Member Online
Self Service Guide

Updated September 2019

Important Information
Important Dates
Renewal Opens
Mid September
Employer Direct Bill Renewals Due
Must be completed online by October 30
Employer Invoiced Renewals Due
Must be completed online by October 30
Final Deadline - All Renewals & Payments Due
November 30

Online Self-Service Web Address
https://onlineservice.rpnas.com/webs/rpnas/service/

Technical Support Information
Phone: 306-586-4617
Toll-Free:1-855-586-4617
E-mail: info@rpnas.com
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Frequently Asked Questions
With the introduction of an online self-service system for our members there have been
numerous changes that have had to happen. Many of these changes will likely not affect
you, however there are some things you need to know about.
You have questions, we have answers. Read over the frequently asked questions below.

What can I do with the online-self service?
Many great things. Our self-service system allows you to:
- Change your contact information online including address and e-mail
- Build and maintain your Continuing Professional Development portfolio
- Renew your license online
- Print receipts
- Access member-only resources
There will likely be more features as we introduce them.

How will an online-only renewal impact me?
There are primarily three ways you will be impact by our self-service system:
- No paper licenses
Because a paper licenses is only valid for the moment it is printed, all license verifications
will now be performed on our website. We will direct all requests to our online member
register, which is updated in real-time. A wallet card will be available for you to print after
you renew should you need to carry something around at work.
- No paper registration forms
While the information we collect is the same, the way we collect it might be a little
different. Our goal is to design the registration process, so you only update information
that has changed instead of providing everything again. The first year we will require all
registrations to be online
- Greater reliance on digital communication
We intend to do everything possible to eliminate paper-based communication. It is costly,
wasteful and most certainly not timely. As a result, most standard communications
including renewal notices, communiques and more will be sent digitally via e-mail.
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How often will I need to access the online self-service?
We typically recommend you access the system whenever you need to make a change to
your profile including, but not limited to, new places of practice, education and CPD credits.
If you start working at a new place of practice you must notify RPNAS via this portal.
Many will find it helpful to access the system to provide updates to their professional
development portfolio as the event occur to save time come renewal. In the future, we
hope to have additional enhancements which could encourage you to access this system
more regularly.

I don’t have a computer, or I don’t know how to use one. What can I do?
This is a great learning opportunity for you! You should be able to access a computer at
your workplace to activate your account, complete your renewal and update your
professional development portfolio. Follow the step-by-step instructions provided in this
guide and if you still encounter difficulties you can reach out to us for more assistance.
Unfortunately, we won’t be able to accept paper renewals and cannot process activations
or renewals over the phone.

Will you direct bill my employer for my dues?
Yes. As of September 1, 2016, we will direct bill the following employers:
Five Hills Health Region

Government of Saskatchewan - Ministry of Justice

Heartland Health Region

Kelsey Trail Regional Health Authority

Prairie North Health Region

Prince Albert Parkland Health Region

Regina Qu’Appelle Health Region

Saskatoon Health Region

Sun Country Health Region

Sunrise Health Region

Saskatchewan Polytechnic
If your employer is on the direct billing list
1. Complete your renewal by October 15th.
2. Select “yes” to your employer paying, then select the employer from the list.
3. No further action is required on your part.
If the employer determines you are ineligible to have your dues paid, you will be required to
remit payment on your own -- we will provide you with a receipt for reimbursement.
Is your question not answered in this guide? E-mail info@rpnas.com or call 1-306-586-4617
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If your employer is paying and is NOT part of our direct billing program
1. Complete your renewal by October 30th.
2. Select the “yes” to your employer paying, then select “Not List/Other” from the list.
3. Print the invoice, deliver to your employer’s HR or accounts payable department.
4. Your license will be updated after payment is received.
You are responsible for ensuring payment is sent before November 30th. If payment from
your employer is received after November 30th, late fees will be automatically assessed on
your account and your license will not be updated until those fees are paid.
If paying on your own
1. Complete your renewal before November 30th.
2. Pay online using a credit card.
3. Your license is updated immediately.

Why disclose my place of practice?
In accordance with the Registered Psychiatric Nurses Act c. R-13.1, as amended, the
Association must post information about every registrant and may, when determined to be
in the public interest, post information about places of practice on the public register with
consent.
We recommend you provide consent to show your place of practice unless you feel doing
so will compromise your safety.
Providing this information to the public balances the role of a psychiatric nurse as a
provider of regulated services to the public with the public’s right to know that their
psychiatric nurse is regulated. Displaying this information on the register improves
confidence in the profession of psychiatric nursing.

Why can only RPNAS add places of practice?
In an effort to maintain a high quality of data, some information can only be added by
RPNAS staff. Specifically, places of practice and educational institutions. Because these
organizations can often go by multiple names, for example, University of Regina is also
known as U of R, this can lead to multiple versions of the same organization. Please contact
RPNAS central office to have this information added to our system. It will only need to be
added once and will be available to everyone going forward.
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Searching the Public Register
In lieu of paper licenses, the public register is available on our website for employers and members of the
public to view the current status of one of our members. It provides real-time updates on status,
expiration, limits and place of practice. If you forget your registration number, you can use our public
register to look it up.

1. Visit http://www.rpnas.com and click Member Verification/Public Register in the top right.

2. Type the first name, last name or registration number in the search field and click search.

You can also find members by place of practice by selecting from the drop-down list.
Is your question not answered in this guide? E-mail info@rpnas.com or call 1-306-586-4617
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3. Your results will be displayed below. If you are not finding the correct results, click search again with
only one name. For more details on the registrant click view.

4. After clicking “view” on the previous page, you will see additional details on the registrant. You can
print a time-stamped copy of this page by selecting print.
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Accessing the Online Self Service Area
Accessing your online account is easy. You can access this area from your smartphone’s browser or your
computer.
You will require:
- Your Registration Number (if you do not know this, follow the tutorial for Searching the Public Register to
find it)
- The password you set during activation.

1. In your browser, visit https://onlineservice.rpnas.com/webs/rpnas/service/
Alternatively you can go to www.rpnas.com and click the Member Online Self-Service link in the top left
corner.

2. Enter your registration number or e-mail, and your password where indicated and click the sign in
button.

Is your question not answered in this guide? E-mail info@rpnas.com or call 1-306-586-4617
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3. Welcome to your online profile. See other step-by-step guides to learn how to use other functions
within the online self service area.
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Adding Activities to your CPD Portfolio
Our CPD portfolio allows you to build a professional development portfolio online. It is a great way to keep
track of your activities.
We recommend you scan any certificates/receipts/description received and upload them when submitting
the activities for a full portfolio. If you are not familiar with scanning it is not required, however it will be
exceptionally helpful in the event you are selected for a random audit.
Access this portal regularly to update your CPD Activities so you do not have to spend an extended time
entering them during renewal.
You are required to have a minimum of 10 CPD credits to be eligible for renewal as an active practicing
member.
For more information about the categories of learning and the number of credits, visit
http://www.rpnas.com/members/cpd/

1. Log into your self service.
2. From the home screen of your online self service portal, click CPD from the left side menu.

3. Select Activities from the two options that appears after clicking on CPD.

Is your question not answered in this guide? E-mail info@rpnas.com or call 1-306-586-4617
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4. The CPD page shows a summary of the credits you have earned thus far. Remember you need at least
10 credits per year to maintain your license. To add a new activity, click +Add Activity at the bottom of
the summary.

5. Enter the requested information on this page, including: the category of learning, description of the
activities, number of credits earned, and the day it was completed. We strongly recommend you attach
a file to upload supporting evidence to complete your portfolio. This file can be a single pdf with all the
necessary documents. This will help you in the event of an audit. If you do not know how to do this, you
can exclude it.
Click save after you have entered all the requested information.
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6. Confirm the CPD activity you just entered has been added successfully to your CPD portfolio.
You can also modify existing entries by clicking the edit button.

Is your question not answered in this guide? E-mail info@rpnas.com or call 1-306-586-4617
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Adding/Modifying Your Place of Practice
Keeping RPNAS up to date with your places of practice is essential. Should you start a new position at a
new facility or leave a position, you will be required to provide this information to us.
If you start work at a new place of practice, please add this to your practice locations as soon as possible.
If you leave a place of practice, please modify the existing place of practice to include an end date.
The way we now maintain these records is different from previous years where we would only collect this
information annually. Please update this information as you change employers.

1. Log into your self service. For instructions on accessing your online self service portal, see the
appropriate step-by-step guide on page 9.

2. From the home screen of your online self service portal, click Places of Practice from the left side
menu.
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3. Click Add New to add a place of practice. To modify an existing record or add an end date, click the edit
button and see number 6 on page 16 for further instruction.

4. To add a place of practice, select the practice location from the dropdown menu. Locations are listed
alphabetically with the employer first and worksite second. In the example below, the employer is
Saskatchewan Polytechnic, and the worksite is Regina Campus.
Enter all other required fields and click save.

Is your question not answered in this guide? E-mail info@rpnas.com or call 1-306-586-4617
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5. Confirm the location has been added on your practice locations page.

6. To add an end date to an existing place of practice click on the calendar in the end date field and then
select the last day worked on the small calendar that pops up. Once you have selected a date click
save.
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Renewing your License
We have done our best to make the renewal process as simple as possible. Currently, from start to finish
there are only 11 steps.
Note: If this is your first time using the online system, there may be a few additional steps required.
To be eligible to renew as practicing you must:
- Have worked at least 1400 hours in the last 5 years.
- Submitted at least 10 new CPD credits during the eligible period (November the year prior
to as late as November 30 of the current year)
To change from practicing to non-practicing you must:
- Have the hours worked the current practice year
- Must submit 10 CPD credits to complete your profile for the current practice year.
If you have already submitted your CPD credits, the process should only take a few minutes. To learn how
to submit your CPD credits see page 11.

1. Log into your self service. For instructions on accessing your online self service portal, see the
appropriate step-by-step guide on page 9.

2. From the home screen of your online self service portal, click Renew Registration/Renewal of
Registration.

Is your question not answered in this guide? E-mail info@rpnas.com or call 1-306-586-4617
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3. Getting Started (1/11) The welcome screen for online renewal will be displayed. If you have not
submitted the required number of CPD hours you will not be able to proceed with renewal. To submit
your CPD credits, see page 11. Click Next to continue.

4. Renewal Route (2/11) This page asks whether you are renewing your current class (whether it be
practicing or non practicing) or changing to a different class. Select the appropriate option and click
Next to continue.
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5. Address & Contact Information (3/11) Make sure the contact information we have on file is correct. If
your address has changed, please enter your new street address and postal code, then click Search to
populate. If everything is correct click Next to continue.

6. Practice Locations (4/11) To add a new place of practice click the +Add New and see page 15, or to add
an end date click the Edit button and see page 16. If everything is correct and up to date click Next.

NOTE: After your place of practice is added, it will remain in the list until you add an end date.
If this is your first time using the system, there may be no practice locations listed.
For instructions on adding new places of practice see page 15.

Is your question not answered in this guide? E-mail info@rpnas.com or call 1-306-586-4617
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7. Practice Hours (5/11) The following page is requesting the hours worked for your listed place of
practice for the reporting period. The reporting period is January 1 - December 31. Select the
Employment Type and enter the estimated Hours for each practice location. To continue click Next.

NOTE: You are required to have a minimum of 1400 practice hours in the last 5 years (including the
current reporting period) to be eligible for a practicing license. If you do not have this contact RPNAS.
Estimated Hours Worked We understand you are completing the renewal before the end of the
year; therefore, you must estimate the hours you will be working through to December 31 of the
reporting period if your employer has not provided this to you. Do this by taking the actual hours
worked to date, dividing by the number of months you have available, and multiply by 12. For
example, if you have 1400 hours to July 31, divide 1400 by 7 for an average of 200 hours per
month, multiplied by 12 months in a year, for a total of 2400 estimated hours worked.
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8. Other Registrations (6/11) If you currently hold no active membership with any regulated health
profession outside of Saskatchewan, select No and click Next.

If you currently hold an active membership with any regulated health profession outside of
Saskatchewan, please ensure it is listed here. To add a new out-of-province registration, select Yes and
click +Add New. Fill in the required fields and when you are finished click Save.

Is your question not answered in this guide? E-mail info@rpnas.com or call 1-306-586-4617
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9. Additional Reporting (7/11) Answer the following required additional reporting questions. Click Next
to continue.

10. Other Education (8/11) You can now view the summary of the education we have on file for you. If
everything is correct and up to date, please click Next.

To add a new education entry, click Add New, or to modify an existing education entry, click Edit. Enter
the required information (indicated with a star) and click Save.
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11. Languages of Care (9/11) Here you can view the languages of care we have on file for you. If
everything is correct and up to date, click Next to proceed. If you want to add a language of care,
click +Add New.

Select a language of care from the drop-down menu and click Save to add it.

Is your question not answered in this guide? E-mail info@rpnas.com or call 1-306-586-4617
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12. Declarations (10/11) Please read each of the declarations carefully and answer them truthfully.
Should you answer “yes” to question 1 or 2, a box will appear, and you will be required to provide a
written explanation. Click Next to continue.
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13. Payment Method (11/11)
RPNAS offers 3 payment methods for online renewal.
1. Direct billing of select employers (deadline of October 15)
2. Printable invoices for small employers (deadline of October 15)
3. Payment by credit card (deadline of November 30)
Payment Method – Employer Paid-Direct Billing If your employer is paying select Yes. Next click on the
dropdown menu and select your employer from the list. Click Submit.

Payment Method – Employer Paid-Printable Invoice If your employer is paying but is not listed, in the
drop down menu select the option Not Listed/Other. Click submit to continue. PRINT a copy
of the invoice generated and deliver it to your employer for payment.
Please Note:
Employers listed in the direct billing list will NOT accept invoices for payment.
You are responsible for ensuring payment is received before November 30th. If payment from your
employer is received after November 30th, late fees will be automatically assessed on your account and
your license will not be updated until those fees are paid. You will receive a notification when payment has
been received.
Should you not have access to a printer at this time, you can access this invoice at a later date by visiting
the “receipts” section in the self-service portal.

Is your question not answered in this guide? E-mail info@rpnas.com or call 1-306-586-4617
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Payment Method – Payment by Credit Card RPNAS accepts Visa and MasterCard. Also, most Visa Debits
will work with our payment processor. If you do not have a credit card or Visa Debit, please contact
our office for payment options. If you are paying personally, select No. Enter your credit card details
and click Pay Now by Credit Card.

Your renewal is complete.

Your renewal is now complete.
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Printing a Receipt or Invoice
The receipt pages will allow you to print any current or historical transaction you have had with
RPNAS. This includes receipts for registration dating back to 2001. On a go-forward basis it will
also include any administrative and application fees.

1. Log into your self service. For instructions on accessing your online self service portal, see
page 9.

2. Click Invoices & Receipts from the home screen of the self-service portal.

3. Click Review or Review & Pay on any transaction you are looking for.

Is your question not answered in this guide? E-mail info@rpnas.com or call 1-306-586-4617
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4. When viewing the receipt, you will be able to see the transaction date, payment type and
amount. Click the Print button to view a printable version of this receipt.
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