
 

 

Accessing your Pre-Authorized Payment (PAP) information 

and/or the PAP sign-up form within CPSA Portal: 

Step 1: Log into your CPSA Portal and select “Update your profile” from the 

featured icon set or “Profile” from the top tab. 

Step 2: This will bring you to your profile information. To sign up for PAP and/or to 

view current PAP information on file, select the “Pre-Authorized Payment Plan” tab. 

  

https://portal.cpsa.ca/


 

 

Step 3: If you are already enrolled in a PAP plan, this is where you can verify 

and/or change the banking information related to it. This is also where you will be 

able to cancel a PAP plan. See the “Managing Your PAP Plans” section of this guide 

below.

 

Step 4: If you are not enrolled in a PAP plan, you can access the form to sign up 

for PAP by clicking on the “Add payment plan” button.

 

 

 

 



 

 

Filling out the PAP form: 

Step 5: Select which fee(s) you would like this PAP plan to cover by clicking on the 

“Practice permit” option and/or the “Professional corporation” option to indicate 

whether you would like the bank account associated with this PAP plan to pay for 

one or both of these fees.  

If you would like to pay various renewal fees using different bank accounts, you will 

need to submit a separate PAP form for each enrollment, indicating the alternative 

banking information. Once you select what fee(s) this plan will cover, click the 

“Continue to Banking” button.   

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

Step 6: You will need to upload a void cheque or banking document that identifies 

the bank account’s Transit number, Institution number and Account number that 

should be used for this PAP plan. Once this is uploaded, your banking details will be 

automatically pulled from the uploaded file and filled out. Please make sure to 

verify your banking information before proceeding. You are responsible for ensuring 

that the bank information provided is accurate and complete. Manually edit or enter 

any information that is not entered correctly.  

Finally, you may select the toggle indicating that, if you are owed a refund due to 

overpayment of any fees, you authorize CPSA to deposit funds back into the bank 

account identified on this form. This is optional but encouraged as, if this toggle is 

not selected, any refunds will be issued by cheque. 

 

 

 



 

 

Step 7: Read through the PAP terms regarding payment authorization, withdrawal 

schedule and your responsibility to keep your associated banking information up-to-

date. Confirm your authorization. You will need to scroll down to the button of the 

terms in order to proceed. Select the toggle confirming you authorize all the terms 

listed above to continue to the final step of the form. 

 

Step 8: Review all of the information on this page for accuracy to confirm the 

coverage, banking information and authorizations that will be submitted to CPSA. If 

you need to make edits, you can return to previous steps. If everything is accurate, 

select the “Submit” button to officially sign up for your PAP plan. 

 



 

 

Step 9: You will automatically be redirected back to the main Pre-Authorized 

Payment Plan screen and your enrollment will be confirmed by this notification, 

along with the documented bank information below. 

 

 
 

 



 

 

Managing your PAP plans: 

Step 10: Once you have PAP plan(s) on file, you will be able to review, edit and 

cancel your plans from within your CPSA Portal Profile. In order to make changes to 

a PAP plan, select the “Manage” button accompanying the plan you wish to make 

changes to. If you would like a printed confirmation of your PAP plan(s), select the 

“Print confirmation” button.  

 
 

 



 

 

Step 11: Once you select the “Manage” button you will be able to view and edit 

your PAP plan details by directly typing into the fields you would like to change. 

Once you have updated the information, you can click “Save changes” to ensure the 

new banking information is saved in your plan.  

If you wish to cancel a PAP plan, select the “Cancel PAP” button. 

 

Step 12: You can cancel your PAP plan by selecting an “End date” for your plan and 

then selecting “Confirm cancellation”. Once this is selected, CPSA will receive the 

notification that your plan has been cancelled as of the indicated “End date”. You 

will need to make all future payments through alternate means.

 


