
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Annual Renewal 
 Guide for Online Leave of Absence (non-practicing) Renewal  
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This guide will show you, step-by-step, how to submit your online Leave of Absence (non-practicing) renewal. 

First Log In to the Portal 
To begin, you need to log in to the Portal to access your Leave of Absence (non-practicing) 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 the “Forgot Password” button and enter your email address; click 

“Reset Password” to receive the email with a link to reset your password. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
Check your email for the link to reset your password. 
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The email with the link to set your password will look like this.  Click on Click Here. 

 

 

 

 

 

 

 

 

 

 

 

 

 

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.  
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Next, Renew 
Once you have logged in, your home page will look like this:  Click on “Annual Renewal” to access your Leave of 

Absence (non-practicing) Renewal Application. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 1 – Renew Leave of Absence (non-practicing) 

Check the statement “I want to renew my current Leave of Absence (non-practicing) status” to proceed with the 

renewal. 

Click Next. 
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Note:  The steps in this guide take you through applying to renew your current Leave of Absence (non-practicing) 

status.  If you will be returning to practice during the upcoming renewal year, click on Registration Change 

Request for information. 

 

Step 2 – Deadline, Fee and Privacy Information 

This page gives you information on the deadline, fees and privacy information. 

Read the acknowledgement statement and check the box. 

Click Next. 
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Step 3 - Profile 

This page has your contact information.  You need to review it and make any updates to ensure your information 

is current.   

All fields marked with * are required. 

Click Next. 
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Step 4 – 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 enter 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. 
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You need to ensure your employment records all show “Yes” in the Updated/Confirmed column, and you have at 

least one employment record without an End Date. 

Click Next. 
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Step 5 –Applicant’s Statement – My Responsibilities 

Read each statement and 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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Step 6 – Applicant’s Statement – True and Correct Application 

Read and check the acknowledgement statement certifying the information in the application is true and correct. 

Click Next. 

 

 

 

 

 

 

 

 

Step 7 – Terms and Conditions 

Read the terms and conditions. 

Click Accept. 
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Step 8 – Fee and Payment Information 

Enter your information to submit your fee payment.  The fee is $75.00. 

Click Process Payment.  
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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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Important Dates and Information 
Our registration year goes from December 1 – November 30.   

We will send you an email when you can access your Online Leave of Absence (non-practicing) Renewal 

Application form. 

The renewal deadline is November 30. You must submit your Online Leave of Absence (non-practicing) Renewal 

Application by November 30.  

If you don’t renew by November 30, we will suspend your Registration on December 1.  If we suspend your 

Registration and you have not reinstated it after 30 days, we will cancel your registration.  At that point, you must 

apply for registration again before you can practice. 
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