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Use of the EHP for insurance intermediaries:

A brief guide to getting started
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You completed a self-registration for yourself or your company on the FINMA portal as an untied
insurance intermediary and FINMA has received your registration. You now need to log in to the
survey and application platform (EHP for short). This brief guide explains what you need to do and the
first steps you need to complete in the EHP.

If you have not yet submitted an application for self-registration as an untied insurance intermediary,
please start by following the instructions on the website Access to the EHP for insurance
intermediaries.

Step 1: Access to the EHP

Go to the FINMA portal and log in there with the user name and password you created during the self-
registration.
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User name [ l

Password [ l

Forgotten your password?

Once you have entered the user name and password, you will receive a passcode (mobileTAN) on
your registered mobile phone. Enter this code in the input window.
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An SMS has been sent to your mobile phone. Please enter the code provided.

Security code [ l

If you did not receive or accidentally deleted the security code, you can request a new code here.

After you have logged in successfully, you can access the EHP via the tile.


https://www.finma.ch/en/finma/digital-exchange/ehp-zugang-fuer-versicherungsvermittler/
https://www.finma.ch/en/finma/digital-exchange/ehp-zugang-fuer-versicherungsvermittler/
https://portal.finma.ch/auth-login/login
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Portal Edit user data Delete account @ Log out

Applications
Welcome _

Click on the button below to access the corresponding application. Only those applications for which you
have authorisation are displayed.

Available applications

EHP

Step 2: Check permissions and modify where necessary

We recommend you check the permissions in the EHP in a second step and modify them where
necessary. These modifications can be made under ‘Administration’ and must be made by the
authorisation coordinator (AC for short). You specified the AC during the self-registration. In order to
submit an application to FINMA, you must assign someone the role of ‘manager’. This may also
be the person who is already AC.

Bfinma =ew » asministration °

Master data
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Step 3: Create an application or submission

Once you have defined the role of manager for at least one person, you can create a new application
or submission, such as an application for a new registration or follow-up documentation. You can
navigate to this via the EHP under ‘Submissions’.
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On the page ‘Submissions’ you can create a new application using the ‘Submission’ button’.

Bfinma = ere » Submissions > Overview

Submissions in progress Submissions for FINMA Submissions completed
5 | ——
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Step 4: Create application

Please make sure you select the correct application template or type. Please also note the following.

Important: If you yourself work as an insurance intermediary, an application as ‘individual’ is always

needed. The employer (legal entity) must also submit an application as a legal entity (or as a sole
proprietorship/partnership where applicable).

Template

Follow-up documentation”

3/5



E finma

Reference:

Step 5: Define the permissions on the application

For every single application, individual permissions can be assigned in the EHP. However, only people
who have access to your EHP account and are authorised for your area can be selected. The AC can
record these people in the EHP. You will find more details in the EHP document. The role of the
authorisation administrator.

Important: Only the AC can create additional users for their own area. You entered one or more ACs
during the self-registration. The AC has access via the main menu under ‘Administration’. There, the
AC can create additional users or assign more rights to their own user (i.e. themself). The AC is solely
responsible for assigning additional permissions. See also step 2 of this guide.

Please note: when defining the permissions, you as deputy can also enter the name of the submission
manager. It does not therefore necessarily have to be a ‘real’ deputy.

Important: If you see the message ‘No data found’ in the ‘Create new submission’ window, the AC
has not yet assigned a manager role under ‘Administration’. Submissions can only be entered when
the role of ‘manager’ has been assigned. See also step 2 of this guide.

Step 6: Complete and submit application

As soon as you have defined the permissions, a new mask appears with the actual application. Under
‘Form’ you will find the relevant input form. Here you can enter all the information needed for your
application. Under ‘Attachments’ you can save all attachments that are expressly requested. Under
‘Enclosures’ you will also find other relevant documents related to the application (if provided by
FINMA).

Important: The application can then only be submitted once it is ‘validated’ in form status. If, for
example, not all mandatory fields are completed, an error occurs and the form cannot be validated.
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https://www.finma.ch/en/~/media/finma/dokumente/dokumentencenter/myfinma/5finma/ehp/die-rolle-des-berechtigungsverantwortlichen.pdf?sc_lang=en&hash=335E4D447C3130C4BA27F1602C7CC11E
https://www.finma.ch/en/~/media/finma/dokumente/dokumentencenter/myfinma/5finma/ehp/die-rolle-des-berechtigungsverantwortlichen.pdf?sc_lang=en&hash=335E4D447C3130C4BA27F1602C7CC11E
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BIfinma = EHp > Submissions > Nachdokumentation - Juristisch.

Nachdokumentation - Juristische Person @
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Step 7: Overview of own area and users

In the EHP you can see directly in which area you are. In the navigation bar in the top right every user
can see on behalf of which party they are acting. If the same user has two accesses with the same
email address (e.g. as a legal entity and as an individual and intermediary), they can select the
desired party there.

Bfinma  =ene > suvers °

Similarly, information on the individual user is also available via the navigation bar in the very top right
via the name. For example, there you can see what rights the user has.

A dedicated support page is available for use of the EHP on the FINMA website. EHP support:
Frequently-asked questions and user manuals. Here, you will find lots of important information on use
of the EHP.
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https://www.finma.ch/en/finma/digital-exchange/ehp,-c-,-submit-applications,-reports-and-data-or-transmit-an-ac-change/ehp-support/
https://www.finma.ch/en/finma/digital-exchange/ehp,-c-,-submit-applications,-reports-and-data-or-transmit-an-ac-change/ehp-support/
https://www.finma.ch/en/finma/digital-exchange/ehp,-c-,-submit-applications,-reports-and-data-or-transmit-an-ac-change/ehp-support/

