
 

Overview 
The current Fuel Safety Online portal leverages NS Online, which will no longer be 
available. As such, a new Fuel Safety Online portal has been developed, which requires a 
“My NS Account” user account to access. 

This guide will help a user set up an applicant profile for the new Fuel Safety Online portal 
and add a licence. It is intended for people who have existing “My NS Account” users and 
are accessing the new Fuel Safety Online portal for the first time.  

Once the applicant profile has been created and the licence has been added, the Fuel 
Safety Installation Registration/Permit application process is the same as it has been 
previously. 

Before starting, please have the following information available: 

• “My NS Account” user and password  
o “My NS account” credentials are used access the Fuel Safety Online portal 

through the link provided 
• Fuel Safety Company Licence number 

  



Instructions 

Access the New Fuel Safety Online Portal 
1. Click on the new URL for the Fuel Safety Online portal. 

https://acp.novascotia.ca/novascotia/site/fuelSafetyPortal/fs_landingpage 

Tip: Add a bookmark with the new URL or update your existing bookmark. 

2. Click Login. 

  

https://acp.novascotia.ca/novascotia/site/fuelSafetyPortal/fs_landingpage


3. At the language selection page, select English. 

 

4. In the “My NS Account” page, enter your username. 

 



5. Click Continue. 

 

6. Enter your password. 

 

  



7. Click Sign in. 

 

  



Create a Fuel Safety Online Applicant Profile 
8. In the “Create Applicant Profile” page, complete all mandatory fields, which are 

indicated with a red asterisk (*). 

 

For the phone number, use your work-related phone number. For the Civic and Mailing 
addresses, use the company’s addresses.  

Tip: If the company’s mailing address is the same as the civic address, click on the 
“Mailing address same as Civic address” checkbox, which can be found right below the 
Mailing Address header. 

  



9. Click Create Profile. This will create an applicant profile, which represents the person 
applying on behalf of the company for a Fuel Safety Permit/Registration. 

 

  



Add a Licence 
10. In the “Applicant Profile” landing page, click +Add a Licencee. 

 

11. In the “Add a Licencee” page, enter the Fuel Safety Company licence number. 

 

  



12. Click Submit. 

 

13. If the Fuel Safety Company licence and RJSC registration are both in good standing, the 
licence will be added to the “Applicant Profile” landing page. 

 

Note: Adding the licence also includes important details about the licence. The status 
of the Fuel Safety Company Licence is “Issued”. Right below, the expiry date is also 
listed, along with the RJSC Company status.  

  



Submit an Application 
14. Click Start Application to start filling in the application form. 

 

 

Note: No changes have been made to the application form. 

  



15. In the first page, complete all relevant fields and click Next. 

 



16. In the second page, complete all relevant fields and click Next. 

 

  



17. In the third page, complete all relevant fields and click Next. 

 

  



18. In the “Summary” page, verify the details of your application and click Next. 

 

  



19. In the “Fee Confirmation” page: 
• To proceed with your application and pay the application fee, click Submit. 
• To make any chances to your application, click Back To Summary. 
• To cancel your application, click Cancel Application. 

 

  



20. In the payment page, enter the Card Number, Expiry Date, and Security Code. Then 
click Pay Now. 

 

  



21. In the “Registration Confirmation” page: 
• To generate the registration, click on Generate Registration. 
• To go back to the Fuel Safety Online portal, click click here. 

 

 

 

 



Update Applicant Profile 
22. To make changes to the applicant profile, such as an address or phone number change, 

on the Applicant Profile landing page, click Update Profile. 

 

  



23. In the “Applicant Profile Modify” page, change the necessary fields and click Update 
Profile. 

 

In the example above, the phone number, civic address, and mailing address have 
changed. 



 

 

In the “Applicant Profile” landing page, the civic address and phone number have been 
updated. 

  



Troubleshooting 

Issue – Create Fuel Safety Online Applicant Profile not available 
After logging in, only this screen is visible. There is no option to create a Fuel Safety Online 
Applicant Profile as shown in the instructions. 

 

 

Resolution 

The reason why this screen is visible is because this is the My NS Account page. You must 
go to the new Fuel Safety Online portal’s URL by copying and pasting the link below in your 
browser or by using your bookmark. 

https://acp.novascotia.ca/novascotia/site/fuelSafetyPortal/fs_landingpage 

  

https://acp.novascotia.ca/novascotia/site/fuelSafetyPortal/fs_landingpage


This will display the Fuel Safety Online user portal login page. Click Login, which will 
redirect the page to the Create Applicant Profile page. 
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