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This guide will show you, step-by-step, how to transfer your registration from Registered to Leave of Absence 

(non-practicing). 

First Log In to the Portal 

To begin, you need to log in to the Portal to access your Practice Permit Renewal Application form. 

We start with the steps for getting logged in to the Portal.  You can skip past the log in steps by clicking here. 

Logging in to the portal 

You need to go to our CADA Portal to login.  To get there, go to our website abrda.ca and click CADA Portal.  

 

 

 

 

 

 

 

 

 

 

You will now be at the CADA Portal.   

Enter the email address you have registered with the College (it is the email address you use to receive all CADA 

information). 

Enter your password.  Click Sign In.  

 

 

 

 

 

 

 

http://www.abrda.ca/
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Forgot your password? 

If you have forgotten your password, click “Forgot Password” and enter your  

email address to receive the email with a link to reset your password. 

 

Check your email for the link to reset your password. 

 

 

 

 

 

 
 

The email with the link to set your password will look like this.  Click on Click Here. 
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You will now be at the Reset Password screen. 

You will need to create a password that is unique to you. It must be a “strong” password (not weak or good).  

Make sure you enter the same password in the New Password field and in the Confirm New Password field.  

Click on the Submit button. 
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Now that you’ve successfully reset your password, you will be at the Security Questions screen. 

IMPORTANT NOTES 

• Each time you sign in you must answer one of your Security Questions.  This is two-stage authentication. 

• The answer fields below and when you sign in are case sensitive.  The way you enter your answers here is how 

you must enter them each time you sign in. 

Select three different security questions from the dropdown options and enter your answer for each question. 

Click on the Submit button.  

 

 

 

 

 

 

 

 

 

 

 

 

 

Once you have logged in, during renewal time, your home page will look like this: 
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Registration Change Request 

If you will not be practicing during the upcoming renewal year, click on Registration Change Request. 

 

 

 

 

 

 

 

 

 

 

 

 
 
Select the option “Transfer from Registered to Leave of Absence (non-practicing)”. 
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Apply to Transfer from Registered to Leave of Absence (non-practicing) 

This page gives you information about the requirements you must meet to qualify for Leave of Absence (non-
practicing) status. 

Click Next. 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
Eligibility for Leave of Absence (non-practicing) 

Select the reason for the leave of absence. 

Read the acknowledgement statement and check the box. 

Click Next. 
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Current Year Competence Program Requirements 

This page lists the competence requirements you need to complete for this year even if you are applying for Leave 

of Absence (non-practicing) status for the upcoming year. 

Read the acknowledgement statement and check the box. 

Click Next.  
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Patient Relations Module Requirement 

The Patient Relations Module is a one-time requirement.  Before renewing your Practice Permit you must 

complete the Module.  If you haven’t done it yet, you can access it in the Professional Practice Learning Centre 

(PPLC). 

If you’re not sure you can check the PPLC to see if you’ve already completed it.  Open the Patient Relations module 

and go to Unit 5:  Final Module Exam/Certificate.  If you’ve successfully completed it, a Certificate of Completion 

will be available to you. 

Read and check the acknowledgement statement. 

Click Next. 
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Employment Information  

You need to review and update/confirm each of your employment records. 

• If any of your employment records are no longer current, add an end date. 

• Update/correct information in your current employment records.  (Note that you can’t edit some fields 

like Employer Name.  If the practice you work at changed names, add a new employment record with the 

current information.) 

• Add records as needed to show your current information. 

If you have a current employer or employment status that isn’t shown below, click the +Add Employment button 

to add a record. 
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When you click the “Edit” button, the Edit Employment screen will open. 

After you update your information in the Edit Employment screen, make sure to check the box stating, “The 

information for the Employment Status is up to date”. 

Click Save. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You need to ensure your employment records all show “Yes” in the Updated/Confirmed column, and you have a 

least one employment record without an End Date. 
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Applicant’s Statement 

Read each statement select “I agree” or “I disagree”. 

For each statement you select “I disagree”, a text box will appear for you to provide information. 

Click Next. 
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Terms and Conditions 

Read the terms and conditions . 

Read and check the acknowledgement statement stating you accept the terms and conditions. 

Click Next. 
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Assessment Fee Payment 

Enter your information to submit your assessment fee payment.  The fee is $25.00 (plus GST) 

Click Process Payment.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Your application is now complete!  It may take up to 10 business days for us to review your application. 
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After we assess your application, we will send you another email.  That email will tell you the results of our 

assessment and what steps you need to take next. 

Remember to watch for email from us! 

Printing your Receipts 

To print your receipt, click on Invoices and Receipts in the menu. 

Click on “Review” to open the receipt, then click on the print icon. 

 

 

Have questions? Need help? Email application@abrda.ca or call 780-486-2526. 

mailto:application@abrda.ca
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