
 

 

 

How to Update Your Professional Liability Insurance 

 
 

1. Log in to My Portal with your CPA Ontario ID and password. Click Firm Dashboard. 
 
 
 

https://myportal.cpaontario.ca/


 

 
 
 

 

2. If you are the Firm Representative of more than one Firm/Firm office, click Switch Firm. 

Click View All under the Professional Liability Insurance tile. 
 

 



 

 

 

3. Click Update Insurance Information to submit your insurance information. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. Click Next on the Instructions & Requirements page. 



 

 

 

5. Select the following if applicable: 

• Ongoing - your Firm is active and still operating 

• Discovery - your Firm is closed and are in the 6-year extended reporting period 

• Coverage Held Directly – The current Firm is the policy holder 

• Covered by Another Firm – Another Firm is the policy holder 



 

 

 

6. a) Covered by Another Firm 

Look up the Firm that is covering your Firm’s insurance. The name you look up must match the 

name that is registered with CPA Ontario. If you are searching a specific firm office, separate 

the firm name and city with a comma, ex. ABC LLP, Essex. 



 

 

 

6. b) Coverage Held Directly 

Please indicate the insurance provider and their contact information. This information is 

required. You may also indicate the broker information, if applicable. The broker information are 

not require fields. 

Limit liability per claim, Minimum aggregate limit and deductible amount: These fields will 

not accept special characters and punctuation marks. Please indicate the amounts without a 

dollar sign, commas and decimals. 
 



 

 



 

 

 

7. Review your form before submitting. Check off the attestation box and then click Submit. 
 


