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1. Important: Read me first 
Licensees were requested to provide the VPA with up-to-date email addresses for 
nominated contacts to manage their licence and registration renewals. The VPA has 
sent renewal emails to the email address of each nominated contact, including 
information on how to register for VPA portal access. 
 
As part of the new process, each nominated contact will need to register for portal 
access and log in to the new portal to complete the renewals.  
 
Please note: the nominated contact must use the email address provided to the VPA 
to register for portal access. If you use a different email, you will not be able to view 
your records on the Portal for renewal. 

 
It is recommended that you register for portal access and complete your renewals using 
your laptop or personal computer rather than your mobile phone.  
 
Nominated contacts may receive several emails: 

• An email for each licence renewal if you are the nominated contact. 
• An email for each premises registration renewal if you are the nominated contact.  

 
You can create a portal account by clicking the REGISTER button on any one of the 
emails. Once registered on the portal you will not need to repeat the steps provided in 
other emails. You can scroll down and click the RENEW button to take you straight to the 
renewal application form. Alternatively, you can log back in to the VPA Portal and access 
all your licence and registration renewals from My Dashboard. 
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2. How to Create a Portal Account 
To get started, the nominated contact will need to register for a Portal Account. 
 
2.1 Open the Portal Registration Page 

 
Click the Register Now button in the email or copy the link into your browser to 
open the portal registration page. 
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2.2  On the VPA Portal Sign in Page 
 

Click the No Account? Create One link to begin creating your new account. 
 

 
 
2.3 On the Create Account Page 
 

Enter your email address. This will be your username for the portal. Click Next to 
continue. 
 
Important: This is the email address of the nominated contact that was provided 
to the VPA. It is also the same email address that the VPA has sent emails about 
renewal applications.  

 

 
 
2.4 Verify your Email Address 

 
A unique verification code will be sent to your email address. Enter the code 
when prompted. Click Next. The code will only work for 30 minutes. 
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2.5 Complete your Profile Details 
 

Important: For password, please use at least 8 characters. Your password is 
case sensitive and must include 3 of the following: uppercase letter, lowercase 
letter, number, or symbol. 
 
Enter the required details to finish setting up your account: your password, 
display name, given name and surname. Tick: I have read and agree to the terms 
of use, and I have read and agree to the privacy policy. You can click on the links 
specific to the terms of use and privacy policy to be redirected to the VPA Privacy 
Policy page. Click Next to proceed. 
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2.6 Access your Portal Dashboard 
 

Once VPA Portal registration is complete, you will be automatically signed in and 
taken to your portal dashboard. You should be able to see a tab for Licences 
and a separate tab for premises Registrations on this screen. 

 
To view a renewal application form, click the reference number link or 
the > icon, then click Renew/View to open the form, complete it, pay and submit. 
 
Please note:  
• If you are the nominated contact for more than one licence renewal, you 

will see multiple rows of licences for renewal in the Portal Dashboard. You 
will need to renew one licence at a time.  

• For premises registration renewals, you may see none, one or many 
applications for renewal depending on whether you are the nominated 
contact for each premises. You will need to renew one premises 
registration at a time. 
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Licence renewal tab 

 
Registration renewal tab 
 

 

 
 

 

 

 

 

Go to section 5 and 6 of this user guide for steps on how to renew the licence 
and premises registration. 

3. How to Access the VPA Portal and Login 
Once you have registered for an account, you can access the portal again through the 
VPA Portal Landing Page. The landing page also provides help videos and access to this 
user guide.  

You can also reach the Portal directly by following this link: vpa-
ssp.powerappsportals.com (refer to section 3.3 if you are accessing the Portal via this 
link for information on the next steps). 

Alternatively, you can access a specific renewal application by clicking on RENEW NOW 
link in the corresponding email as described in section 1 of this guide. 

https://vpa-ssp.powerappsportals.com/
https://vpa-ssp.powerappsportals.com/
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3.1 Access the VPA Portal Landing Page 
 

You can access the VPA portal landing page from the VPA website. Click on the 
CLICK HERE button on the Annual Renewals Alert banner appearing on the VPA 
Website Home page to go to the VPA Portal Landing page. 

3.2 Access the VPA Portal 

From the VPA Portal Landing Page, click Access to the VPA Portal to enter the 
VPA Portal page.  
 

 

https://pharmacy.vic.gov.au/
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3.3 VPA Portal and Login 
 

Click the LOG IN button located on the top right of VPA Portal page. 

 

3.4 Sign in to the VPA Portal 
 

Enter your registered email address on the Sign in page and click Next.  

Enter your password on the Password page. Click Sign in. 

  
 

3.5 Verify your identity 
 

Click the Email Code to <email address> link to receive your verification code. 
Enter the code received in your email address. Click Verify.  You will now be 
logged in to the VPA Portal. 
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4. How can I reset my password? 
If you have forgotten your password or would like to change it then please follow these 
steps. 

 
4.1 On the VPA Portal 
  

Refer to section 3 of this guide on how to access the VPA Portal. Click the LOG 
IN button located on the top right of the Portal page. 
 

 

 
4.2 On the Sign in Page 
 

Enter your registered email address and click Next. Click Forgot password? 
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4.3 Verify your identity 
 

Click the Email Code to <email address> link to receive your verification code. 
Enter the code received in your email address. Click Verify. 

  
 

4.4 Reset your password 
 

Important: For password, please use at least 8 characters. Your password is 
case sensitive and must include 3 of the following: uppercase letter, lowercase 
letter, number, or symbol. 

  Enter a new password and Re-enter Password and then click Reset password. 
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5. How to Renew a Licence 
5.1 View the licence application form 
 

To view and complete a licence renewal, click the corresponding reference 
number link or the > icon, then click Renew/View to open the form. 
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5.2 Complete Part A: Applicant section of the form 
 
Part A comprises of three sections: 

• A.1: Personal Details - shows the licensee and premises details. You do 
not need to do anything in this section of the form. 

• A.2: Ownership and other proprietary interest - answer the question 
by clicking on the v icon to select Yes or No. 

• A.3: Relevant relationships, interests and commercial agreements 
and arrangements - answer the questions by clicking on the v icon to 
select Yes or No. 

 
Once all the questions have been answered in Part A of the renewal application, 
click Next. 
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If you answered No to any of the questions in A.2 or A.3, the renewal will be 
placed on hold. 

 
Please contact the VPA Finance Officer by phone at 9653 1700 or by email 
finance@pharmacy.vic.gov.au to discuss the changes that were not disclosed to 
the VPA. 

 
The VPA will review the information that you have provided. Once the review is 
complete, the VPA will update your renewal status and notify you when the 
renewal is ready to resume. 
 
You will then log back in, edit Part A as instructed by a VPA officer, and complete 
the remaining steps. 

 
If your renewal was placed on hold and you’ve been advised to log back into the 
VPA portal, you will need to open the browser in ‘incognito mode’ (Google 
Chrome) or InPrivate window (MS Edge) so that you can proceed to complete 
the form. You can do this by: 

1. Opening your browser of choice 
2. Click the three dots (ellipsis) icon in the top-right corner 
3. Select:  

i. Private Browsing if you are using Safari or FireFox 
ii. New Incognito Window if you are using Google Chrome 
iii. New InPrivate Window if you are using Microsoft Edge 

 

 

mailto:finance@pharmacy.vic.gov.au
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5.3 Complete Part B: Premises section of the form 
 
 Answer the question in Part B by clicking on the v icon to select Yes or No. 

 

If you answer Yes to the question 
 

If you select Yes, a new row will appear with the heading Provide details of the 
change in services. Click on the v icon to provide details of the changes. You can 
select more than one option. Click Next to proceed. 

 

 

If you answer No to the question 

If you select No, then click Next to proceed. 
 

5.4 Complete Part C: Declaration section of the form 
 

Part C comprises of three sections: 
 

C.1: Fit and proper person criteria  
 
Answer the questions by clicking on the v icon to select Yes or No. 
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C.2: Compliance of pharmacy business with regulatory requirements 

 
For this section: 

• Answer the questions by clicking on the v icon to select Yes or No. 
• Tick: I confirm compliance with all the following regulatory requirements 

regarding premises from the VPA Standards. You can use the scroll bar 
to view the regulatory requirements. 

• Sign by typing your full name as signature. 
• Enter your name, position and the date. The date should be automated, 

but you can select the date using the calendar icon if it is not the correct 
date. 
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Payment Method 

In this section: 

• Choose the payment method by selecting Card (there are no card 
surcharges) or BPAY using the v icon.  

• If you are paying by BPAY, download the invoice for payment details. 

Please note:  
At this stage, please review the form by clicking the Previous button. You will 
not be able to change the form selections once payment is processed.  

 

 

 

5.5 Complete Payment section of the form 
 

If you are paying by Card 

Enter the card details. Click Pay Now. 
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If you are paying by BPAY 

If you have not downloaded the invoice from the Part C: Declaration section, 
then you will need to click on the Previous button to access and download the 
invoice for your BPAY payment details. Once this is done, click Next to return to 
the Payment section. 
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Once you have returned to the Payment section. Click Next to proceed to the next 
section. 

 

 

5.6 Submit section of the form 
 

You will see a summary of your licence renewal application. Scroll to the bottom 
of this page and click Submit Application to complete your renewal application.  

 
Where BPAY payment was selected, your renewal will be marked as Submitted – 
Awaiting Payment. The VPA will finalise your renewal once your BPAY payment 
has been received. 
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5.7 Confirmation from the VPA 
 

You will see the image below as confirmation from the VPA that your licence 
renewal application has been completed. If you have paid by card, your payment 
has been successfully processed. For BPAY, your renewal will be finalised once 

VPA Trainer 

VPA Trainer 
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payment has been received. You will receive a separate email with your receipt 
and updated certificate once payment is confirmed. 
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6. How to renew a registration 
6.1 View the premises registration application form 

 
To view and complete a premises registration renewal, go to the Registrations 
tab on My Dashboard and click the corresponding reference number link or 
the > icon, then click Renew/View to open the form. 

 

 

6.2 View Part A: Applicant section of the form 
 

This section provides details of the premises registration. You do not need to do 
anything in this section of the form. Click Next to proceed. 
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6.3 Complete Part B: Premises section of the form 
 
 Answer the question in Part B by clicking on the v icon to select Yes or No. 

If you answer Yes to the question 
 

If you select Yes, a new row will appear with the heading Details of significant 
alterations. Provide details of the significant alterations in the free text box. Once 
completed, click Next to proceed. 

 

If you answer No to the question 
 
If you’ve selected No, proceed by clicking Next. 

 

 

6.4 Complete Part C: Declaration section of the form 
 

For this section: 
• Answer the questions by clicking on the v icon to select Yes or No. 
• Tick: I confirm compliance with all the following regulatory requirements 

regarding premises from the VPA Standards. You can use the scroll bar 
to view the regulatory requirements. 

• Sign by typing your full name as signature. 
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• Enter your name, position and the date. The date should be automated, 
but you can select the date using the calendar icon if it is not the correct 
date. 
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Payment Method 

In this section: 

• Choose the payment method by selecting Card (there are no card 
surcharges) or BPAY using the v icon.  

• If you are paying by BPAY, download the invoice for payment details. 

Please note:  
At this stage, please review the form by clicking the Previous button. You will 
not be able to change the form selections once payment is processed.  

 

 

 
6.5 Complete Payment section of the form 
 

If you are paying by Card 
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Enter the card details. Click Pay Now. 

 

If you are paying by BPAY 

If you have not downloaded the invoice from the Part C: Declaration section, 
then you will need to click on the Previous button to access and download the 
invoice for your BPAY payment details. Once this is done, click Next to return to 
the Payment section. 
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Once you have returned to the Payment section. Click Next to proceed to the 
next section. 

 

6.6 Submit section of the form 
 

You will see a summary of your premises registration renewal application. Scroll 
to the bottom of this page and click Submit Application to complete your 
renewal application. 
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Where BPAY payment was selected, your renewal will be marked as Submitted – 
Awaiting Payment. The VPA will finalise your renewal once your BPAY payment 
has been received. 
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6.7 Confirmation from the VPA 
 

You will see the image below as confirmation from the VPA that your premises 
registration renewal application has been completed. If you have paid by card, 
your payment has been successfully processed. For BPAY, your renewal will be 
finalised once payment has been received. You will receive a separate email with 
your receipt and updated certificate once payment is confirmed. 

 

7. Frequently Asked Questions 
Click on the link here to go to the VPA Portal Landing Page for answers to frequently 
asked questions. 

8. Who to contact for support 
Please contact the VPA by phone at 9653 1700 or by email 
finance@pharmacy.vic.gov.au  

 
 

https://pharmacy.vic.gov.au/portal-landing
mailto:finance@pharmacy.vic.gov.au
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