2.2. Process Selection  

 

1. To file your financial returns, the following options must be selected from the "Process Filter Options" 
section on the right: 
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i. Step 1: Select the most appropriate "Applying Party" from the list provided. 

 

ii. Step 2: Select your "Current Asset Class". 
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iii. Step 3: Select the current "Filing Type" from the options provided. 

 

iv. Step 4: Select the "Period Submitting for" where applicable. 
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Step 5: After all of the above selections have been made, scroll to the "List of 
Application Processes" section and select the most appropriate application to 
proceed. NB. Click on the application listed in the dialog box. 

 

 
 

2.3. Upload Supporting Documents  

 

Carefully review the list of supporting documents below, and upload the appropriate documents 
required. 

Mandatory Supporting Documents - All documents in this section must be uploaded 
before proceeding. 

Optional Supporting Documents - Documents in this section may be uploaded in support 
of your application. 

Additional Documents - To upload any other documents (in support of your application), 
use the "Document Upload" option at the bottom left hand corner of this page. 
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To upload each supporting document in the list: 

 

i. Step 1: Click the “Browse” button.  

 



FSC eFile-IT Pensions Division User Manual 
 

FINANCIAL SERVICES COMMISSION       Page 28 of 34 

 

ii. Step 2: Locate and select the desired file from your computer. 

 

 
 

iii. Step 3: Selected files with the GREEN status bar reflect success, whilst those highlighted 
in RED indicate failure and you should try the upload again. 
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iv. Step 4: After all files have been selected, click the "Upload" button at the bottom right 

hand corner of this page. Once successful, the status column will be updated with 

"Uploaded" for each file selected. 

 

 
 

v. Step 5: You may preview an uploaded document by clicking the "Preview" option in the 
Preview column. If this document is incorrect, you may remove it by clicking the "Delete" 
option in the Delete column, and follow steps 1-4 to upload the correct file. 
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vi. Step 6: Click the "Continue to Next Step" button to proceed. 

 
 

2.4. Application Review 

 

1. Select and Review the application(s) to be submitted.  

i. Step 1: Carefully review and select the application(s) to be submitted. 

ii. Step 2: Click the "Continue to Next Step" button to proceed. 
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2.5. Submit Application:  

1. Confirm email and submit application.  

 
 

i. Step 1: Update the “Entity Email(s)”, where applicable.  
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ii. Step 2: Click the “Submit Application” button to complete this application 

process.  

 

 

2. Your application is currently being submitted for processing.  
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3. The “Application Submission Confirmation” page, displays that your application has been 

submitted successfully. Take special note the “Transaction ID”. This will allow you to enter 

the entity portal and track the progress of your application.  

 

 


