How to Add New Contact/Administrator to Your
Electrical Contractor Account (Organization)

1 Navigate to https://licensing.esasafe.com/

ESA Online

Licensing

Welcome to ESA Licensing Portal, where you can apply for and manage your Master Electrician and Electrical Contractor Licenses. Set up
your unique sign-in or log into your existing profile from the top of this page to access all applications and your personal profile.

Licence Applications View your profile Report Unlicensed Activity

Apply for the Master Electrician Exam and View your licensing profile, see your If someone performing electrical work is not
Licence, an Electrical Contractor Licence or receipts, access past applications and a Licensed Electrical Contractor (LEC) or
access other forms to maintain your licence more not meeting the requirements of their

licence, you can report it. (No sign-in
required.)



2  Click "Signin"

Electrical
Safety Licence & Exam Applications Submit Complaint Quick Links ~ Signin
“ Authority —_—

ESA Online

Licensing

Welcome to ESA Licensing Portal, where you can apply for and manage your Master Electrician and Electrical Contractor Licenses. Set up
your unique sign-in or log into your existing profile from the top of this page to access all applications and your personal profile.
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Licence Applications View your profile

Apply for the Master Electrician Exam and View your licensing profile, see your If someone performing electrical work is not
Licence, an Electrical Contractor Licence or receipts, access past applications and a Licensed Electrical Contractor (LEC) or
access other forms o maintain vour licence more not meetina the reauirements of their

3 Click the "Email Address" field.

DE

Authority
Sign in

Sign in with your email address

Email Address

Password

Eorgot your p a2

Don’t have an account?




4 Click the "Password" field.

DE,
Sign in

Sign in with your email address

Email Address

Don’t have an account?

5 Click "Sign in"

D

Authority
Sign in

Sign in with your email address

Email Address

Password

Forgot your password

Sign in

Don't have’an account?  Sign up now




6  Click "Profile"

Electrical :
Safety Licence & Exam Applications Submit Complaint Quick Links~ Rrofile~
- Authority _

Home / Profile

Profile
Wel to the ESAL g Portal.
Q Please fill in, review, and save your profile information.
Once your profile has been successfully saved, you will be able to use other areas of the site.
ME Licence Number: Not Available
Profile

Licence Status: Not Available

Licence Renewal Date: Not Available
My Applications

First Name * Middle Name
My Receipts

Last Name
Pay Fees

Preferred Name E-mail *
Wallet
Mu Ormanizatinns Phana Numhar & Fay

7  Click "My Organizations"

Electrical
Safety Licence & Exam Applications Submit Complaint Quick Links~ Profile~
Profile
Home / Profile My Applications

My Receipts

Profile EAvfeee
Wallet

My Organizations

Wel to the ESAL g Portal.
Q Please fill in, review, and save your profile information. Sign out

Once your profile has been successfully saved, you will be able to use other areas or e sie.

ME Licence Number: Not Available

Profile
Licence Status: Not Available

Licence Renewal Date: Not Available
My Applications

First Name * Middle Name
My Receipts

Last Name *
Pay Fees

Preferred Name E-mail *
Wallet

Mv Oranizatinns Phana Numhar Fay




8  Click "View"

Electrical
Safety Licence & Exam Applications Submit Complaint Quick Links ~ Profile~

Home / Profile / My LECs

My LECs

Account Name Operating Name Role

“
B S

9  Click "Manage Contacts"

LEC - Landing Page

LEC Licence Number:

Licence Status: Valid
Licence Renewal Date: 2026/05/31

Legal Company Name

LEC Profile

. Operating Name (if different from above)
LEC Applications

Manage Contacts Email Address Cell Phone
I
Pay Fees Business Phone Extension
Receipts
Preferred Method of Contact Fax
Email v
Website

Search Address here



10 Click "Invite New Contact" NOTE: Active Contacts can
be managed by clicking the
LEC Contacts associated downward

chevron.
N e e —— _—

O Y
B Owe Yes s g
LEC Profile ] Alternate Master No Yes ®
Electrician
LEC Applications
Invited Contacts

Invite New Contact

Manage Contacts

First Name Last Name Role Is Admin Created ¥
Pay Fees

Recsipts There are no records to display.

Have a question? Stay Informed

11 Complete the required information

(¢ Create

First Name *
Last Name *
Phone Number
Provide a telephone number

Email *

Role *

Select




12 Take special note of the "Is Administrator" field.

Provide a telephone number
Email *
Role *

Support Staff

[J Is Administrator

Those that are deemed an Administrator will have full access
within this portal which will allow the individual to modify cont
renewals and other licence applications, and add other Admir
Administrator button is not selected, the individual will only be
on the Contractor Profile.

13 Ensure you read this section regarding Administractor access.

Role =

Support Staff

Is Administrator

Those that are deemed an Administrator will have full access to the Contractor Profile
within this portal which will allow the individual to modify contact information, submit lic
renewals and other licence applications, and add other Administrators to this account. |
Administrator button is not selected, the individual will only be able to view the informal
on the Contractor Profile.




14  Click "Submit" when done.

Is Administrator

Those that are deemed an Administrator will have full access t
within this portal which will allow the individual to modify conta
renewals and other licence applications, and add other Adminis
Administrator button is not selected, the individual will only be

on the Contractor Profile.

15 Ask the invited person to check their email inbox for their invitation.
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Inbox
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Snoozed
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Electrical Safety Authority - LEC contact invitation _ b x

nor.ii-ndlpsit«m eply-esaltpsit @electricalsafety.on.cas
veto I

You have been invited 1o join ESA's Licensing Portal. This portal is used to manage Electrical Contractor and Master Electrician Licenses.

10:53AM (O minutesage) Ty @

Click hars fo register to the Licensing Portal by using the “Sign up now” link with your email address

Note: this is a separate portal from the LEC Portal (used for applying for and scheduling nofifications) and a different log in is required.
1f you have any questions, please contact our office at 1-877-372-7233, option 3 or at esa licensing@electricalsafety on ca

ESA Licensing

Electrical Safety Authority

155A Matheson Bivd. W. Mississauga, ON LSR 3L5
Visit Us: X | Eacebook | Linkedin

This e-mail and any attachments may ba private and confidential. If you have recsived this message in error. you should not take any action based upon its contents, copy or show it tc
Please contact the sender immediately and delete this email and any attachments from your system

([ Reply ) ( 4 Replyall ) ( ~ Forward ) (@)



16  They will need to follow the "Click here to register" link in their email.
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Electrical Safety Authority - LEC contact invitation _ Iaboe x

ply-esaltpsit <noreply-esaltpsit Gelectsicalsalety on.cas 10:53AM (O minutesago) 3¢ @
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Heto [N
Vnum Invited 1o join ESA's Licensing Portal. This portal is used to manage Electrical Contractor and Master Electrician Licenses.

{
isier to the Licensing Portal by using the “Sign up now” link with your email address.
4
Note: this is a separate portal from the LEC Pontal (used for applying for and scheduling nofificaions) and a different log in is required.

If you have any questions, please contact our office at 1-877-372-7233 option 3 or at esa licensing@electricalsafety on ca

ESA Licensing

Electrical Safety Authority

155A Matheson Bivd. W. Mississauga, ON L5R 3L5
Visit Us: X | Eacebook | Linkedin

This e-mail and any attachments may be private and confidential. If you have received this message in error, you should not take any action based upon its contents, copy or show it tc
Please contact the sender immediately and delete this email and any attachments from your system
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