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Service Provider Database   

1 I n t r o d u c t i o n  

  

Renewal of annual membership with the New Brunswick Association of Occupational 

Therapists (NBAOT) is done online for all current members. The online registration and 

payment application will allow you to print receipts, membership cards, make online 

payments and update your membership information via a simple and convenient 

online process.  

  

The online registration and payment application for NBAOT members is hosted by 

the Service Provider Database (SPD) website. SPD is a trusted host used by 

professional associations to register their New Brunswick members. This document 

provides an overview (how-to) for the SPD website.  

  

  

First, this document provides instructions for logging on to the SPD website by creating 

and using a Service New Brunswick (SNB) account. Next, this document guides you 

through the registration and payment process in addition to accessing the other online 

benefits such as printing tax receipts and membership cards.  

  

If your dues are being paid through payroll or by another party (ex. Worksafe), please 

be sure funds are sent to the Registrar prior to renewing your membership.  

  

Please note that the whole process of renewing your membership will take a few days to 

complete because you must send your username to the Registrar first in order to be 

granted access to the actual renewal/payment section.   

Please DO NOT wait until the last minute!!   

If you have additional questions regarding the online registration and payment 

application process, contact the Registrar of NBAOT by phone at 506-536-4394, toll-free 

at 1-8888-896-2244 or by email at registrar@nbaot.org   

  



 

 

  

  

2 S N B S e l f - R e g i s t r a t i o n  

  

Navigate to the following link:  

https://www.iam-gia.snb.ca/idm/snb/snbcss/index.jsp  

  

  

Choose the ‘Self Registration Link’.  
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Accept the Terms and Conditions of Use by pressing the accept button on the bottom 

right hand corner.  

  

  

   

    

  

You are now able to create your profile:   

  

IMPORTANT: Enter all the required information.  It is mandatory that you please check it 

for accuracy, i.e. email address.  If we do not have an accurate email address in the 

data base for you, then you cannot use the SNB self pay, password recovery and 

management system.  

  

Once all the fields are populated, click on the Next button.  
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Enter security questions you see below.  Please remember to document your questions 

and answers if needed.  You will need to know these for account validation should you 

have any password issues in the future.  

  

Enter accurate contact information:  
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You will then get this screen when you’re completed the process:  

  

  

You have successfully created a SNB/SPD account.    

IMPORTANT: In order to continue from this point on you have to contact your registrar to 

inform them of your SNB username.  This is needed so the registrar can connect you new 

username to your registration number.  

Once the registrar informs you that this is done, you can now continue onto the next steps 

with SPD.  

  

3 S P D L o g o n   

  

Once you have been granted access by the Registrar, you may now navigate to the 

following link:  

https://spd-bdsf.gnb.ca  

The username/password you created with SNB is what you will need to provide here on 

SPD.  
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4 L a n g u a g e S e l e c t i o n   

Choose your language of preference. You will have an opportunity to also change your 

language preference within the application.   
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5 M e m b e r D a s h b o a r d   

This is your ‘Home’ page.   

The ‘Member Dashboard’ will give you information on the status of several items related 

to your registration.   

 

Dashboard Field Definitions  

Previously Registered indicates if this is the members first year registered in NB or if they 

have been previously registered. Values are No or the latest year registered before the 

current cycle year.  

Assocations Dues indicates if the due have been Paid or Not Paid.  

  

Current Registration indicates if the member has a current registration or if one has been 

submitted. Valid values are:  

Yes – You have a registration for this current year and it’s been approved by the registrar.  

No – You do not have a registration for the current year.  

In Progress – The registrar has started reviwing the form but has not finshed the review yet.   

Submitted – The member has completed their registration form but has not yet been 

approved by the registrar.  

  

Membership Status indicates whethere the member is active or inactive.  

  

Due receipt  ‘--‘ indicates that a receipt is not available. Once the dues are paid and 

receipts are generated, this will indicate ‘available and a link will be available for the 

member to print their receipt.  

  

Hyperlinks:  Different hyperlinks will be shown on the bottom of your homepage for you.   

The hyperlinks shown will be based on what part of the registration process you are at.  

6 A d d R e g i s t r a t i o n  

  

  

  

  

  

  

Home  –   
refreshes the  
navigation  
screen   

Français  –   
changes the   
application to  
French   

Logout  –   Signs the user  
out and returns to the   
username/password  
screen   
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6.1 Registration Form  

Information from previous registrations have been carried over from previous registrations.  

You may see fields that include some of your personal information.   

General:  

Yellow fields are required.  Please note that all postal code fields do not accept spaces.   

Lookups – A list of valid values for a particular field will be displayed in a window where 

the user may scroll through the list and choose the right code.  If the user clicks on a value, 

it will be returned to the field.  When using a lookup field and you know partially what it is 

to be populated with, for example if you type “ambulance” it will create a list where all 

instance of ambulance occurs in the lookup.   

  

6.2 Personal and Address Information   

 

Lookup Value Items will look like this:  

  

6.3 Education Information  

Enter all your education information. If you enter one field in a particular row, all other 

fields in that row are also required.  

  

  

Lookups with list of values   
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6.4 Employment Information  

You have the abiltiy to enter employment information for up to 3 employments.  
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6.5 Submit   

Once all your information is entered, click on the submit button. You may receive 

validation error, at the top of the web page that may look like this:  

  

You will be able to find your errors by looking for blank yellow fields and also some fields 

will have been marked with a  image.    

Once all your validation errors have been fixed and your form submitted, you will receive 

a message that your registration information has been sent for processing by the registrar.  
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IMPORTANT:  At this time, if you will be paying online, you will also receive an email with a 

hyper link that will direct you to the online payment system, or you can use the link on 

your dash board.  

  

  

Once you have completed your registration, you will notice the ‘Current Registration’ will 

change to ‘Submitted’.  

You have the ability to ‘Review’ your unprocessed registration by clicking on the link 

review link when available.   

Once the registrar has approved your registration, you will notice the ‘Current 

Registration’ to will change to ‘Yes’.  

To Review or change some information on your registration, you can click on the ‘Modify 

Registration Information’ link when shown.  

7 S e l f - P a y a n d P a i d D u e s  

When you use the link provided in an email or the link provided to you on your homepage, 

both will take you to the following:  
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The information will be automatically filled in and should be correct. Please verify the 

information and click “Add to Basket”.  This will bring you to the following confirmation 

page.  

  

   

Choose the ‘Pay’ option.  

You will then see a form asking you for some basic information.  
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Once filled out please select continue.  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

At this point you will be required to enter your credit card or interact information.  
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Once your dues are paid in full, directly to the registrar, employment deductions or the 

self pay online system, and have been processed (which may not happen concurrently 

with payment) you will have the ability to access your tax receipt for the year.   
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7.1 Receipt Reports  

  

On the dashboard, you will see a link ‘Print your dues receipts’ and ‘Print your membership 

card’. Once you click on either link, the report will be produced and you will see a 

‘Review’ link. Click on this link.   

   

  

  

You’ll be presented with this popup. You can choose the open or save your PDF. Or 

cancel the request.  You will need a PDF reader installed to view the file.  The adobe PDF 

reader is a free application.  

  

  

  

  

  

This is a copy of the tax receipt, presented to you in PDF format. You have the ability to 

print or save this report. This will always be accessible to you on the member dashboard.  
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