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NRC IIP Instructions 2 

Registration 
Firms are invited to the IIP via email. If you have not received the IIP invitation email or need to 

change your authorized contacts, please contact your Industrial Technology Advisor (ITA) 

1. From the email received, copy-paste 

the link to launch the NRC IIP 

welcome page. 

 

2. Use the Login fields to login with your 

Username and Password. 

 

3. Click Login. 

Note: If the firm does not have an 

existing account, one must be created. 

See Account Creation below. 
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Account Creation 
From the email sent by NRC IRAP, click the link to open the NRC IIP welcome page. 

1. From the NRC IIP welcome page, 

click Create Account. The Create 

Account page opens. 

 

 
2. Enter the required information. 

Tip: Click the field tip icon       for help on 

each field. 

 

 
3. In the Site Registration section, 

enter your Email. Emails need to be 

unique for each account. 

 

4. Enter the Security Code from the 

email sent by NRC IRAP. 

 
5. In the Security section, select a 

Security Question from this list. 

 

6. Enter your Security Answer.  

Note: Please note this answer for any 

account recovery attempt.  
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7. Read the Privacy statement and the 

NRC IRAP Code of Conduct in the 

Declaration section, then click the 

checkboxes to enable the Create 

Account button. 

 

8. Click Create Account. The “Account 

creation successful” message 

appears. Your account must be 

activated. 

 

9. Open the email sent to you and 

follow the instructions. 

 
 

10. From the activation email, click the 

link to return to the NRC IIP welcome 

page. 

 

11. Use the Login fields to login with 

your Username and Password. 

 

12. Click Login. 
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Client Profile Management 
My Profile 
The My Profile module displays the current personal information NRC IRAP has on file for you 

as a user. Personal information is recorded based on the information that was provided to your 

ITA at the time your firm registered with NRC IRAP. The contact information in the My Profile 

section is personal to you and will not modify the firm’s information or contact details. 

1. From the home page, click the My 

Profile. 

 

2. My Profile is divided into three (3) 

sections:  

• Personal Information,  

• Contact Information,  

• Address. 

Fields marked with a red asterisk are 

required. 

 

Personal Information 

3. From the Personal Information 

section, click the field to edit.  

Fields then can be modified are: 

Preferred Name, Prefix, Language, 

Title and Department.  

Caution: First Name and Last Name are 

read-only and cannot be updated. If you 

wish to change any locked fields, please 

contact your ITA. 
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Contact Information 

4. Use the Contact Information section 

to update the information. To avoid 

any interruption in communications, 

please keep this up to date.  

 

5. Fields then can be modified are: 

Telephone including area code, 

Extension, Cell Phone, and Fax. 

Caution: Email is read-only and cannot 

be updated. If you wish to change any 

locked fields, please contact your ITA. 

 

Address 

6. From the Address section, use the 

tool to look up a Canadian street 

address or postal code. 

 

Or:  

 

Enter the information in the fields. 

Caution: Country is read-only and 

cannot be updated. If you wish to change 

any locked fields, please contact your 

ITA. 

 
7. Click the Submit button to save your 

changes. Changes submitted through 

the portal are updated in real time 

and are available to your ITA 

immediately. 

Caution: If you navigate away from this 

page without clicking Submit, your 

changes will not be saved. Click the 

Cancel button or the Home link at the top 

of the screen to quit without saving. 

 



 

NRC IIP Instructions 7 

8. Alternatively, click the My Profile 

dropdown in the menu bar if you wish 

to access the following options: 

• Change Password; 

• Change Security Question; 

• My Profile; 

• My Documents; 

• My Profile - More (contains 

instructions and information). 

 

 

Firm Information 
The Firm Information module displays the current firm information NRC IRAP has on file for 

your firm. Firm information is recorded based on the information that was provided to your ITA at 

the time your firm registered with NRC IRAP or the latest information updated by the Firm 

Delegated Authority through the IIP.  

1. From the home page, click the Firm 

Name link to open the Firm 

Information page. 

 

2. The Firm Information is divided into 

three (3) sections:  

• Firm Information,  

• Firm Contact Information,  

• Firm Address. 
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Firm Information 

3. From the Field Information section, 

click the field to edit.  

Fields then can be modified are: 

Operating Name, This Status Since, 

Fiscal Year End Month, Total Number 

of Employees, and Language.  

Fields marked with a red asterisk are 

required. 

Caution: The Legal Name, Business 

Number, Provincial ID, Type and Legal 

Status fields are read-only and cannot be 

updated. 

4. Changing the Language preference 

will update the language in which 

your firm receives NRC IRAP 

correspondence. 

 

Firm Contact Information 

5. Use the Firm Contact Information 

section to update the information. To 

avoid any interruption in 

communications, please keep this up 

to date.  

 

6. Fields then can be modified are: 

Telephone including area code, Toll 

Free, Fax, Email, and Website. 

Note: These fields can be updated at any 

time by the Firm Delegated Signing 

Authority through the NRC IIP.  
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Firm Address 

7. From the Firm Address section, use 

the tool to look up a Canadian street 

address or postal code. 

 

Or:  

 

Enter the information in the fields. 

 

 
8. The firm’s ITA is identified in the 

Declaration section and their email 

contact is available. 

 

The declaration must be checked to 

enable the Submit button.  

 
9. Click the Submit button to save your 

changes. Changes submitted through 

the portal are updated in real time 

and are available to your ITA 

immediately. 
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Adding EDI Information 
This module is only visible to the firm’s Business Owner and legal signing authority. 

1. From the Firm Documents page, 

select the Equity Diversity 

Inclusion (EDI) module. 

 
2. From the Business Ownership 

section, use the lists to enter your 

information. 

 

3. Select the Enter a percentage 

option from the drop-down list to type 

the number in the field that appears. 

Note: This information is voluntary and 

not required; it is used in NRC IRAP’s 

commitment to fairness and 

transparency. 

 
4. From the Executive Team section, 

use the lists to enter your information. 
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5. From the Board of Directors 

section, use the lists to enter your 

information. 

 

6. Click Submit. The successful 

message appears.  
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Sharing Documents with NRC IRAP 
NRC IRAP clients can share/receive documents from their IRAP representatives through the My 

Documents module and firm authorities can share/receive firm documents through the Firm 

Documents module. These modules allow for sharing of documents through a secure website 

at various stages of the relationship with NRC IRAP.   

Below is a list of options for exchanging documents that have been added to the Firm Documents 

module. 

Sharing Documents on the Firm 
A client in IIP who is authorized to manage the firm, e.g., the assigned Firm Delegated 

Signing Authority, can upload and share documents with IRAP representatives through the 

Firm Information module in the IIP. 

Process Description 

Uploading documents Clients in IIP can upload documents in any supported file 

types currently in the IIP.  

When a client in IIP uploads a document, the associated 

ITA is notified. Documents uploaded will be visible and 

downloadable to IRAP representatives. 

Editing document descriptions Clients in IIP can edit the comments/description of 

documents that they upload.  

Clients cannot edit the comments/description of documents 

uploaded by IRAP representatives. 

Downloading documents Clients in IIP can download documents uploaded by IRAP 

representatives, even locked documents. 

Deleting documents Clients in IIP can only delete the documents they upload.  

They cannot delete documents uploaded or locked by 

IRAP representatives. 
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Viewing Firm Documents 
The Firm Delegated Authority will see a link to Firm Documents below the Firm name. If new 

documents have been shared with the firm, a red dot will appear beside the Firm Documents 

link and the authority on the firm will receive an email. 

1. From the home page, click the Firm 

Name link to open the Firm 

Information page. 

 

2. Authorized personnel from the firm 

will see the complete list of 

documents uploaded by either the 

client in IIP or IRAP representatives. 

The documents are divided into 2 

modules: 

• Firm Documents 

• Profile Documents 

 

Firm Documents 

3. From the Firm Information page, 

click Firm Documents. These 

documents are those that an 

authorized firm authority has shared 

with IRAP and that IRAP 

representatives have shared with 

your firm.  

Caution: The firm document buttons will 

only be visible to authorized personnel to 

manage the firm. Regular contacts will 

only see the Firm Information button. 
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Profile Documents 

4. From the Firm Information page, 

click Profile Documents These are 

documents your firm’s contacts have 

shared with IRAP and that IRAP 

representatives have shared with 

contacts on your firm.  

Note: Other contacts can find their 

documents under My Documents from 

the home page. 

 

 

Downloading Documents and Editing Document 
Descriptions 
In the Profile Document module, we can only download and edit the Comments or Description 

added to the documents. If there is an issue with the document, the name of the firm’s contact 

who uploaded the document or the name of the IRAP representative that might have shared a 

document with a firm’s contact is provided. 

1. From the Firm Documents or 

Profile Documents module, click on 

the document File Name link to 

download it to your files. 

Note: If a document is uploaded while 

the client or IRAP representative is in 

one of the document modules, the 

person you have shared with will have to 

refresh the page to see the new 

document. 

 
2. Click Edit to add comments for your 

IRAP representative. 
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3. Type your comment and or 

description and click Update to save. 

 

 

 

Uploading a Document 
Clients can upload documents of any file types currently supported in the IIP. Whenever a client 

uploads a document, their ITA is notified. Documents uploaded will be visible and downloadable 

to IRAP representatives. 

These instructions provide information on how to upload a document in the Firm Information 

module via the IIP, available only to authorized personnel. E.g., delegated signing authority. 

1. From the Firm Documents or 

Profile Documents module, click on 

Choose File. 

 

 
2. Locate and select the file to be 

uploaded and click Open.  

 

3. Click Attach to upload the file. 

 

The document has been successfully 

uploaded. Documents uploaded in IIP 

are updated in real time and available 

to view by IRAP representatives and 

the authorities on the firm.  
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Deleting a Document 
Clients in IIP can only delete the documents they upload. Clients in IIP cannot delete documents 

uploaded or locked by IRAP representatives 

These instructions provide information on deleting documents in the Firm Information module 

of the IIP. 

1. Click the Delete link to delete the 

shared document.  

 

 

2. Click OK on the confirmation of 

delete that will pop up at the top of 

the page if you wish to proceed. 

 

The shared document has been 

deleted and no longer appears in the 

grid. 

 

Caution: If the document is ‘locked’, the 

Delete option is greyed out. 

  

 


