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Accessing the Portal
Accessing the portal is easy. Please use Google Chrome or Firefox to access the
portal. Issues have been identified when using Internet Explorer. From your
preferred device go the following URL:

https://onlineservice.nlchp.ca
Select the “Member Portal” to access the member-only portal.
OR
Visit www.nlchp.ca and select the NLCHP Portal Icon in the top right corner

Select the “NLCHP Portal” to access the member-only portal.
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Activation
If it is your first time signing into the portal you will need to activate your account.
1. Visit http://onlineservice.nlchp.ca or www.nlchp.ca
2. Select “Member Portal”

3. Select “Activate Now:

4. Enter your e-mail address on file with NLCHP.

5. A message will be sent to your inbox containing your temporary password.
Select “Return to Login” and enter copy and paste the password from your email. Make sure you don’t include any spaces!
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Select Sign In.
6. Set up your two-factor authentication questions. At least one of these questions
will be asked every time you login to the portal in the future. If you answer
incorrectly 3 times your account will be locked. If your account becomes locked,
please contact the NLCHP.
Note: Your answers are case sensitive! We suggest using lower case text.
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7. Create a new password.
This password must be at least 8 characters, contain a minimum of one upper
case letter, one number and one special character.
Your password cannot contain your first name, last name, address, city,
province, country, postal code, birthdate or other commonly used words like
“password”.
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Menu Options
The menu is located on the left side of the screen.
This menu may be updated to include more options
as we introduce new features.

Note: Pages look different on a mobile device. The
menu is located in the top right corner under the
“burger icon”.

Welcome
This is the default screen when you login. It will show your current registrations, status
and expiration date. It will also show any outstanding fees you have to pay.

Personal Information
This section gives you the opportunity to update your contact information with NLCHP.
This includes your address, phone number and e-mail address.
Note: Changing your e-mail address will also change the e-mail you use to login.

Employment
Please keep your places of work up to date at all times. You can add new employers
and modify existing employers (to update a change in position or adding an end date if
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you are no longer working there.) As specified in all Regulations under the Health
Professions Act (2010), registered health professionals are required to notify the NLCHP of
a change in contact information or employer information within 30 days of the change.

Professional Liability Insurance (PLI)
The Health Professions Act requires health professionals registered under the Act to
maintain a professional liability insurance policy. Registrants must maintain professional
liability for the full registration year. If the policy expires prior to the end of the
registration year, the registrant must provide additional documentation 30 days prior to
expiration of policy of the new or renewed policy.
Use this page to update your PLI information. You will be required to provide a copy of
your PLI policy as proof of insured status. You cannot work without current PLI.
Note: The NLCHP does not require non-practicing status registrants to carry PLI,
however it is recommended that registrants consult with their insurance provider.

Practice Hours Summary
This option provides you with a summary of the practice hours we have on file with you
over the last 4 calendar years – it also indicates the minimum required hours to remain
eligible for registration for your profession.
Note: Hours submitted by your employer for the previous calendar year may not be
reflected until after February 15th.

Renewal
This option is only available during the annual renewal period. Use this section to
complete your renewal for the selected profession.

Invoices & Receipts
Pay outstanding invoices by credit card and view/print receipts from this section.

Name Change Request
If your name has recently changed you can submit a request to have your name
updated on your registration.
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Note: You will be required to provide supporting documentation for the change.

Request for Letter of Good Standing
Use this page to request a letter of good standing from NLCHP. You can indicate
where the documents should be sent and pay the required fee.

Security Settings
Update your password from this screen. Your password must meet minimum security
requirements including a minimum of one upper case letter, one number and one
special character.
Your password cannot contain your first name, last name, address, city, province,
country, postal code, birth date or other commonly used words like “password.”
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Renewal
Note: Pages look different on a mobile device. The menu is located in the top right
corner under the “burger icon.”

This renewal guide contains the renewal information for one profession. While the
process is similar for all professions, some information required may be different.
Information you’ll need to submit for renewal:
•

Your current employment information, including worksite, department and
address. You will also have to enter your employment start date. If you are
not sure of the exact date, you can estimate. All dates in the renewal form
are formatted as YYYY-MM-DD. You can enter in the date or use the
calendar function to select by clicking on the Month Year line as outlined
below:
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•

Practice hours and verification of those hours (letter) from every employer
that does not provide this information directly to NLCHP. Self-employed
registrants are required to have practice hours documentation verified by an
independent third party. The independent third party could be an account
manager, office manager or auditor.

•

Information on any other active registrations you hold in your profession.
Note: You will be required to have a letter of standing sent directly to NLCHP
before your renewal can be approved.

•

Professional Liability Insurance information. If you current PLI policy will be
expiring soon or expires before the renewal date, you will be required to
provide a copy of your updated policy as documentation. Even if you have
submitted this previously to NLCHP, you will be required to update a copy as
part of the first renewal in the new online system. You cannot work without
PLI.

•

If your profession requires that you maintain mandatory certifications such as
CPR, you will need to provide current proof of completion. Even if you have
submitted this previously to NLCHP, you will be required to update a copy as
part of the first renewal in the new online system.
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Navigate to Renewal
From any page, select “Renewal” from the left menu.
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Step 1 – Getting Started
This page is an acknowledgement of the period you are renewing your registration for.
Click on continue.
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Step 2 – Personal Information
Here you will have an opportunity to update your contact information with NLCHP.
Please confirm the information is up-to-date and select Next to continue.
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Step 3 – Registration Category
On your renewal you have the opportunity to change your status effective the next
licensure year or keep it as is.
Select your destination class of registration from the dropdown menu.
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Step 4 – Employment
Use this section to confirm and update your employment information.
If you have an existing employment record but no longer work there, you can modify the
employer to add an end date.
If you would like to add a new employer, select Add Employment. If no changes are
required select “Save & Continue”.
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Adding an Employer
If you need to add a new employer, select “Add New.”
When adding a new employer, use the “Search Employer” field to search for an existing
employer. You can also select the dropdown arrow to view a list. When you see the
correct option, click or tap on it to make the selection.
Notes:
If your employer is not listed, select Other Employer from the list and complete all
required fields.
If you are not sure of your exact start date, you can estimate.
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Complete all required fields and select “Save” to return to the employer summary page.

Updating an Employer
Select “Edit” beside the employer. Make any necessary changes to the fields and select
“Save” to continue.
Note: Add an “End Date” if you are no longer working for that employer.
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Step 5 – Practice Hours
You will be required to provide practice hours from your current employer(s).
Supporting documents/evidence of those hours must be uploaded for all employers that
do not provide hours directly to NLCHP. Self-employed registrants are required to have
practice hours documentation verified by an independent third party. The independent
third party could be an account manager, office manager or auditor.
Your practice hour reporting is based on the previous calendar year – January 1 to
December 31.
The table displays the hours we have on file for you over the last 4 years – keep in mind
if your employer provides practice hours directly to NLCHP they may not have been
recorded yet.
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Step 6 – Other Registrations
You are required to provide and/or update your registration information if you are
registered with any other regulatory body in your profession.
If you are not currently registered with any other regulatory body in your profession
select “Save & Continue” to continue.
If you have a current/active registration with another regulatory body in your profession
you will be required to provide a letter of good standing before your renewal is
approved.

21

NLCHP Member Self-Service Guide

Adding a New Registration
Select the “Add New” button.
Fill out all required fields and select “Save” to save and return to the list.
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Edit / Update a Registration
Select the “Edit” button beside the entry and update any necessary items. Typically, you
will be updating the registration dates, including the issue and expiration date.
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Step 7 – Continuing Education
You are required to complete your health profession’s College continuing education and
professional development program each year. Declare whether you have completed
the program for the current year or not and select “Next” to continue.
Note: The Continuing Education and Professional Development section of the online
portal is still under development. Once the section has been completed, registrants will
be required to upload proof of completion documents in the portal. Communications will
be sent once this is available for use.
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Step 9 – Professional Liability Insurance (PLI)
You are required to maintain professional liability insurance. You can review your PLI
information on this screen. You can add a new policy or modify an existing policy with
the most up to date information.
You will not be able to proceed unless you have up-to-date insurance information.
If all details are current, select “Save & Continue” to proceed.

25

NLCHP Member Self-Service Guide

Add New PLI
Complete the required fields and upload proof of insured status.
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Edit / Update PLI
You can provide your updated PLI information to NLCHP if the policy has recently
renewed and you wish to provide an updated expiration date.
Note: You will still be required to upload proof of PLI when modifying this policy.
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Step 9 – Consent to Release of Information
Please read this page carefully. You accept the release of your contact information to
your health profession’s College by completing this renewal.
Select “Save & Continue”.
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Step 10 – Declarations
Please read all information on this page and respond to the declarations.
Read everything carefully. If you answer “No” to a declaration you will be required to
provide additional details.
Select “Next” to continue.
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Step 11 – Payment
There are two options for payment of your registration. Please select one from the
dropdown menu titled “How would you like to pay?”

1. Credit Card
We accept Visa, Visa Debit & MasterCard. Enter your credit card details and
select “Process Payment”

2. Registration fees paid through payroll deduction/national body
This payment method is only available to registrants whose annual registration
fees are paid through payroll deduction by their employer or national body who
remits those fees directly to NLCHP. This will be subject to verification, and if the
registration fees are not remitted by your employer or national body, you will be
responsible for payment of your registration fees before your renewal is
approved.
Note: If this option is selected an unpaid invoice will be created on your account
– please do not pay unless instructed. This invoice will be paid once
confirmation of payment has been received by the employer or national body.
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Step 12 – Submitted
Your renewal has been successfully submitted to NLCHP.
You will receive an automated notification by e-mail upon approval or an e-mail from the
NLCHP if more information is required.
Remember: If you have an active registration with another regulatory body in your
profession you will be required to have them remit a verification of standing directly to
NLCHP before your renewal can be approved.
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Accessing Receipts
Receipts are accessible by visiting “Invoices & Receipts” from the menu.
Find the desired receipt and select “Review” to view the receipt.

Use the “Print” button at the top of the receipt to print a copy.
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