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Purpose  
 
This how to guide will show members of ICBC’s Recovery Network how to log into 
the Health Care Vendor Application system and submit an application to be 
displayed on the health care provider locator or add/remove a practitioner from their 
Recovery Network account.  
 

 

 
 
 
 

 

Overview  
 
Topics Covered 
 
Signing up for ICBC’s Health Care Provider Locator  
 
Adding or Removing a Practitioner from my Recovery Network account  
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Signing up for ICBC’s Health Care Provider Locator  

 
1. Go to: Apply for or update your ICBC Recovery Network account . 

 

 
     
 
2. Scroll down and click on Update an existing Recovery Network account .  

 

 
 

 
 

https://partners.icbc.com/health-services/vendor-number
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3. Once you arrive at the Update information on an existing account  page, 
click on the recommended action at the top of the screen. This recommended 
action will only appear if you have practitioner types that are eligible for the 
locator and have not previously completed the locator questions.  
 

 
Note: if you have previously submitted a locator application and you 
would like to update the information displayed on the locator, you will 
need to scroll down to the Additional business information section 
and click Edit. 

 

 
4. Fill in the Additional business information application. 

a. The Supplier Diversity question is optional.  
b. For the Locator questions: 

i. Answer all the mandatory questions. 
ii. The questions are progressive, meaning you will see the next 

question once you answer the question you are on.  
iii. Once all mandatory questions are answered click the Next 

button.  
 

 
 

 4b 
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5. You will be brought back to an earlier landing page that shows the cards with 

your business information (sample view below).  
a. From this page you may continue to edit your account if you would like. 

Refer to how to add a practitioner and how to remove a practitioner. 
 

 
 
 

6. Once you are done updating your information, scroll to the bottom of the page 
and click the Next button.   
 

 
 
 
 



 

 

 

 

5 

ICBC Health Care Vendor Application System  

Updating Account Information 

 

 
7. Fill in the Review page. 

a. In the First name text box, put in your first name. 
b. In the Last name text box, put in your last name. 
c. In the Position at company text box, put in your position at your 

company. 
d. Select the check box to sign and confirm that this application is on 

behalf (and with the authority of) the identif ied business as well as the 
terms above. 

e. Once all prior steps are done click the Next button. 
 

 
 
 

8. Once you’ve clicked “Next”, you will receive a confirmation that your application 
has been submitted. The below confirmation will display. 
 

 
 

9. ICBC will review all applications and will provide you confirmation once a 
decision has been made.  

 7a  7b  7c 

 7d 

 7e 
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Adding or Removing a Practitioner from a Recovery Network Account 

 
1. Go to: Apply for or update your ICBC Recovery Network account . 

 

 
     
 
2. Scroll down and click on Update an existing Recovery Network account .  

 

 
 
 
 

https://partners.icbc.com/health-services/vendor-number
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3. Once you arrive at the Update information on an existing account page, 

scroll down to the practitioner information box and click the Edit button. 
 

 
 

 
4. A practitioner information screen will appear. To add a new practitioner to your 

account, click on the Add an Additional Practitioner button. 
a. If you would like to remove a practitioner, skip to Step 6.  
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5. Once you are done completing the practitioner’s information, you will be 
returned to the Practitioner information page. You will see that the Start date 
for this practitioner is “Pending”.  

a. If you need to further edit this practitioner’s information, click on the Edit 
button. 

b. If you have added this practitioner in error and would like to remove this 
practitioner, click on the Remove practitioner button. 

c. If you are satisfied with the information you’ve provided, click on the 
Next button and skip forward to Step 9.  

 

 
 
 

6. To remove an existing practitioner to your account, click on the Remove 
Practitioner button for the practitioner you would like to remove.  
 

 
 
 
 
 
 

 
 

 5a 
 5b 

 5c 
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7. When you are presented with the pop-up box, read the contents carefully then 
click on the Practitioner end date box and select the practitioner’s end date. 
Click Submit once completed. 
 

 
 
 

8. Once you are done making changes to the practitioner’s information click the 
Next button.  
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9. You will be brought back to an earlier landing page that shows the cards with 
your business information (sample view below). To proceed with submitting 
your application, scroll to the bottom of the page and click the Next button.   
 

 
 

10. Fill in the Review page. 
a. In the First name text box, put in your first name. 
b. In the Last name text box, put in your last name. 
c. In the Position at company text box, put in your position at your 

company. 
d. Select the check box to sign and confirm that this application is on 

behalf of (and with the authority of) the identif ied business as well as 
the terms above. 

e. Once all prior steps are done click the Next button. 
 

 

 10a  10b  10c 

 10d 

 10e 
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11. Once you’ve clicked Next, you will receive a confirmation that your application 
has been submitted. The below confirmation will display. 
 

 
 

 
Note: Account changes are not automatic. ICBC will review the changed submitted for 
your account. When the change is processed, you will be able to see your updated 

information by logging back into your account. 
 

 


