User Manual
Funeral Investigation, Licencing and Inspection System (FILIS)
Second Edition
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Introduction
The AFSRB has been working to implement a computer system that will allow for the processing and
tracking of licenses, inspections and investigations. This system is called the Funeral Investigation,
Licensing and Inspection Program, “FILIS” for short. The most relevant part of the system for the
Alberta funeral services businesses and the portion that you will have access to is the licensing portion
of this program.
FILIS will allow for all funeral services businesses in the province to complete licensing transactions,
report change in sponsorship of individual licensees and track continuing education online. This user
manual is directed towards the Business Managers, as under the legislation, business managers are
responsible for the licensing documentation.
As additional functionality of FILIS is developed, the new features will be added to the User Manual. At
any time, if there are questions regarding the system or how its functionality, and the user manual is not
helping, feel free to contact the AFSRB office for help.

Access to the System
Every business manager will be given a user name and will be required to “recover” their password from
the system. The business manager’s login will give them access to the licence information for the
licensees listed under their branch.
FILIS can be accessed through the AFSRB website. At the top of home page, beside the search button,
there will be a link to “Member login”. Click on this link, and a place to enter your username and
password can be input.
Once the business manager has logged into the system, they will have access to renew the licences for
the funeral services business, ability to update the status of individuals, and other licence functionality.
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Logging on to system
•
•
•
•

The preferred browsers for optimal performance from the system are Google Chrome and Firefox.
Go to the AFSRB website (www.afsrb.ab.ca)
Click on the link at the top of the home page called “Members login”
The business manager must log onto the “Business Portal” using their assigned business
manager user name provided by the AFSRB.
o The password will not be provided by the AFSRB, so the password will have to be
requested the first time you enter your user name.
▪ Under the login button, it shows “Forgot your password CLICK HERE to restore it”,
click on this link and an email will be sent to your email with the password to access
the system.
o If the business manager has not received their user name or does not remember it, call the
AFSRB office to obtain this information.

•

The business portal will be displayed and you will have access to the system.

•

If you are a business manager for more than one location, you will be given a different user name
for each branch that you are the business manager for.
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Checking the current licensees
•

A business manager is able to check who is currently licensed under their funeral services branch
at any time.

•

From the Business Portal home page, the first area to review will be under the section “Current
Licensees”

o Click on the link and a list of all the current licensees captured under the branch will be
displayed.

•

•
•

Review this list carefully as these will be the licences that the system will renew.
o Students will also be listed on this page, but there will be no renewal for them.
o The system does not allow the business manager to choose which employees are
renewed. All licensees listed on this page will be renewed.
If the list of licensees is complete and accurate, go to step 3.
If there is anyone on this list that is no longer employed or will be no longer employed (future
date), click on the link “Update employee status”.
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o When you click on “Update employee status”, the following screen will appear.

o Choose the option that is appropriate for the status change.
o The effective date of status change can be a past or future date based on when the
licensee or student was or will be no longer be working for the funeral business.
•

If there are licensees that do not appear on this list that have licences to be renewed, go to the
section in this manual that explains how to add new licensees to your branch.
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Licence Renewal Declarations
•
•

All licensees must complete and sign a licence declaration before their licence can be renewed.
Under the section titled “4. Licence Renewals”, option b is the location of where these
declarations can be found.

o One declaration must be printed for each licensee whose licence is being renewed.
o Click on View Declaration to see the declaration for that licensee.

o If there are no licensees showing this page is opened, it is possible to print blank renewal
declarations under the Settings tab. This is found on the bottom left-hand side of the home
page of the business portal. These will not be pre-populated, but the licensees can simply
write their name into the space provided.
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o The declarations are pre-populated with the licensee’s name and licence type.

o This form can be printed from this page using the “Print” button at the top of the page.
o The individual listed on the declaration must be the one to answer the questions and sign
the declaration. All questions must have a yes or no answer beside them.
o If you have more declarations to print, use the “Back” button to return to the previous page,
so that you can continue printing.

Uploading Documents to the system
•

Once the declarations are signed, these can be scanned and uploaded into the system. Upload
the documents under the “Settings” heading on the Business Portal page (home page).
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•

When you click on “Upload Documents”, the above screen appears. For licence renewal
declarations, choose the option “Renewal” and click “Next”.

o Choose the location where the scanned document was saved. Use the Browse button to
locate the documents on your system.
▪ If it is easier for you, all the declaration documents can be scanned together so that
you will only have one upload to complete.
o Comments can be added if needed, but comments are not necessary.
o If you are only submitting one document, click “Yes”, as this will trigger an email to the
AFSRB to let us know that documents have been sent.
o If you are submitting more than one document, click “No” and you can continue to upload
documents without sending the AFSRB an email for each one. When you have completed
all of the uploads, click “Yes”, so that the email will be sent to the AFSRB.
o Click the “save” button to save the uploaded document to the system.
▪ You will not be able to see the documents that you have loaded
▪ When you click save, it will take you back to the home page and you will need to go
back into “upload documents” if you have additional documents to upload.
•
•

The declaration documents can also be faxed to the AFSRB office (780-452-6085), or these can
be mailed to the AFSRB office (180, 2755 Broadmoor Blvd, Sherwood Park, AB T8H 2W7).
Declarations are required for renewals to be processed.
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Licence Renewals
•

The Business Manager is responsible for the renewals and ensuring that these are done
accurately. Because the Business Manager is completing the renewals, there is no requirement
for them to sign a paper application indicating they are sponsoring a licensee, this assumption is
made based on the renewal being completed for any individual.

•

The on-line renewal process follows the same format with the same requirements as the paper
application.

•

Under the section titled “Licence Renewal”, option c is the location which provides access to
renew the business, crematory and individual licences.
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•

When you click on the link “Renew Now”, the renewal process will be started and the following
page will be loaded.

•
•
•

If there are any corrections to be made, correct them on this page.
If all the information on the page is correct, click “Next”.
This page that loads contains general business information.

•
•

Check the business address and contact information to ensure that it is correct.
If there has been any change in the shareholders/directors of the corporate entity, click yes, and
then you will need to complete the shareholder form that is found under the settings of the
Business Portal home page.
The fiscal year end is also listed on this page. If this is incorrect, you will need to contact the
AFSRB office to get this amended.
If everything is correct, click “Next”

•
•
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•

This page is where you need to enter your “call” numbers. This is the number of funeral services
that your branch has provided during your fiscal year.

•

Enter the number of calls in the space provided.

•

Once you have entered the appropriate number, click “Next”.

•

The next page is to confirm what type of business licence you are renewing. The first two
options are for businesses that enter pre-need contracts (either funded by trust or insurance), the
third option is for businesses who do not enter into any pre-need contracts.

•

The option you choose will add the appropriate licensing amount to the renewal total.
o $75 if only funeral directors enter into pre-need contracts for the funeral business
o $200 if there are licensed pre-need salespeople who enter into pre-need contracts for the
funeral business
o $0 if no pre-need contracts are written at the funeral business.
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•

The next screen confirms if you will be licensing a crematory.

•

If you have a crematory to licence under the current corporate identity that you are logged in as,
click “yes”.

o If you click yes, the following screen will be loaded and it will ask for the crematory name
and the crematory manager’s name to be entered.

•

If you do not have a crematory to be licensed, the next screen will not include the crematory
name and crematory manager boxes.
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Fee Summary for Renewal
•

This page shows the calculation of all the licensing fees based on the options and information that
was provided to the system.

•

Check this screen carefully to ensure that the correct charges have been calculated for this
branch.
o This screen will appear differently for each business as the items chosen during the
renewal will be reflected on this page.

•

If you are satisfied that the calculation is correct based on the information that was provided, click
“Next”.
o If the calculation does not seem correct, click “cancel” and you can restart your renewal, or
click “back” to take you to the previous page.

•

An explanation of the charges listed on the screen, appears on the next page.
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o This is the basic amount that all funeral services businesses pay for the renewal.
o This is the additional business licence amount for businesses that sell pre-need, so it may
be $200 if you licence pre-need salespersons, or it may be $75 if your business only uses
funeral directors (and no pre-need salespersons).
▪ This line will not show up if you do not sell pre-need.
o If you have a crematory to licence and have indicated this during the renewal process, this
amount will display.
▪ If you do not licence a crematory, this line will not display.
o The “per call” amount calculates $10 for each call entered during the renewal process.
▪ In the example above, there were 96 calls entered, so the system calculates
96x$10=$960.
o This section calculates all of the licensees that were listed in the first section that was
reviewed prior to starting the renewal process.
▪ This section will change depending on the licensees that your business employs,
but may include funeral directors, embalmers, dual funeral director/embalmers, and
pre-need salespersons.
• The business manager licence shows as zero as there is no fee for this
licence to be issued.
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•

This is the final page of the renewal process.

•

Credit card information can be entered on this page to pay the full amount of the invoice. The
amount for the renewal cannot be altered from this page.
This page shows the total amount of the renewal that has just been completed.
To pay by cheque click “Invoice Me”, and an invoice will be created.
NOTE: Once the invoice is created or credit card payment is made, you will not be able to make
any changes to your renewal through the system.
o If you aren’t sure that the totals are correct, click the back button to leave this page.
▪ If the back button is clicked, you will still be able to make changes to your renewal.
Payment can be made by credit card in the system or by mailing a cheque to the Board office.
o Please note, renewals are not complete and licences are not active until payment has
been received by the AFSRB office.

•
•
•

•
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•

To view the invoice, so to the Business Portal Home page as shown below, on the left hand side
of the page, you will find the section for outstanding invoices.

•
•

Click on the invoice that you would like to view.
This is how your invoice will display.

•
•

The invoice can be printed from this page.
Invoices will remain on your business portal and can be viewed at any time.
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Printing Licences
•

•

Once your renewal is complete, which includes providing renewal declarations for each licensee
and payment has been received by the AFSRB, licences will be available for printing from the
system.
o Under the “Settings” tab on the home page, a button for “View Licences” will appear.
o Click on this link and the licences can be printed from this screen.
The AFSRB office can also print and mail out your licences to you. Email the AFSRB office to
make this request (office@afsrb.ab.ca).

Adding New Licensees
There are different options to choose depending on the individual situation of the licensee who you are
adding under the funeral services business.
On the main page of the business portal, the following options section will show up in the options on the
right-hand side of the page.

Choose the option that represents the licence you are wishing to obtain, and follow the instructions in the
system.
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