
 
 
Member Portal Download Instructions 

Membership Certificate 

1) Once logged in and viewing your Profile Page, click on the “Certificates” tab. 
2) Click on “PDF” button as shown below. 

 

3) A new page will open displaying your membership certificate. You may proceed to 
download the certificate onto your computer from this page using the appropriate 
icon. 

 

Event Certificates 

1) The same steps as shown under “Membership Certificates” apply, as any Events 
attended, either in-person or online such as a webinar,  will be displayed under the 
same tab as shown below. 

 

 



 
 
Tax Invoices 

1) Within your Profile Page, click on the “Invoices” tab. Go to the relevant invoice for 
your membership fee payment and click anywhere on the invoice field. 

 

2) The page will update to display all the relevant details of the membership invoice 
and payment. You may download the invoice by clicking on the green “Download 
invoice” button as displayed below. This will download the invoice directly onto your 
computer as a PDF. 

 

 

  



 
 
CPD 

1) From your Profile Page, click on the “CPD” tab. Both the current year, and previous 
years if you entered CPD in those prior years, will be displayed. Click on “View CPD 
entries” to expand the particular CPD year. 

 

2) Once expanded, the CPD year will display each CPD entry. Scroll down past those 
entries if necessary until you see the “Export X rows” button (“X” will be the number 
of CPD entries). Click on this button and a list of these entries will be downloaded 
directly onto your computer as a CSV file. 


