How to Update Your Professional Corporation Contact Information

Practice Resource Portal Training

1. Click the Practice Resource Portal button on the CDSA website (cdsab.ca)
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2. Logintothe CDSA Practice Resources Portal.
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3. Once logged in, select the Professional Corporation you wish to edit from the list of

facilities and professional corporations. Click ‘Select.’

Select Profile

This page lists your professional corporations, facilities where you may have radiation emiting equipment and your accredited surgical dental
facilities. Select the one from the list you would like to manage. If you would like to apply for a new facility please click the button below to create
a new facility profile. If you would like to start a new professional corporation please head here.
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Click Select on any existing facility or professional corporation to open it. If you only have one facility or professional corporation, it will be

automatically selected.
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4. You will be led to a screen where you can manage and edit details for the selected

Professional Corporation.
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5. You will see your Professional Corporation Name and Date of Incorporation. These
cannot be edited without the appropriate paperwork. You can edit your Business
Email and Business Phone.

Business Information

Professional Corporation Name Jane Dough Test PC
Date of Incorporation 10/12/2017

Business Email * janedough@gmail.com
Business Phone * (780) 432-1012

6. You can also edit information in two other categories of Business Information:
Business Address and Mailing Address.

Business Address

Street Address College of Dental Surgeons of Alberta
Street Address 2 402-7609 109 ST NW

City EDMONTON

Country Canada

Province Alberta

Postal Code T6G 1C3

Mailing Address

Same As Business Address? * D Yes @ No
Street Address * College of Dental Surgeons of Alberta

Street Address 2 402-7609 109 ST NW

City * EDMONTON

Country * Canada

Province * Alberta

Postal Code * T6G 1C3

Continued on next page...



7. Under Mailing Address, you will see an option to select “Same as Business Address.”
This Mailing Address is where receipts and information from the College on your
Professional Corporation will be sent. You can choose whether this address is
different or the same as your Business Address.

Mailing Address

Same As Business Address? ¥

Street Address * College of Dental Surgeons of Alberta
Street Address 2 402-7609 109 ST NW

City * EDMONTON

Country * Canada

Province ¥ Alberta

Postal Code * T6G 1C3

8. Feelfree to change any of the fields and ensure your Business Address and Mailing
Address are up to date.

9. Once you make any changes, click ‘Save’ at the bottom of the page.

Radiation Facility - Upcoming

Equipment Expiry Country G
Surgical Facility - Annual Report
Province Alberta
Finance
Witicas A Rl Postal Code T6G 1C3
Mailing Address
Same As Business Address? % Yes @ No
Street Address * College of Dental Surgeons of Alberta
Street Address 2 4057609 109 ST NW
City * EDMONTON
Country * Canada
Province ® Alberta

Postal Code * T6G 1C3

10. Your Professional Corporation Business Address and Mailing Address are now up to
date.



