
 
A Step-By-Step Guide to Changing Your Personal and Account Information and 
Downloading Your Practice Permit 

If you have not set up your new CDSA registrant account, please view the ‘Welcome to the 
Registrant Portal’ video or pdf to learn how to set up your account. 

1. To log in to your account, visit the CDSA website and click Registrant Portal. Log in 
using your email and password. 
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2. Once logged in you will see your personal information. From here you can access 
your home screen and menu, which includes several different options for engaging 
with your profile and the registrant portal. 
 

 
 

3. To edit your personal information, click ‘Personal Information’. Here you can edit 
your home address, work address, and contact information. The CDSA requires up 
to date Contact Information for every registrant. If you have moved or plan to move, 
please ensure you update your address, email, or phone number within the 
registrant portal.  
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4. If you make any changes, you must click save to ensure these changes are saved on 
your profile. You cannot change your legal name here, we will cover that in a 
moment. 

 

5. Next, we will look at Account Settings. Click ‘Account Settings’. Account Settings are 
related to how you log in to your portal account.  
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6. Under ‘Account Settings,’ you can do three different things. To choose which options 
you’d like to view or edit, select an option from the drop-down menu.  

 
 

7. Let’s start with changing your email. It is very important to note that changing this 
email does not change your contact email, it changes the email address you use to 
log in. If you want to change your contact as well as login email, be sure to update 
your email under Personal Settings. Once you change your login email, click ‘Save’.  
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8. Under the dropdown you can also change your password. Please be aware of the 

mandatory password specifications. You must enter your current password to 
change passwords. Enter and confirm your new password. Click ‘Save’. 

 

 
9. Here you can also change your three Security Questions that you use for two factor 

authentication. Click ‘Save’, should you make any changes.  
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10. Next, we will look at how to submit a legal name change. Go to ‘Name Change 
Request’ in the main menu.  
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11. Enter your new name. You will also be required to include a document as proof of 
your legal name change. Click ‘Submit’. 

 

 
12. Lastly, let’s download a Practice Permit. The CDSA will no longer be mailing practice 

permits after renewal. The new registrant portal allows you to easily print off as 
many permits as needed.  
 

13. In the menu under Registration, click “Practice Permit.”  
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14. Here you will see a list of all permits you have that are specific to you as a registrant 
of the CDSA. Click Download Permit. 

 

 
15. Depending on your device, your permit will appear in your downloads folder. From 

there you will be able to print, save, or share your permit.  
 

16. To log out click your name on the top menu and select ‘Logoff’ 

 

 


