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Making a Payment 

Step 1: Navigating to MyWeb 
 
1. In your browser’s address bar, enter the website address: https://www.reco.on.ca  

2. On RECO’s website, click on MyWeb Login at the top of the page. This will open a new browser 
tab.  

 

Step 2: Logging into MyWeb 

1. In the “E-mail or Registration #” field, enter your RECO registration number or the email address 

that you used to sign up for your account. Your RECO registration number can be found in 

registration renewal reminders, payment responses or other automated emails from RECO.  

For new applicants, your File Reference Number will be your registration number. After your 

application is reviewed, an email is sent to the email address on your application regarding an 

outstanding insurance amount. This email has your file reference number in it. If you have not 

received this email, please check your Junk or Spam folders. 

2. In the “Password” field, enter the password that you chose when you created your account. If you 

cannot remember your password, refer to the password reset section on page 7. 

3. When you have entered your username and password, click the green Login button. 
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Step 3: Paying your insurance 

1. Upon logging into MyWeb, you will be brought to your “Dashboard”. Here you will find information 

regarding your registration, insurance, and education statuses.  

2. Your insurance invoice is available for download in the “Insurance” section of the Dashboard. 

Please save a copy of the invoice for your own record. 

3. Make sure you are viewing Insurance payments within the “Outstanding Payments” section of the 

Dashboard. 

4. Click the green Pay Now button to make your insurance payment. 
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5. Once you have clicked the Pay Now button, a pop-up message will appear requesting you to 

confirm that you understand that insurance payments are non-refundable. 

6. Once confirmed, a credit card payment pop-up will appear. Enter the required information 

completely to make your payment. 

7. Once you have filled out your credit card information, click the Pay Now button. 

8. If you click the Pay Now button without correctly filling out all the fields, a red icon will appear in 

sections that require correction. 
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9. If the payment is successful, a payment confirmation screen will appear, and a confirmation email 

will be sent out.  

Press the green Dashboard button to return to your Dashboard. Here, you can check the status of 

your insurance payment and view any other outstanding payments. Please note that you may see a 

payment in progress if immediately returning to your Dashboard. Refresh the page or log out and 

back in if the payment information doesn’t update. Once the payment updates, you can select and 

download your insurance receipt and certificate. 

10. If you do not receive a payment confirmation email, please check your Junk or Spam folders. 

Congratulations, your insurance is now paid!  
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11.  If the payment is not successful, one of the following messages will appear after you press the Pay 
Now button: 
a. Your payment has failed. – This message occurs when your payment could not be processed. An 

email will be sent to your email address on file with RECO. To attempt another payment, click the green 

Dashboard button. This will direct you back to your MyWeb Dashboard. If you continue to experience 

failed payments, please contact your bank or credit card provider for more information. 

b. MyWeb Error – This message occurs when our systems are communicating with too many 

registrants at the same time. You may log out and check back later or check your email for a message 

from RECO about the status of your payment. Make sure to check your Junk or Spam folders, as the 

email may be redirected. 
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Resetting your password 

1. On the MyWeb login page, click the Forgot Password? button. 

 

2. Enter the email address you used to register your MyWeb account in the “Email” field, then click the 

green Reset button. An email will be sent to the email address provided. Make sure to check your 

Junk or Spam folders, as the email may be redirected.  
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3. In the email sent to you, click the green Reset your password button. 

4. You will then be redirected to a web page where you can reset your password. Your new password 

must contain at least 8 characters and must have a combination of uppercase and lowercase 

letters, numbers, and a special character, such as ! or @. 

 

 

 

 

 

 

 

 

 

 

 

 

5. Once you have selected an appropriate password, you will see a password reset confirmation. Click 

on the green Login button to be redirected to the MyWeb login page where you can use your new 

password to log into your account.  
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Retrieving your email address 

1. If you have forgotten the email address that you registered your MyWeb account with, click the 

Forgot Email? button on the MyWeb login page.   

 

2. Once redirected to the Forgot your Email? page, enter your RECO registration number in the 

“Registration ID” field and press the green Reset button. You will be directed to a new page that 

displays a portion of your email address to remind you of the email that is associated with your 

MyWeb account. Press the Login button and use that email to log in or reset your password. 
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Retrieving your insurance documents 

MyWeb allows you to download a copy of your insurance certificate and receipt for income tax 

purposes after your payment has been made. To access copies of your insurance certificates and 

receipts, follow these steps: 

1. From your MyWeb Dashboard, scroll down to the Insurance section, where your insurance 

receipt and certificate will be displayed as clickable document links. Clicking them will open PDF 

versions of your insurance receipt and certificate in new tabs.  
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2. You may print copies of your insurance certificate and receipt for your own record. 
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Updating your profile 

1. Log into your MyWeb account. 

2. Click the My Profile button in the top-right corner of the page. 

3. Any information on your profile may be updated, excluding your name, birthdate, province, and 

election region. 

4. Click the green Update Profile button when you are finished making changes. 

  


