
Updating Existing Radiation Facility Information and Equipment 

This guide will outline the basics of managing the details of a Radiation Facility and 
Radiation Equipment in the Practice Resource Portal. 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. 

This guide includes: 

• Updating contact information for a Radiation Facility 
• Changing the address of your Radiation Facility 
• Updating a Facility’s Employer and Designated Dentist 
• Adding new Radiation Equipment 
• Removing Radiation Equipment 
• Updating Equipment Details such as 5-Year Renewals, relocations, repairs, and 

replacements 
 

1. To begin, visit the CDSA website and click Practice Resource Portal. 

 

2. Enter your email and password (this is the same email and password you use for the 
Registrant Portal).  
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3. On the next screen, click ‘Select’ on the Radiation Facility you wish to edit. 
a. If you only have one Business Type, you will automatically be taken to the 

Business Information Page. 
b. If you have more than one Business Type, be sure the facility you select has 

‘Radiation Facility’ listed under Business Type. 

 

 

4. Next, you will be on the Business Information Page. This is where you can manage 
and edit the contact information for your Radiation Facility. Official changes to your 
Radiation Facility (including relocation and equipment additions/removals/updates) 
need to be submitted to the CDSA by clicking ‘Radiation Facility – Update Existing 
Facility Information’ from the menu on the left side of the screen. 
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5. Click ‘Radiation Facility – Update Existing Facility Information.’ 

 

6. Any forms and requests you have previously submitted will be visible.  
 

7. Click ‘Start’ to begin a new request and be taken through the step-by-step request 
form. 
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8. First, you must select the facility where your Radiation Equipment is located.  
a. You will need to make sure the address information for the facility is up to 

date before proceeding. Click ‘Save and Continue’ to move forward. 

 

9. The second page of the request form allows you to manage and edit your Employer 
and Designated Dentist Information. You must select the correct Employer for this 
facility to move forward.  
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a. You can submit a change to the Designated Dentist on this page. 
b. The Employer is the Professional Corporation or owner of the dental practice, 

and the Designated Dentist is the registrant who oversees the facility 
equipment information. Any changes to this information require approval 
from the CDSA before being reflected on your Business Profile.  

 

10. If you have made changes, or have no changes to make on this page, click ‘Save and 
Continue.’ 
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11. Next, you will see a list of radiation equipment in your selected facility. Below that 
list, you have an option to submit an Equipment Change Request. An Equipment 
Change Request allows you to add new equipment, remove equipment, and update 
equipment details (including relocations). Click ‘Add Change Request.’   

 

12.  Select the type of change from the drop down.  

 

13. As an example, let’s add new equipment. A drop down will pop up with required 
information to fill out. 
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14. Fill out the required fields. Indicating the inspection, installation, and model 
information for the equipment.  

 

15. Once the form is completed, click ‘Save and Continue.’ 
 

16. You will be taken back to the Equipment Change Request page, where you will now 
see any submitted change requests you have generated in your current session. 
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17. If you have additional change requests to make, you can click ‘Add New Change 
Request’ and repeat the process or click ‘Save and Continue’ to move forward. 
 

18. To remove a piece of Equipment, click ‘Add New Change Request.’ This will take you 
to the Change Request Selection Page. 
 

19. To remove Active Equipment, select ‘Remove from Active Equipment List.’ 

  

20. Select the Equipment you wish to remove. The information for that piece of 
equipment will be automatically populated. 
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21. You will need to indicate if the equipment is staying or moving to a different facility. If 
it is moving, you will need to indicate where. If it is staying, complete the form and 
click ‘Save and Continue.’ 
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22. You will return to the page where your current equipment and equipment change 
requests are listed. Confirm that this information matches your facility requirements 
and needs, then click ‘Save and Continue’ to finish the request. 

 
 
 

23.  Next, let’s update existing equipment. Click ‘Add New Change Request.’ 
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24.  To change details about equipment, select ‘Update Equipment Details.’ 

 

 
25. Through this type of request, you can: 

a. Submit a 5-Year Renewal 
i. You will need to indicate:  

1. The Name of the Authorized Radiation Protection Inspection 
Agency that Performed Compliance Inspection 

2. The Date of Inspection 
3. The Inspection Result 

b. Submit a Relocation 
i. You will need to indicate:  

1. The Name of the Authorized Radiation Protection Inspection 
Agency that Performed Compliance Inspection 

2. The Date of Inspection 
3. The Inspection Result 
4. The New Facility Name 

c. Submit a Repair 
i. You will need to indicate:  

1. The Name of the Authorized Radiation Protection Inspection 
Agency that Performed Compliance Inspection 

2. The Date of Inspection 
3. The Inspection Result 

d. Submit a Replacement 
i. You will need to indicate:  

1. The Name of the Authorized Radiation Protection Inspection 
Agency that Performed Compliance Inspection 

2. The Date of Inspection 
3. The Inspection Result 
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26.  Once your changes are made and all required fields have been filled out, click ‘Save 

and Continue.’ 
 

27. Next, you will need to supply documentation to support the requests you are 
submitting.  

a. A Proof of Dosimetry Service is required for all changes to Radiation Facility 
Information. 

b. A Compliance Inspection Report is required for all changes made to 
equipment (additions, removals, relocations, etc.). 

 

28.  Click ‘Save and Continue’ once the appropriate documents have been submitted. 
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29. You will need to provide an electronic signature to confirm your Equipment Request. 
Click ‘Save and Continue.’ This process may take a moment. 

 

30. Once completed, your request is sent to the CDSA’s Radiation Team to review and 
approve your request. A separate follow-up email will be sent once the College has 
reviewed and approved your application. No other action is required unless 
specified by the CDSA. 

 

The CDSA encourages you to explore and familiarize yourself with these processes with the 
new Practice Resources Portal.   


