
 
“How To” Tips 

 
If you have forgotten your password, please click on the “recover my password” button and 
a new, temporary password will be emailed to the last email we had on file for you. If you 
have forgotten your email, please contact the registrar (registrar@nbvma-amvnb.ca) 
 
 

 
 

 
To edit any information within your profile such as your email, address, place of 
employment, etc. please click on the green pencil icon.  
 
To add CE hours, go under the Professional Details section and click on “Edit CE Hours” 
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Once in the CE hours section, please enter the date your CE was completed, the name of 
the CE, the location and hours. Once completed, click the maroon “save” button.  
 
 

 
 

 
Please enter the date of the CE by using the calendar option. To access the calendar, simply 
click the date box. The portal works best if you use Google Chrome or Firefox browsers.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Once your CE hours have been entered, you will then need to upload proof of CE such as CE 
certificates. Under the Supporting Documents section, click on the “add document” button in 
the Continuing Document Section. It may take up to 1 min for the screen to open depending on 
your internet speed so please be patient.  You can scan your certificate or take a picture of it 
with your smart phone. Please use the file types .pdf .png or .jpeg only  

 
 

 
 
 
 
 
 
 
 
 
 
 
 



Once your information is updated and your CE completed, it is time to submit your application. 
Under Registration and Payments section, click the “View Application 2021/2022” Button. 

 
 
 

 
 
Scroll down to the 2025/2026 Application section and select your application type. Please 
make certain you click the Agree box in #3.  
 

 
 
 
 
 
 
 
 
 
 
 



If you employer is paying your registration fees, please indicate your employer in the 
“payer” box. This is very important to do as this is how your employer will receive their 
payment receipt.  
 
Then choose your method of payment by clicking the correct option. If paying by credit 
card, you will be prompted to do so here. If paying by e-transfer or cheque, please submit 
payment ASAP. Once completed, hit the “save and submit” button. The registrar will review 
your submitted application within 24-48 hours. If there is any information missing, your 
application will be unsubmitted and you will be notified to make the necessary changes. 
Once the changes are completed, you will need to resubmit your application for review.  
 
 

 
 
 
 
If you have any questions as to your CE, or registration, please contact the registrar at 
registrar@nbvma-amvnb.ca or 506-693-9994. Registration opens on April 1st, but the last 
day is May 31, in order to avoid a late fee and delays. Avoid the last-minute rush! 
 
Sincerely, 
 
Dr M.E.Thémens 
Registrar NBVMA/AMVN-B 
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