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INTRODUCTION  

Welcome to this instructional video on how to renew your registration using the new 
CMLTO Online Services platform. If you have any questions about the renewal process 
or the platform in general, please contact us via email at communications@cmlto.com.  

ONLINE SERVICES LOG IN  

Once you have navigated to CMLTO Online Services, you’re going to log in to the 
platform using your Username and Password. If you have not set up your username in 
the new platform yet, it is the email that you have linked to your CMLTO Account.  

When you log in, you will see you have access to many different sections including your 
Professional Portfolio, your CMLTO profile information, employment information, and so 
on. Its important to note that much of the information shared today is applicable to our 
Voluntary Roster Affiliate who also have access to this platform and will be renewing 
their enrollment on the roster starting November 1.  

Once you’re logged in to your Online Services profile, you’re going to navigate to the top 
right of the screen and click on the button that says “Renew or Resign Now”.  

RENEWAL HOMEPAGE 

You are now on the renewal homepage. Read each of the instructions carefully.  

Feel free to visit our web links included to find out more about the general renewal 
process as well as which certificate of registration you’d like to renew as.  

First, select which certificate of registration you’d like to renew: Practising, Non-
practising, or Resigned. Please note the option you select takes effect January 1 st of 
the following year. For example, if you are currently a Practising registrant and select 
Resigned, your registration will officially resign on January 1.   

Did you know that the College offers various volunteer opportunities to registrants? If 
this is something you’d be interested in participating in, select the checkbox below.  

Next, it is important for you to understand your obligation to have adequate Professional 
Liability Insurance (PLI) in order to practice. Read the Professional Liability Insurance 
declarations below carefully, and note your understanding by selecting the checkbox.  

Hit “Save and Continue” to move on to the next section of your renewal.  
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CONTACT & EMPLOYMENT INFORMATION  

If you made a mistake in the previous section of your renewal, you have the option to go 
back and select another renewal option. 

If your option is correct, you will now have to work through the applicable steps in order 
to complete the renewal process.  

The first step is verifying your contact and employment information. This information will 
already be saved as part of your Online Services profile, but please review it carefully in 
order to ensure that it is accurate and up-to-date. If you need to edit any of the details 
included, click the appropriate link and save the changes you need to make.  

Once everything looks correct you have to select the box to acknowledge that your 
contact and employment information is accurate, then you can move on to completing 
your Conduct Declarations.  

CONDUCT DECLARATIONS 

This section of the renewal process involves reviewing the CMLTO Professional 
Conduct declarations and self-reporting any changes that may have occurred since your 
last renewal submission.  

Registrants are required to self-report if they:  

• have been found guilty of an offence 

• have a finding of professional negligence or malpractice made against them 

• are a member of another body that governs a profession inside or outside of 
Ontario 

• have a finding of professional misconduct or incompetence made against them 
by another body that governs a profession inside or outside of Ontario 

• have been charged with an offence, and the report shall include information 
about every bail condition or other restriction imposed on, or agreed to, by the 
member in connection with the charge. 

You are required by legislation to report these matters as soon as possible. While self-
disclosures are a part of the annual renewal process, you can and should make them at 
any time to the CMLTO by telephone, email, or letter. 
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Review each of the conduct declarations carefully and select “Yes” or “No” depending 
on your circumstances.  

If you have selected “Yes” to any of the options, you will be required to provide further 
detail in the textbox that will appear below.  

Once you have completed the Professional Conduct declarations, you will move on to 
the Practice Timelines section of the renewal process.  

PRATICE TIMELINES 

This section of the renewal process is where you must record only the practice hours 
that you worked as a Medical Laboratory Technologist in Ontario during the last 
calendar year. The calendar year includes January 1st to December 31st.  

Please note that you should not record hours worked while employed as a medical 
laboratory assistant or technician. However, Voluntary Roster Affiliates can record their 
time spent practising in medical laboratory technology. 

Once you enter your hours, the system will automatically prompt you to record practice 
hours spent in each of the following areas:  

- Direct professional services 
- Teaching  
- Research  
- Administration  

Lastly, you will be asked about whether or not you are registered in any other 
jurisdiction in Canada, or internationally.  

Once you have completed your Practice Timelines, you will be prompted to move on to 
the Employment Status section of the renewal process.  

EMPLOYMENT STATUS 

This section of the application requires registrants to disclose information about their 
current employment status, as well as their anticipated employment status for the next 
year.  

Select the options that best apply to you, and select “Next” in order to move on to the 
Quality Declarations section of the renewal process.  
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QUALITY DECLARATIONS  

This section of the renewal process must be completed by all registrants of the College 
who hold or have held a Practising certificate of registration at any point throughout the 
past year.  

As you know, Practising registrants are required to participate in the CMLTO Quality 
Assurance program each year. Follow the link to visit our website if you would like to 
learn more about the Quality Assurance program.  

Read the quality assurance declarations carefully and select “Yes” or “No” depending on 
your circumstances. Please note that if you select “No” for any of the options below, you 
will be contacted by the College’s Quality Assurance staff after the renewal period has 
ended.  

You will now move on to the final step of the renewal process, which involves confirming 
and submitting all of your information.  

RENEWAL SUMMARY 

Read your Annual Renewal declaration carefully.  

Confirm the certificate of registration that you will be renewing as, and whether or not 
you have completed your annual declarations, practice timelines, and employment 
information.  

Once you have reviewed this information, select the checkbox to verify that your 
information is accurate and complete.  

Next, select “FINISH”, which will prompt our system to showcase our fee payment 
schedule. Please review the annual fees for both Practising and Non-Practising 
certificates of registration.  

Please note that you must pay your fee with VISA, and Mastercard. The College cannot 
accept payments by cheque, or payments made through your bank, in-person banking, 
online banking, or e-transfers.  

You must confirm your payment in order to complete your renewal application.  

Once you hit “FINISH” after reviewing the renewal fees, you will be directed to our 
payment information page.  
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RENEWAL FEES & BILLING 

Review your registration fees and applicable HST charge. Then, select “Add to Cart” 
Please note you will see both certificates of registration, however only the one that you 
have selected in your renewal should have a fee.  

For example, if you selected Practising the total amount will be $384.20, for Non-
practising it is $192.10 and there should be not cost associated with Resigning your 
registration. Voluntary Roster Affiliates will be $56.50 for their renewal.  

ADD TO CART 

As a final step, you will select “View your Cart” in order to process your payment with 
the College.  

Add your payment details in all of the appropriate fields and don’t forget to check the 
selection box at the bottom of the page. Select “SUBMIT ORDER” – and your renewal 
application will be completed.  

 

 


