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Registration Process 
 
The eRISP registration is a three-part process. These three steps are:  
Part 1 – Office Information 
Part 2 – Employee Information 
Part 3 – Category Information 
 
Once steps 1 through 3 have been completed, the application should be submitted for review.  
 
Before you begin the registration process, you will need a valid BCeID. To obtain a BCeID, please visit 
http://www.bceid.ca  
 
Note, when you are logged into the RISP website, the session will time-out after one hour of in-activity. Save 
your work often during data entry. 
 
To begin the registration process, visit the RISP homepage http://www.th.gov.bc.ca/erisp/ and click on the 
‘eRISP Logon’ button found on the top-right of the screen.  
 
 

 
 
 
 
 

 
 

http://www.bceid.ca/
http://www.th.gov.bc.ca/erisp/
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Part 1- Office Information 
 
Part 1 of the Registration Process (Maintain Office) starts with the Maintain Office screen, and is accessed 
from the Registration menu.  
 

 
 
The Maintain Office Screen – RSP 100 appears. Complete the screen with all relevant data. Fields with a 
star  beside it are mandatory. Greyed-out fields, are locked, and can not be completed.  
 

 
 
Once complete, click the ‘Save’ button 
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This completes the ‘office’ portion of the registration. Now proceed to part 2, by clicking on the ‘Part 2: 
Employees’ button.  
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Part 2 – Employee Information 
 
The first employee screen (RSP 115) displays all employees currently associated with your office. Since you 
are beginning the registration process, only one employee – the office contact entered in part 1 - will appear 
in the list (in the example below, its employee ‘John Doe’). You are now required to complete the detailed 
information about this employee. To do this, click on the ‘Details’ button next to the name. 
 
 

 
 
Screen RSP 110 – Maintain Employee is where we associate an employee with specific engineering 
categories. Begin with the top portion of the page, by completing the Title and APEGBC information if 
appropriate. 
 
 
 

 
 
 
You now need to add the appropriate categories that for this particular employee. Do this by selecting the 
appropriate field detail from the ‘category’ list of values. Please not that some categories are associated with 
‘professional’ employees, and some with ‘technical’ employees. For details on categories, please refer to the 
Category Glossary. Only select categories in which the employee has valid work experience. 
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Once a category has been selected, click ‘Save’. This category will now appear in a list.  
 

 
 
 
Repeat until all appropriate categories have been selected.  Once complete, you are ready to proceed to 
step 3 – category information.  
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Part 3 – Category Information 
 
Now that specific categories have been associated with a specific employee, we are ready to add 
experiences to those categories, to validate the category. To begin, click on the ‘experience’ button next to a 
category in the employee’s category list.  
 

 
 
 
You will be presented with screen ‘RSP 120 – Maintain Employee Experience’. By default, since you have 
not yet added any work experience, this page will be empty. To populate with relevant experiences, click on 
the ‘Add New Experience’ button.  
 

 
 
You will be presented with screen RSP 130 – Maintain Employee Experience Detail.  
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Complete the fields with the appropriate data for the particular experience you are entering. Once complete, 
press ‘Save’. You may click the ‘Back’ button, to go back screen RSP 120. You should see the experience 
now listed.  
 
 

 
 
 
To add additional experiences for this employee and this category, simply click on the ‘Add New Experience’ 
button and repeat the process outlined for RSP 130.  
 
If you are complete, click the ‘Back’ button again to go to the RSP 120 screen, and ‘Back’ again to return to 
the ‘RSP 115 – Employee Part 2’ screen. 
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If you would like to add a new employee, click on the ‘Add New Employee’ button, and repeat the steps 
outlined above, adding APEGBC credentials, assigning categories, and adding work history for the new 
employee(s).  
 
Once you have completed the process of adding employees, their credentials, and their experiences, you 
can specify the value of contracts, up to which you feel your office has the capacity to manage. To begin, 
return to the main office screen through the top menu, by clicking on ‘Registration’ and ‘Part 3 – Maintain 
Office Categories’. 
 

 
 
 
Clicking on ‘Part 3 – Maintain Office Categories’ will navigate you to the RSP 180 screen. Here you will see 
a list of the categories currently associated with your office.  
 
 

 
 
 
Click on the ‘update’ button next to one of the categories (in our example above, the office only has a single 
category – 01-28 seismic deck rehabilitation). Next, enter the dollar value that you feel your office has the 
capacity to manage. If you are unsure of a dollar value to enter for a category, here is a useful way to 
estimate: determine the number of employees that you would be using on a team for a project in that 
category, determine the monthly charge-out-rate for this team (including overhead), and multiply that value 
by ten.  
 

 
 



 

Registration Process 

 
 
 

Page 9 of 12 Created on: 15 December 2008 

 
 
Once complete, click ‘Save’.  
 

 
 
 
Once this process is complete, you are ready to submit your office for validation and adjudication. Proceed 
to the final step – Submitting Data. 
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Submitting Data 
 
Return to the office main screen (Part 1 – Maintain Office) through the top navigation menu.  
 

 
 
 
If required, you can once again navigate to the employees and categories section as needed to continue to 
add employees and work experiences.  
 

 
 
If you are complete, and would like to submit your office’s information for validation, and adjudication, click 
on the ‘Submit’ button. 
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You will be given an opportunity to include any special notes with your submission. Once you have added 
any relevant notes, click on the submit button. 
 
 

 
Click on ‘Continue’ on the RSP100 screen to confirm that you are indeed wishing to submit your office for 
adjudication. 
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You will receive an onscreen notification that your office has submitted. Also, at this point you will you no 
longer have the ability to click ‘submit’. The ability to make changes will remain locked until the validation 
and adjudication process is complete. If you require changes or modifications to your account before the 
validation and adjudication process is complete, please contact the RISP administrator ( 
risp.administrator@gov.bc.ca ), who will unlock your office, cancelling the validation and adjudication 
process, allowing you to make further changes to your office’s account.  
 

mailto:risp.administrator@gov.bc.ca

