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eClearance User Guide 

About the eClearance Application 

Features of the application 

 24/7 access – The online eClearance system allows you access seven days a week, 
twenty-four hours a day 

 Online lists - Principals can create online lists containing their sub-contractors’ 
names and other details. 

 Online requests – A principal or contractor can easily generate an individual one-off 
clearance certificate. 

 Enhanced verification options – After a principal has set up a list/lists, it is easy to 
keep the lists up to date by adding or removing contractors as required. The system 
also stores the contractors’ information (history) and is accessible online any time. 

 Predictable renewal dates – After a principal has set up a list/lists, new clearance 
certificate numbers will automatically be generated four times a year, for all sub-
contractors that are in good standing. The dates are May 20, August 20, November 
20, and February 20. 

 90 day validity periods – Clearance certificates will be valid for periods of up to 90 
days. 

Getting Help 

Online help 
As you are using the eClearance application, help and error messages will be available to 
guide you. 

The WSIB eClearance helpline 
For business support contact: 1-888-243-1569 or 416-344-4122 
For technical support contact: 1-888-243-1569 or 416-344-4122 

Session Timeouts 
Before you log on to the system, we recommend that you have on hand all of the 
information you will need while you are working on the system:  

 Contractor’s WSIB account number which will provide you with the most accurate 
results. If you do not have the account number, you’ll need some or all of the 
following information: the contractor’s legal or trade name, Canada Revenue 
Agency (CRA) business number, address, telephone number, and email address. 

 Principal’s WSIB account number which will provide you with the most accurate 
results.  If you do not have the principal’s account number, you’ll need some or all 
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of the following information: the legal or trade name, CRA business number, 
address, telephone number, and email address. 

 Sufficient details of the business activities performed for the principal so that the 
WSIB can review the contractor’s assigned classification. 

 Email address, fax number or mailing address for the delivery of the certificate of 
clearance. 

Please ensure you have all required information on hand prior to logging on, because your 
online session will expire if it has been inactive for 20 minutes or more. For security reasons, 
the system will log you out. We have taken this precaution in order to protect your 
information. You will have to log in and start over. 

How your Account Details are Entered into the Application 
When a principal or a contractor registers with the WSIB, the principal’s/contractor’s 
account details are entered into the WSIB’s central database and are available in the 
eClearance application. 

Signing On 

Types of user access 

Principal 

Contractor 

Public user 

Getting a user name and password 
To use most WSIB eServices such as eClearance, you will need to sign up for a WSIB 
eServices account first. Once you have successfully signed up for eServices, you can then 
choose to enrol in a particular eService. 

Logging on 
1. In the User ID field, type your User ID. Note: The User ID is not case sensitive. 
2. Press Tab. 
3. In the Password field, type your Password (minimum 8 characters with at least 1 

alpha character). 
4. Click Log in. 

The first time you log in, the system will display the First-Time Set Up screen. 

Forgot your password? 
Click on the Forgot Password link and follow the instruction on the screens. 

Forgot your User ID? 
Click on the Forgot User ID link and follow the instruction on the screens. 
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First Time Setup 
The first time you log in, you need to make several set up selections. After your initial set up, the 

next time you log in, the First-Time Set Up screen does not appear. If you have multiple 

accounts in the WSIB eServices, you will see an Account Selection screen before the First-Time 

Set Up screen. 

Step 1: Select your default role 
On the First-Time Set Up screen, you must select your role by indicating whether you are a 
principal or a contractor. 

To select your default role 
1. Depending on your role, click on the appropriate button: 

I am a Principal: I hire contractors to do work. 

As a principal you will be able to maintain list(s) of your contractors and create clearance 
certificates for your contractors and the principals you may work for.  
 
or  

I am a Contractor: I am hired by principals to do work 

As a contractor you can create clearance certificates for the principals you work for and also 
for the contractors you may hire to do work. 
 
Note:  If you are a general contractor, select “Principal”. If you are a contractor that hires 
subcontractors, select “Principal”. 

 
 

  

Select your role: Principal or 

Contractor. 
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Step 2: Confirm your default Automatic Email Notification (AEN) 

selections 
If you are a principal, continue with Principal email notification options. 
If you are a contractor, continue with Contractor email notification options. 

Principal email notification options 
After you add contractors to your list, new clearance certificate numbers will automatically 
be generated for you 4 times per year (May 20, August 20, November 20 and February 20). 
Based on your selections below, you will receive an AEN about the automatic generation of 
clearance certificates and your own account(s) status. (You will be able to modify these 
selections through “Edit My eClearance Settings” as required). 

Reminder 
 Select Reminder to receive email notification 10 days before each quarterly review. This 

AEN will provide you with an advance notice reminder to update your list by adding new 
contractors or removing those you will no longer be working with. 

Quarterly review notification 
 Select Quarterly Review Notification to receive email notification when the 

quarterly review is complete and clearance certificate numbers issued for 
contractors who qualify, and 

 Receive email notification when contractors on your list, who were not eligible for a 
clearance certificate number at the time of the quarterly review, become eligible 
and receive a clearance certificate number. 

Manage my account status 
The Manage my account status option will help you manage your account and help to 
ensure your account is eligible to qualify for the release of clearance certificate numbers 
when requested by the principals you work for. 
 
You will receive email notification when: 

 your account becomes ineligible to qualify for release of clearance certificate 
numbers, or 

 your account status changes from being ineligible to qualify for clearance certificate 
numbers to eligible  

Other accounts in your profile (displayed only for those with multiple accounts) 

If you have other accounts in your profile, and if you select Apply these settings to all my 
accounts your choices for account role and email notification will apply to all the other 
accounts in your profile.  
 
Note: If you select all 3 AEN options and apply them to all of your accounts, you will receive 
only one (1) reminder email before the quarterly review.  However, with the “quarterly 
review notifications” and “Manage my account status” you will receive AENs for each 
account. 
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Language preference for email 
Initially, AEN emails will be available only in English. We expect French language AEN emails 
to be available in early 2011. 

Saving your settings 
To save your settings, click on Save my settings. 
To cancel the settings, click on Cancel. 
 
When you click on Save my settings, the Manage My Contractors screen is displayed.  

 The first time that you log on to the application, the Manage My Contractors screen 
displays a default list.  (A list is a collection of the firms that you contract with 
frequently or only for a particular project. After you have created a list, you should 
save it so that you can use it again later. After you have saved your list, you can view 
it, add to it, delete contractors from it, or request clearance letters for some or all of 
the contractors.) You can re-name the default list with a name that is meaningful for 
you. 

 If you are a principal with a single list, the Manage My Contractors screen displays 
the list showing all of the contractors’ details. 

 If you are a principal with more than one list, the Manage My Contractors screen 
displays all of your contractors’ lists in collapsed format.  

Contractor Email Notification Options 
To help you manage your accounts standing and ensure your account is eligible to qualify for 
release of clearance certificate numbers when requested by principals, we offer the 
following AEN option for all contractors. 

Manage my account status 
1. Select Manage my account status to receive an AEN when: 

 Your account becomes ineligible to qualify for release of clearance certificate 
numbers, or 

 Your account status changes from being ineligible to qualify for clearance certificate 
numbers to eligible  

Other accounts in your profile (displayed only for those with multiple accounts) 

Select Apply these settings to all my accounts if you have other accounts in your profile and 
you want your choices for account role and email notification to apply to the other accounts. 

Language preference for email 
Initially, AEN emails will be available only in English. We expect French language AEN emails 
to be available in early 2011. 

Saving your settings 
To save your settings, click on Save my settings, or 
To cancel the settings, click on Cancel. 
When you click on Save my settings, the Create Clearance Certificate screen is displayed. 
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Working with the Setup Menu 

Use the Setup Menu to:  

 View your account details 

 Edit your eClearance settings, and  

 If you have multiple accounts, switch to and work with other accounts. 

 

 

 

 

 

 

 

 

  

See “Viewing your Account Details.” 

See “Editing your eClearance Settings.” 

 See “Switching Accounts.” 
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Viewing your Account Details 
From the eClearance application, a principal or a contractor can view their account 
information. 

Displaying your account details 

To display your account details 

Click on the View My Account Details link in the navigation panel on the left side of the 
eClearance application. 

What to do if your account information is not correct 

If any of your account information is incorrect, click on Contact WSIB and follow the 
instructions for contacting the WSIB. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Editing your eClearance Settings 
If you are a user acting as a principal or contractor, you can view and change your user role 
and Automatic eMail Notification (AEN) preferences. 

For principals: 

1. Click on Edit my eClearance Settings. 
 
On the Edit my eClearance Settings screen you will see the Principal option 
selected, along with your current AEN choices for Reminder, Quarterly review 
notification, Manage my account status and Language for email. 
 

Contact WSIB if you have 
questions. 

1234567 
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2. Select Contractor for the user role. 
 
The system displays your contractor’s pre-selected AEN choices (Manage My 
Account Status and Language for email). 
 

3. You can change the AEN settings and then select Save My Settings. 
 
The system displays the Create Clearance Certificate screen with your contractor’s 
profile, WSIB account details, and menu. 

For contractors: 

1. If you are a contractor, select Edit my eClearance Settings to open the Edit my 
eClearance Settings screen. 
 
The system displays the Edit my eClearance Settings screen showing the Contractor 
option selected, along with your current AEN choices for Manage my account status 
and Language for email. 
 

2. Select Principal for the user role. 
 
The system displays your principal’s pre-selected AEN choices (Reminder, Quarterly 
Review Notification, Manage my account status, and Language for email). 
 

3. You can change the AEN settings. 
 

4.  Select Save My Settings. 
 
The system displays the principal’s Manage My Contractors screen with your 
principal’s profile, WSIB account details, and menu. 
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Switching Accounts (the Switch Accounts option appears only for multi account users) 
If you have multiple WSIB accounts, you can select Switch Accounts to change your account 
preferences. 

To switch accounts 

1. Select Switch Accounts to open the Switch Account Selections screen. 
 

On the screen, the greeting “Hello” is displayed along with your user name (first and 
last name) and a list of your WSIB accounts. The system displays the prompt Which 
account would you like to view? 

 
2. Select the Legal Name/Trade Name of the account you want to work with. 

 
The system updates your WSIB account details. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

Click Switch Accounts to 

display all your accounts. Select 

account to work with. 

6638291 

1234567 

5689324 

6638291 
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Working with the Tools Menu 

Use the Tools Menu to:  

 Work with contractors  

 Create lists 

 Create clearance certificates, and  

 View clearance history. 

 

 

 

 

 

 

 

 

  

See “The ‘Manage My Contractors Screen.” 

See “Creating Clearance Certificates.” 

See “Viewing Clearance History.” 

 

123ABC LTD 

5689324 
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The “Manage My Contractors” Screen 
The “Manage My Contractors” screen is available only to principals. When a contractor 
registers with the WSIB, the contractor’s account details are entered into the WSIB’s 
database and are available to principals in the eClearance system. Principals can use the 
Manage My Contractors screen to: 

 Create a 2nd list in addition to the default one (use lists to group your contractors by 
project or work site) 

 Show the contractors’ details in a list 

 Hide the contractors’ list details 

 Rename lists 

 Delete lists 

 Add contractors of your choosing to lists (to a maximum of 500 contractors per list) 

 Delete contractors from lists 

 Copy contractors from one list to another 

 Move contractors from one list to another 

 Add contractors who want to work for you and are requesting to be on your list(s). 
 
The first time you use the eClearance application, you will have one default list with the 
name “My Contractors” (shown in the screen shot below). You can change the name of the 
list; to do so refer to the section called “Renaming a list”. The default list does not contain 
any contractors but is ready for you to add your own. 
 
 

 
 
 
 
 
 

 

  

Click on Manage 

My Contractors 

to display the My 

Contractors 

screen. 

Create lists 

Rename lists 

Delete lists 

Delete contractors 

from lists. 

Add contractors 

to lists. 

 

Add contractors who 

would like to work for 

you. 

 123ABC LTD 

5689324 
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Working with Lists 

What is a list? 
In the eClearance application, a list is a collection of your contractors and their details (i.e., 
Legal/Trade Name, Address, Clearance Certificate Number, and Validity), grouped according 
to your business needs. You can group contractors by: 

 city location (e.g., Oakville) 

 project (e.g., Resthaven Villa) 

 numbers (e.g., 1, 2, 3) 

 by worksite, by industry sector 

 by date, or  

 by any other name that has meaning for you within your business context. 
 
You can have up to 2 lists with a maximum of 500 contractors per list. 

Renaming a list 
You can rename a list. The first time you use the eClearance application, you will have one 
default list with the default name of “My contractors”. 

To rename a list 

1. Beside the name of the list that you want to rename, click on Rename list. 
2. In the Rename a list pop-up box’s Enter a list name field, type a new name for the 

list (maximum 40 characters). 
3. To save the list with new name, click on Save 

 or  
to cancel the action, click on Cancel. 

 

 
 
 
 

Click on Rename 

list and type a 

new name. 

123ABC LTD 

5689324 
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Creating a new list 
The first time you use the eClearance application, you will have one default list with the 
default name of “My contractors”. You can change the name of the list; to do so refer to the 
section called “Renaming a list”. The default list does not contain any contractors but is 
ready for you to add your own contractors. You can also create one additional list of your 
own. 

To create a new list 

1. Click on Add a List. 
2. On the Add a List pop-up box, type a name for your list (maximum 40 characters). 
3. Click Save. 
After you have created a list, you can add contractors to it. 
 
If you are a principal with a single list, when you open the Manage My Contractors Screen, 
it displays the list showing all of the contractors’ details. 
 
If you are a principal with two lists, when you open the Manage My Contractors Screen, it 
displays the names of both of your lists in collapsed format. You can display the contractors 
in each list by clicking on the list’s name. 

Deleting an existing list from the system 
You can delete a list you no longer need. To safeguard you from deleting a list accidentally, 
the system prompts you to confirm the deletion. Note: You cannot delete all of your lists: 
your last list becomes your default list, so you will always have at least one list.  

To delete a list 

1. Beside the name of the list that you want to delete, click on Delete List. 
2. When the Customer List pop-up box appears, to delete the list, click on OK, or to 

cancel the action click on Cancel. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
The Manage My Contractors Screen above has two lists. When there is more than one list, 
the lists appear collapsed so that you cannot see the contractor details. 

Click on Delete list, beside 

the name of the list you 

want to delete. 
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Showing and Hiding the Details on a List 
After you have created an additional list, the Manage My Contractors Screen shows both of 
your list names: 
 
If you are a principal with a single list, when you open the Manage My Contractors screen, 
it displays all of your contractors’ Legal/trade names, Addresses, and Clearance Certificate 
numbers. 
 
If you are a principal with two lists, when you open the Manage My Contractors screen, it 
displays the names all of both of your lists in collapsed format. You can display or hide the 
contractors in each list by clicking on a list’s name. 
 
Note: The Move Contractors and Copy Contractors buttons appear on the screen only for 
principals with two lists. 

 
The Manage My Contractors screen above has two lists. The first list is expanded so that the 
legal/trade names of all the contractors, their addresses, clearance certificate numbers, and 
validity dates are displayed on screen. 
 
You will also see that the legal/trade names and clearance certificate numbers are 
underlined. To display a contractor’s details, click on the underlined contractor’s name.  
To display a contractor’s clearance certificate, click on the underlined clearance certificate 
number. 
 

  

To expand or hide the contractors in a 

list, click on the list’s name. 
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Understanding Contractor Details on a List 
For each contractor in a list, the following information is displayed: 
Legal/trade name 
 
Address 
This is the address of the business. 
 
Clearance Certificate Number 
This field provides information about the contractor’s clearance certificate status: 

 If a contractor has met the requirements for a clearance certificate, the clearance 
certificate number field displays the contractor’s clearance certificate number. 

 If the contractor’s account changes from ineligible to eligible, the clearance 
certificate number field shows “Eligible for clearance certificates. Auto Generation 
will occur shortly”. 

 If an account is ineligible, the certification number field shows the text “Not eligible 
for clearance certificate”. If such is the case, the contractor, not the principal, must 
call the WSIB. 

 
Validity 
“Validity” refers to the period of time that a certificate is effective. If a certificate is issued 
on February 20th and expires on May 19th, the period of February 20th to May 19th is the 
validity period. 

Viewing all your contractors at the same time 
You can view up to 500 of your contractors in a table at the same time. 

To view all contractors at the same time 

1. On the Manage My Contractors screen, click on the view your history link. 
 

 

 
The View Clearance History screen (shown on the next page), showing up to 500 of 
your contractors, is displayed. You can narrow down the list by selecting the options 
described below. 
 
 

 
 
 
 
 
 
 

To view all your contractors at the same 

time, click on the view your history link. 
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2. To select the From and To dates, click in each date field and select the start and end 

dates from the calendar. 
 

3. From the Show group of choices (i.e., All Transactions, Only Clearances Issued, Only 
Clearances Not Issued, Transactions for a Specific Contractor), select the one you 
want. 
 

4. If you have only one account select Show data for (your trade/legal name), or  
if you have multiple accounts you can select Show data for all my accounts. 
 

5. To display a table that matches the selections you made, click on the Search button. 
 
You can sort the table by clicking on the column headings. 
 

6. To save the information as a spreadsheet, click on Save as Spreadsheet. 
 

The system generates and displays a spreadsheet of the search results, including the 
contractor legal name, trade name, rate group and description, principal legal name, 
principal trade name, etc. 
 
If you see a message indicating that the search results have been limited to 500 
records, you have history greater then what is viewable on the screen.  To view all 
of the records matching your search criteria, click on ‘Save as Spreadsheet’. 

 
7. If you wish, you can save the spreadsheet on your own computer.  

You can sort the table according to different 

categories by clicking on any of the column 

headings. 

ABC123 INC 

 ABC123 INC 

ABC123 INC 

 ABC123 INC 

ZX12345678XZ 

VU12345678UV 

 TS12345678ST 

 CD12345678DC 

 

ABC123 INC / CONSTRUCTION 
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Saving your Contractor List(s) as a Spreadsheet 
The Save as Spreadsheet link on the Manage My Contractors List summary page allows you 

to download an excel spreadsheet version of your contractor list(s). Using the Save as 

Spreadsheet feature from this page will allow you to download the information from all lists 

on the same spreadsheet. The spreadsheet will include the following information for each 

contractor on your list(s): 

 Contractor Legal/Trade Name 

 Contractor Account Number 

 Contractor Address 

 Clearance Certificate Number 

 Validity Period 

To download the spreadsheet with information from all lists, simply click Save as 

Spreadsheet on the Manage My Contractors List summary page. 
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To download a spreadsheet with information for a specific list, simply click on the List Name. 

The List Details page will appear, and you can select Save as Spreadsheet to view the 

information for that specific list in spreadsheet format. 

 

 

 

 

 

 

 

 

 

Adding contractors to an existing list 
To add contractors to an existing list, you must first search for the contractor(s).  You can 
search  

 by account number only - The account number is the 7-digit number the WSIB 
assigns to employers when they register with the WSIB.  Note: Searching by account 
number ensures the most accurate results, 
or 

 by business name, telephone number, CRA business number, street address, city, 
and postal code – this is an advanced search.  

 
Note: The system will not allow you, as a principal, to search/select your own account 
number. 

To search by account number 

You can enter a maximum of 200 account numbers. 
1. On the Manage My Contractors screen, click on the Add Contractors button. 
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2. On the Add Contractors screen, in the Search by Account Number field, enter each 
contractor’s account number. Be sure to you press the Enter key after each number.  
 
 
 
 
 
 
 
 
 
 

N
o 
 
N
o
t
e
:
 
I
f
 
you have existing lists of account numbers in other applications, such as Excel and 
Microsoft Word you can copy and paste them into the Search by Account Number 
field. Be sure that each number is on a separate line. 

 
3. When you have entered the required account number(s), click Search. 

 
The search results are displayed on the screen. 

To do an advanced search 

When doing an advanced search, you can enter one or more fields to search by. For the 
search to work, you must enter the search text exactly as it appears in the system. 
 

1. Enter one or more of the fields by which you want to search: 

 Business name (i.e., trade name/legal name; maximum of 200 characters) 

 Telephone number (XXX)XXX-XXXX 

You can copy and paste 

account numbers from other 

applications, such as Word 

and Excel. Be sure that each 

number is on a separate line. 
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 CRA business number – 9 digits 

 Street address  (maximum of 350 characters) 

 City (maximum 25 characters) 

 Postal code (format: X1X 1X1, including a space) 
2. Click Search. 

 
Only accounts that are currently active with the WSIB are searched. 
Continue with To add contractors to a list. 
 
An error message is displayed if no search results are found matching the search criteria. 
Search results are limited to 200 records (i.e., what will fit on a page). If more than 200 
records are found, you will be prompted to refine your search. 
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To add contractors to a list 

1. After the list of contractors has been displayed, click in the box to the left of each 
contractor that you want to add to a specific list. 

2. Click on the Add Selected To eCart button. 
The system updates the eCart. The legal/trade name for the recently added 
contractor is displayed along with the options Remove, Show Details (for 6 or fewer 
contractors), View all items in your eCart (for more than 6 contractors), and the 
button Add to a List. 

 

3. If you select either Show Details or View All Items in your eCart, the System 
displays the expanded eCart with a list of the contractors you added. 

4. For each contractor, you can click:  

 On a contractor’s underlined name to display details 

 Add to List 

 Add More Contractors 

 Back 

 Cancel, or  

 Remove. 
 

Search criteria. 

Search results. 

To add a 

contractor to the 

eCart, click in 

box. 
To add selected 

contractors to the 

eCart, click Add 

Selected To eCart. 

The contractors you selected are 

added to the eCart. 

 To view the details of contractors 

in the eCart, click Show Details. 

To add contractors in 

eCart to a list, click 

Add to a List. 
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5. If you select Add More Contractors, the system displays the Search for Contractors 
screen allowing you to search for more contractors. 
 
The eCart retains the contractor names that are already in it. 

 

To delete contractors from a list 

1. On the Manage My Contractors screen, click on the name of the list from which you 
want to delete contractors. 

2. On the expanded list, click in the box to the left each contractor you want to delete. 
3. Click on Delete Contractors. 
4. When the Customer List pop-up box is displayed, click on OK to delete or to cancel 

the action click on Cancel. 
 

 
 
 
 
 
 
 
 
 
 
 
 

  

1. To expand a 

list, click on its 

name. 3. Click Delete Contractors. 

 

2. Select the 

contractors you 

want to delete. 

 

4. Click OK to delete. 
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Copying Contractors from one List to Another List 
When you copy a contractor/contractors from one list to another/others, the contractor(s) 
will appear on all of the lists you select. 

To copy contractors from one list to another list 

1. On the Manage My Contractors screen, click on the name of the list from which you 
want to copy contractors. 

2. On the expanded list, click in the box beside each contractor you want to copy to 
another list/other lists. 

3. Click on the Copy Contractors button. 
4. On the Copy Contractors Lists(s) screen, click in the box to the left of each list that 

you want to copy contractors to, 
or 
To copy the contractors to a new list, click beside Create new list, and in the Enter a 
list name field, type a new name for the list. 

5. To copy the contractors, click on Submit,  
or  
to cancel the action, click on Cancel. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

1. To expand a 

list, click on its 

name. 

 

2. Select the 

contractors you 

want to copy. 

 

3. Click Copy Contractors. 

 

4. Select the lists to copy to, or 

to create a new list, click Create 

new list, then Enter a list name. 

 
5. Click Submit. 
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Moving Contractors from one List to another List 
When you move contractors from one list to another, the contractor(s) will be removed 
from the original list. 

To move contractors from one list to another list 

1. On the Manage My Contractors screen, click on the name of the list from which you 
want to move contractors. 

2. On the expanded list, click in the box to the left of each contractor you want to 
move to another list. 

3. Click on the Move Contractors button. 
4. On the Move Contractors to list(s) screen, click beside each list that you want to 

move contractors to, 
or 
To move the contractors to a new list, click beside Create new list, and in the Enter 
a list name field, type a new name for the list. 

5. To move the contractors, click on the Submit button 
or  
To cancel the action, click on Cancel. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

1. To expand a list, 

click on its name. 

 

2. Select the 

contractors you 

want to move. 

 

3. Click Move Contractors. 

 

4. Select the lists to move to, or 

to create a new list, click Create 

new list, then Enter a list name. 

 5. Click Submit. 
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Adding/Creating a New List 
You can use the Manage My Contractors screen to add one additional list. A list can also be 
created when you are copying and moving contractors (See the sections called “Copying 
contractors from one list to another list” and “Moving contractors from one list to another 
list”).  

To add/create a new list 

1. On the Manage My Contractors screen, click on Add a list. 
2. On the Add a List pop-up window, type a name for the new list. 
3. To save the new list, click on the Save button 

or  
To cancel the action, click on Cancel. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

  

1. Click Add a List. 

 

2. Type a new 

list name. 

3. Click Save. 
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Working with Contractor Requests 
The names of the contractors you work with, but who are not on any of your lists, 
appear on the right side of the Manage My Contractors screen under Contractor 
Requests. You have the choice of adding contractors to your list(s) or removing them 
from the Contractor Requests queue. By clicking on View all contractors, you can also 
expand the Contractor Requests queue to see and work with all of the contractors. 
Please see, “To add a requesting contractor to a list,” “To add all requesting contractors 
to a list,” and “To add several requesting contractors to a list”. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

By default, all of the 

contractors are 

selected. To deselect a 

contractor, click in the 

box to remove the 

checkmark. 

 

To see the requesting 

contractors’ details, 

click on View all 

contractors. The 

Contractor Requests 

screen opens. 

To view a contractor’s 

details, click on the 

contractor’s name. 

To view a contractor’s 

clearance certificate, click on 

the clearance certificate 

number. 
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To add a requesting contractor to a list 

1. On the Manage My Contractors screen, under Contractor Requests, click on Add to 
your list for the contractor you want to add. 

2. On the Add contractors to lists(s) screen, click in the box to the left of each list that 
you want to add the contractor to,  
or 
To add the contractor to a new list, click beside Create new list, and in the List 
name field, type a new name for the list. 

3. To add the contractors, click on Submit,  
or  
to cancel the action, click on Cancel. 

See also, “To add all requesting contractors to a list” and “To add several requesting 
contractors to a list”. 
 

 
 

To remove a requesting contractor 

To remove a contractor from the Contractor Requests queue, click on the Remove link that 
appears beside the contractor’s name.  
 
You can also remove more than one contractor at a time from the expanded list. 
 

  

3. Click Submit. 

2. Select the lists to add to, 

or to create a new list, click 

Create new list, then Enter a 

list name. 1. To add a specific 

contractor to your 

list(s), click on Add 

to your list. The Add 

Contractors to 

List(s) screen 

appears. 
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To add all requesting contractors to a list 

We recommend that you add all the contractors, so that you do not need to worry about 
adding them in the future. 

1. To work with all of the contractors, click on View all contractors to expand the list. 
2. By default, all of the contractors are selected. 
3. Click on the Add selected contractors to list button. 
4. Select the lists to add to, or to create a new list, click Create new list, then Enter a 

list name. 
5. Click Submit. 

See also “To add a requesting contractor to a list” and “To add several requesting 
contractors to a list.” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

1. Click on View all 

contractors. The 

Contractor Requests 

screen opens. 

 2. By default, all 

the contractors 

are selected. 

 

3. Click on Add 

selected 

contractors to 

list. 

 

4. Select the lists to add to, 

or to create a new list, click 

Create new list, then Enter 

a list name. 

 5. Click Submit. 
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To add several requesting contractors to a list 

1. To work with all of the contractors, click on View all contractors to expand the list. 
2. Deselect the contractors you do not want. 
3. Click on the Add selected contractors to list button. 
4. Select the lists to add to, or to create a new list, click Create new list, then Enter a 

list name. 
5. Click Submit. 

See also “To add a requesting contractor to a list” and “To all requesting contractors to a 
list.” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

1. Click on View all 

contractors. The 

Contractor Requests 

screen opens. 

 

2. Deselect the 

contractors you 

do not want. 

 

3. Click on Add 

selected 

contractors to 

list. 

 

4. Select the lists to add to, 

or to create a new list, click 

Create new list, then Enter 

a list name. 

 
5. Click Submit. 

 

Note: From this expanded 

view, you can also delete 

selected contractors by 

clicking on Remove. 
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Creating Clearance Certificates 
To create clearance certificates, you need to search for the contractor(s) for whom you want 
clearance certificates. Only accounts that are currently active with the WSIB are searched. 
 
You can search  

 by account number only (searching by account number ensures the most accurate 
results), or 

 by business name, telephone number, CRA business number, street address, city, 
and postal code – this is an advanced search.  

 
Note: The system will not allow you to search/select your own account number. 

To search by account number 

The account number is the 7-digit number the WSIB assigns to employers when they 
register with the WSIB. You can enter a maximum of 200 account numbers. 
 

1. On your main screen, click on Create Clearance Certificate. 
 
The Create Clearance Certificate screen is displayed with the prompt For which 

contractor(s)? 

In the Search by Account Number field, enter each account number, making sure 
that you press the Enter key after each number.  
 
Note: If you have existing lists of account numbers in other applications, such as 
Excel and Microsoft Word you can copy and paste them into the Search by Account 
Number field. Be sure that each number is on a separate line. 

 
2. When you have entered the required account number(s), click Search. 

 
In the search results, by default, contractors who are eligible for certificates are 

automatically selected (i.e., contain a checkmark). If there are any contractors for 

whom you do not want to create certificates, you need to deselect them. 

Contractors who are not eligible for certificates do not have a checkmark beside 

them. 

3. Beside each contractor you want to deselect, click on the checkmark so that the box 
is blank as shown in the screen shot on the next page. 
 

4. Continue with Understanding search results and Adding selected contractors to the 
eCart. 
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Contractors selected 

in step 4 are added 

to eCart. 

4. To add selected 

contractors to eCart, click 

Add Selected to eCart. 

 

3. Deselect 

contractors you 

do not want. 

 

2. Click Search. 

 

1. Enter account 

number(s) you 

want to search 

for. 
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To do an advanced search 

When doing an advanced search, as described below, you can enter one or more fields to 
search by. For the search to work, you must enter the search text exactly as it appears in the 
system. 

1. Enter one or more of the fields by which you want to search: 

 Business name (i.e., trade name/legal name; maximum of 200 characters) 

 Telephone number (XXX)XXX-XXXX 

 CRA business number – 9 digits 

 Street address  (maximum of 350 characters) 

 City (maximum 25 characters) 

 Postal code (format: X1X 1X1, including a space) 
 
2. Click Search. 

 
3. Beside each contractor you want to select, click in the box to add a checkmark. 

 
4. Continue with Understanding search results and Adding selected contractors to the 

eCart. 
 

 

 

  

1. Enter search 

criteria. 

2. Click Search. 3. To select all 

contractors, click 

Select All, or to 

select individual 

contractors, click in 

boxes. 

 
When you do an 

advanced search, 

none of the 

contractors are 

selected. 
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Understanding search results 
The eClearance application displays a list of all of the contractors that match your search 
criteria. For each contractor, the account number, legal/trade name, address, and 
clearance status are displayed.  
 
The clearance status field may contain one of the following messages: 
 

Clearance status message: Meaning of message: 

Eligible for clearance 
certificate 

The contractor is registered with the WSIB, has filed all 
premium remittance forms and reconciliation forms, and 
has paid all premiums owing to the WSIB based on 
payroll reported. 
 

Not eligible for clearance 
certificates 

The contractor is unable to obtain a clearance certificate 
and needs to contact the WSIB to determine the reason. 
 

Invalid account number The contractor is either not registered with the WSIB, or 
one or more of the search text likely contained a typo, so 
no match was found in the system. 
 

 
Search results are limited to 200 records. If more than 200 records are found matching your 
search criteria, you will be prompted to refine your search. 

Adding selected contractors to the eCart 
In this system, the “eCart” is an acronym for “electronic cart”. The eCart is similar to the 
shopping cart you use in grocery stores or when you are shopping online — you put all the 
items you want to buy into the shopping cart and then go to the check-out to pay for them. 
In this system, you select the contractors for whom you want to create a clearance 
certificate and move them to the eCart — a temporary list where you can store contractors’ 
information until you are ready to create all their clearance certificates. 

To add the selected contractors to the eCart 

1. After you have identified the contractors for whom you want to print a clearance 
certificate, click on the Add selected to eCart button. 

 
The selected contractors are added to the eCart where you can view their details, 
remove them, or create certificates. At the top of the eCart, the message 
“Certificate valid until dd/mmm/yyyy” tells you for how long the certificates will be 
valid. 
 
If there are fewer than 6 contractors in your eCart, the system displays the link 
Show Details. If there are more than 6 contractors in your eCart, the system 
displays the link View all items in your eCart and the link Create Certificate. 

 
2. Click on Show details or View all items in your eCart to display a table with the 

details for all of the contractors in your eCart. From the table you can: 
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 Add contractors 

 Remove contractors 

 Create certificates 

Creating clearance certificates from the eCart 
You can create clearance certificates from the eCart. 

To create a clearance certificate from the eCart 

1. Click on the Create Certificate button. 

 
 

2. The system displays the results. Each eligible contractor has a clearance certificate 
number.  
 
On this page, you have the following options for printing/saving your clearance(s): 

 Save as Spreadsheet 

 Save as PDF (all clearances will be listed together) 

 Save as Multi-page PDF (each clearance will appear on its own page) 

 Print 
 

 
 
 

 
 

Each eligible contractor has 

a clearance certificate 

number. 

1. Click Create 

Certificate. 
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Removing contractors from the eCart 
To remove a contractor from the Clearance Certificate eCart, click on the Remove link that 
appears beside the contractor’s name. 
 

 
 

  

 Click Remove. 
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Renewing Clearances as a Contractor 
Registered contractors in good standing and not on a principal’s list can renew clearances using 

the Renew My Clearance Certificates tool. 

 

1. Select the Renew My Clearance Certificates link from the Tools menu.  A list of principals 

will appear with the associated clearance numbers.  

 
 

 
 

 

 

 

 

 

1a.  If your account is ‘not eligible’, an error message will appear and you will not be able to 

renew your clearances.  Make sure your payments and payroll reporting are up-to-date. 

Click on View My Account Details for more information. 
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2. If you are ‘eligible’, clearances that can be renewed will automatically have a checkbox to 

the left of the Principal Legal/Trade Name.  If you do not need a particular clearance to be 

renewed, then unselect the checkbox for that clearance by clicking on the pre-selected box.  
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2a.  If you have been added to a principal's list, there is no need to manually renew a clearance 

for that principal. The code ‘AR’ to the left of the Principal Legal/Trade Name indicates that 

the clearance will be automatically renewed.  ‘CI’ indicates that a clearance has already 

been issued. 
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3. Once the appropriate principals are selected, simply click Renew Clearance(s).  
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4.  The confirmation page will list all the clearances that were just generated.  You can now 

save, print or fax the clearances by selecting the Save as PDF or Save as Multi-page PDF link.  

Click Back to Renew List to see the updated renew codes, and to renew more clearances if 

necessary.  

 
 

 

 

 

 

 

 

 

 

5. The renew codes have been updated with a ‘CI’ code for the clearances just renewed.  If you 

have more than one page of principals then navigate through the other pages to renew 

clearances from those pages, following the same steps as above. 
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Viewing Clearance History 
Principals can use the View clearance history option to review the following clearance 
certificate information for their contractors: 

 All Transactions 

 Only Clearances Issued - Only those transactions for which clearances have been 
issued 

 Only Clearances Not Issued  - Only those transactions for which clearances have not 
been issued 

 Transactions for a Specific Contractor - If you select Transactions for a Specific 
Contractor, the system displays two entry fields – one for the Account Number and 
one for the Business Name. You can search for only one item: either the account 
number or the business name but not both. Whichever field you type in must be 
entered exactly as it appears in the system; otherwise the search will not work. 

 
The following two options appear for multi account principals and contractors: 

 Transactions for the firm you have currently selected. 

 Transactions for all accounts in your profile 
 
When the clearance history details (a maximum of 500 records) are displayed, you can 

 Print them, or 

 Save them as a spreadsheet 

To view clearance history 

1. Select the start date and end date for the clearance history. 
2. On the View clearance history screen, click on the button of the option you want. 
3. Click on Search. 
 

1. Use the 

calendar to select 

the start and end 

date. 

2. Click on the 

buttons of the 

options you want. 

3. Click Search. 
A table with 

clearance history 

details (up to 500 

records) is displayed. 

ABC123 INC 
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The system displays a table showing the clearance history details for your selection. The 
table includes the: 

 Contractor’s legal/trade name 

 Principal’s legal/trade name 

 Clearance certificate number 

 Transaction date 

 Certificate’s validity start date 

 Certificate’s validity expiry date 

 Transaction type 

Printing the clearance history 
To print the clearance certificate, click on Print. 

Saving the clearance history as a spreadsheet 
After the system has displayed the search results for your clearance history, you can save 
them to a spreadsheet.  
 

1. To save the information as a spreadsheet, click on Save as Spreadsheet. 
 

The system generates a spreadsheet and prompts you to open or save it. 
 

The spreadsheet contains the: 

 Contractor legal name 

 Contractor trade name 

 Rate group and description 

 Classification unit and description 

 Principal legal name 

 Principal trade name 

 Clearance certificate number 

 Transaction created by (name of person who generated the table) 

 Transaction date 

 Validity start date 

 Validity end date 

 Name of list that contractor is on 

If you see a message indicating that the search results have been limited to 500 

records, you have history greater then what is viewable on the screen.  To view 

all of the records matching your search criteria, click on ‘Save as Spreadsheet’. 

2. If you want to, you can save a local copy on your own computer. 
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Working with the Search Menu 

Use the Search Menu to search for: 

 Clearance certificates, and  

 Businesses. 

 

 

 

 

 

 

 

 

  

See the section called “Finding a Clearance Certificate.” 

See the section called “Finding a Business.” 

 

123456789 ONTARIO LTD 

6638291 
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Finding a Clearance Certificate 
Clearance certificates numbers link to individual clearance details screens. 

To find a clearance certificate 

You can enter and search for a maximum of 200 clearance certificate numbers. 
1. Click on Find a Clearance Certificate. 

 
2. On the Find a Clearance Certificate screen, enter each clearance certificate number; 

be sure to press the Enter key after each number. 
 
Note: If you have existing lists of clearance certificate numbers in other applications, 
such as Excel and Microsoft Word you can copy and paste them into the search 
field. Be sure that each number is on a separate line. 

 
3. When you have entered the required clearance certificate number(s), click Search. 

 
The system displays the clearance certificate numbers along with the list of results 
as shown on the next page. The displayed results include: 

 Contractor legal/trade name 

 Contractor mailing address 

 Contractor Classification Unit (CU) and CU description 

 Clearance certificate number (Each certificate number links to a single 
certificate. If a contractor is ineligible for a clearance certificate, a number is not 
generated for that contractor). 

 Validity period 

 Principal legal/trade name 

 Principal mailing address 
  

1. Click on Find a 

Clearance 

Certificate. 

2. Enter up to 200 clearance 

certificate numbers. Press Enter 

after each. 

 3. Click on Search. 

 

ZX12345678XZ 
VU12345678UV 
TS12345678ST 

 123ABC INC 
 5689324 
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With the search results displayed on screen (see screen shot above), you can do any 
of the following actions: 

 View a contractor’s details. To do so, click on a contractor’s name. 

 View a clearance certificate for a specific contractor. To do so, click on the 
contractor’s clearance certificate number. 

 View a principal’s details. To do so, click on a principal’s name. 
 

On this page, you have the following options for printing/saving your clearance(s): 

 Save as Spreadsheet 

 Save as PDF (all clearances will be listed together) 

 Save as Multi-page PDF (each clearance will appear on its own page) 

 Print 
 

 

  

After you click 

Search, the 

search results 

are displayed. 

To view a 

contractor’s 

details, click on 

the contractor’s 

name. 

To view a clearance 

certificate, click on the 

certificate’s number 

To view a principal’s 

details, click on the 

principal’s name. 

 

Search criteria. 

 

ZX12345678XZ 
VU12345678UV 
TS12345678ST 

ZX12345678XZ 

 

VU12345678UV 

 

TS12345678ST 

 

123ABC INC 
 5689324 

 

123ABC INC 
 5689324 

 

123ABC INC 
 5689324 
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Finding a Business 

To search by account number 

The account number is the 7-digit number the WSIB assigns to employers when they 
register with the WSIB. You can enter a maximum of 200 account numbers. 
 

 Click on Find a Business. 

 In the Search by Account Number field, enter each account number, making sure 
that you press the Enter key after each number.  
 
Note: You can also copy and paste account numbers from other applications, such 
as Excel and Microsoft Word (make sure there is only one number per line). 

 
 

 
 
 
 
 
 
 
 
 
 
 

 When you have entered the required account number(s), click Search. 

To do an advanced search 

When doing an advanced search, as listed below, you can enter one or more fields to search 
by. For the search to work, you must enter the search text exactly as it appears in the 
system. 

1. On the Find a Business screen, click on Advanced Search. 
2. Enter one or more of the fields by which you want to search: 

 Business name (i.e., trade name/legal name; maximum of 200 characters) 

 Telephone number (XXX)XXX-XXXX 

 CRA business number – 9 digits 

 Street address  (maximum of 350 characters) 

 City (maximum 25 characters) 

 Postal code (format: X1X 1X1, including a space) 
3. Click Search. 

 
  

You can copy and paste 

account numbers from other 

applications, such as Word 

and Excel. Make sure there is 

only one number per line. 
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Only accounts that are currently active with the WSIB are searched. The eClearance 
application displays a list of all of the businesses that match your search criteria. 

 
An error message is displayed if no search results are found matching search criteria. Search 
results are limited to 200 records (i.e. what will fit on a page). If more than 200 records 
match the search criteria, you will be prompted to refine your search. 
 
To view the details for a business, click on its underlined name. The following details about 
the business are displayed: 

 Legal Name 

 Trade Name 

 Address 

 Rate Group and Description 

 Classification Unit and Description 

 Clearance Status 
 

 
 

1. Enter search 

criteria. 

2. Click Search. 

Search results 

matching your 

search criteria 

.are displayed. 

3. Click on a 

Legal/Trade 

Name to view 

details. 

6638291 


