
 



 

                                                 
 

Building Practitioner sign in 

 
Instructions: 

Step 1.   Enter your unique User ID 

Step 2.  Enter your password 

Please note: The password is case sensitive.  

Step 3.  Click the Log In button. 

  



 

                                                 
 

Reset my password 

 
Instructions: 

Step 1.  Enter your User ID 

Step 2.  Enter your Date of Birth  

Step 3.  Click submit 

  



 

                                                 
 

Practitioner home page 

 

 

After logging into eToolbox, you are directed to the Practitioners home page which contains: 

 contact details 

 registration details  

 current registrations. 

 

 Along the left side of the page is a list of Practitioner Tasks, including: 

 update My Practitioner profile 

 change password 

 request a Practitioner ID Card 

 update My CPD Profile 

 apply for a new registration category/class 

 request a Registration Certificate. 

 

To return to the Practitioner home page, click the link located in the top right hand corner of the 

page. 

  



 

                                                 
 

Update my practitioner profile 

 

On this page you can amend the following details: 

 postal address 

 alternative address 

 contact details 

 

 

Instructions: 

Step 1.    Enter updated information  

Step 2.   Click the submit button 

 

To return to the Practitioner home page, click the link located in the top right hand corner of the 

page. 

  



 

                                                 
 

Request a registration certificate 

 
On this page you can request a registration certificate. 

Instructions: 

Step 1.   Make sure the details are correct 

Step 2.   Click the Submit button 

 

To return to the Practitioner home page, click the link located in the top right hand corner of the 

page. 

  



 

                                                 
 

Update my CPD 

 
Instructions: 

Step 1.  Click the drop down menu under Please select the corresponding Registration 

Record to update to display the list of all your current registrations 

Step 2.   Select the registration you wish to apply CPO to 

 

Please Note: CPD registration is voluntary   



 

                                                 
 

Update my CPD - continued 

 

 

Step 3.   Complete the relevant sections. 

The three sections are: 

 CPO Group 1 Activities 

 CPO Group 2 Activities 

 completed a Professional Institute CPD Program 

  

Step 4.   Don't forget to click the Submit button. 

 

To return to the Practitioner home page click the link located in the top right hand corner of the 

page.  



 

                                                 
 

Request an ID Card 

 

On this page you can request a replacement Practitioner ID card. 

Please note:  Practitioners can only order two replacement ID card’s per year.   

Instructions: 

Step 1. Make sure your practitioner details, postal address, and photographic identification 

are correct. 

Step 2.  Click the Submit button. 

 

To return to the Practitioner home page click the link located in the top right hand corner of the 

page. 
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