
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)  

 

2. Log in to the CDSA Practice Resources Portal. 

 

 

Continued on next page… 

https://cdsab.ca/


3. Once logged in, select the Professional Corporation you wish to edit from the list of 
facilities and professional corporations. Click ‘Select.’ 

 

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

 

Continued on next page…. 



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.  

 

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

 

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. 

 

8. Feel free 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. 

 

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


