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• Visit the COA website: https://albertaopticians.ca/
• Select “Log In” from the menu
• Select “My COA Portal”

• Login using your email address and password
• Select “Forgot your password?” to receive an email 

to change your password
• Didn’t receive an email? Contact the COA office 

(info@albertaopticians.Ca or 780-429-2694). 

STEP 1: LOG IN TO YOUR “MY COA PORTAL” 



STEP 2: START YOUR RENEWAL FOR 2023

• Select ”Renew” as either a General or 
Non-Practicing Registrant

• General: Renewing as a practicing 
registrant

• Non-practicing: Renewing as a non-
practicing registrant



STEP 3: BEGIN THE PROFILE UPDATE FORM

• Select “Next” to continue to the profile update 
form



STEP 4: REVIEW 
PROFILE UPDATE 
INSTRUCTIONS

• Review the profile update 
instructions before proceeding to 
ensure you understand the process 
and requirements

• The instructions also include 
important information about 
leaving a practice and 
managing patient records 



STEP 5: CONFIRM 
YOUR PERSONAL 
INFORMATION

• Ensure your personal information is 
correct before proceeding:

• Name
• Gender
• Birth Date
• Mailing Address



STEP 5 continued

• If you would like to request 
a legal name change,* 
select “Add”

• Enter your new legal name
• Upload supporting 

documentation
• For example: Driver’s 

license or marriage 
certificate

*Your legal name change request 
will be reviewed and verified by 
the COA before your renewal is 
finalized



• If you would like to update 
your mailing address, select 
”Add” and enter your new 
address

• Please also ensure you 
confirm/update your phone 
number and email address so 
that the COA has your 
current contact information

STEP 5 continued



STEP 6: REVIEW SPOKEN/WRITTEN LANGUAGES

• To add a spoken/written language other than English, 
select the language, indicate whether it is spoken and/or 
written, and select “Add”



STEP 7: REVIEW 
AREAS OF INTEREST

• Areas of interest are self-
declared and displayed on the 
COA Public Directory

• To add an area of interest 
from the list provided, 
select the white check box 
next to the service and 
add the date you started 
providing services



• Select your current employment status 
(employed in the profession or not 
employed in the profession)

• Select “Add” to change or add an 
additional employer

• Select an organization from the 
organization list*

• Add the employer phone number 
and your employment date(s)

• If you are currently working under 
supervision, select “Yes” to add a 
supervisor

*If your employer is not available on the 
list, add the business information in the 
white box provided

STEP 8: REVIEW EMPLOYMENT INFORMATION



STEP 9: REVIEW RENEWAL FORM INSTRUCTIONS

• Review the renewal form 
instructions before 
proceeding to ensure you 
understand the process 
and requirements



STEP 10: COMPLETE 
REFRACTING 
OPTICIAN FORM 
• If you provide refracting services 

to patients, select “Yes” and 
complete the refracting 
declaration form

• Select the system you use 
for refraction

• Indicate if you perform 
intraocular pressure testing 
and retinal imaging testing

• Select your license and 
training information

• Enter the name and select 
“Add” to provide 
information on the 
ophthalmologist or 
optometrist currently 
writing your optical 
prescriptions



STEP 11: REVIEW MANDATORY EXAMS

• All registrants must complete code 
of conduct (jurisprudence) and 
trauma-informed care requirements 
(“Exams”)

• If you have not completed the 
mandatory exams, you will 
receive a message in red and 
will not be able to proceed with 
renewal until the requirements 
are met*

• If you have completed the 
required exams, you will 
receive a message in green and 
may proceed with renewal *If you have completed the required exams and receive a 

message in red, contact the COA at 780-429-2694 or 
info@albertaopticians.ca



STEP 12: REVIEW 
DECLARATIONS

• Review and select “Yes” or “No” for 
each good standing declaration*

• Review and select the white  check 
box next to each declaration to 
acknowledge continuing 
competency, insurance, accuracy of 
information, and privacy 
requirements

*Selecting “Yes” to any of the good standing 
declarations will require your renewal to be 
reviewed by the COA before approval 



STEP 13: SUBMIT RENEWAL FORM

• If you are ready to proceed to payment, select “Submit”
• If you would like to save and return to your renewal form, select 

“Save for later”
• If you would like to cancel your renewal, select “Withdraw”



STEP 14: REVIEW 
YOUR FEES

• Your fees will be auto-generated 
based on the fee schedule for the 
year

• If you have special 
circumstances and will only be 
practicing for part of the year, 
please contact the COA to 
ensure you are paying the 
correct fees

• If you will be changing status 
to/from practicing or non-
practicing at some point in the 
coming year, please contact the 
COA office to adjust your fees*  

*The COA does not provide fee refunds; registrants 
must contact the COA at the time of renewal for any 
fee adjustments



STEP 15: PAY RENEWAL FEES

• Split Payment Option (Payment Plan)
• To pay a portion of your fees at a time select “split” and enter 

the amount you would like to pay
• Full payment must be submitted before December 1st

• Cheque
• Your receipt will be available once your cheque is received 

• E-transfer
• Send your e-transfer to info@albertaopticians.ca
• Make the security question “What is my COA license number?”
• Make the security password your license number
• Your receipt will be available once your e-transfer is received 

• Credit card 
• Select “Pay” 
• For credit card payment instructions, continue to the next page 

of the renewal walkthrough



STEP 15 continued

• If you are paying by credit card, 
enter your payment information

• Name
• Credit card number, expiry, and 

security code
• Address associated with the 

credit card

 Accepted credit cards:
 Visa and MasterCard



STEP 16: DOWNLOAD PERMIT AND RECEIPT

• After submitting your payment, you will 
be re-directed to the homepage of your 
COA profile

• Select “Permit” to download your 
2023 practice permit

• Select “Tax Receipt” to download a 
copy of your 2023 receipt
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HAVE QUESTIONS?
CONTACT THE COA OFFICE, WE’RE HERE TO HELP!

EMAIL: INFO@ALBERTAOPTICIANS.CA
PHONE NUMBER: 780-429-2694


