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FAQ: Required Documentation in PDF Format

1. Q: What format am | required to upload my documents in when | am submitting
documentation to CDAS?

A: Presently PDF format is the only format that CDAS is able to accept. Submitting and
uploading all required documentation in PDF format is standard across all dental regulators in
Saskatchewan and formats other than PDF are too large to store in our registration system.

2. Q: Why do | have to upload my required documents in PDF format?

A: There are two main reasons to require PDFs:

1. Security: Accepting PDF format only is a security measure as PDF documents cannot easily
be altered, assisting in confirming the authenticity of your document. This is another way to
protect registrants by ensuring that applicants are legally licensed and not using Al to fabricate
or alter credentials.

2. Document Size: Photos and photos saved in different formats are very large documents

and CDAS does not have the ability to store these extremely large documents.

3. Q: Does this mean that all of my PD and Practice Hour uploads must be uploaded in PDF
format?

A: Yes. CDAS staff cannot approve PD and Practice Hour uploads unless they are uploaded in
PDF format. Staff will notify registrants to change the format of their uploads to PDF when
registrants request document review.




4. Q: The current CDAS registration program allows me to upload my documents in other formats
(ie; JPEG/PNG). Will my documents be accepted in these formats?

A: No; though our current registration program allows registrants to upload required documents in
other formats, CDAS cannot accept any formats other than PDF. We do not control what formats our
current registration system will accept as we are not the only client using this system.

5. Q: | had previously uploaded my PD certificates in 2023 in JPEG format; will these certificates be
accepted by CDAS or will | need to convert them to PDF format?

A: All documentation uploaded into your CDAS Member Center needs to be in PDF format; this
includes all PD certificates. Once you request that CDAS staff review your PD, they will notify you
that all certificates uploaded in any format other than PDF will be awarded “0” credits until they are

submitted in PDF format.

*Please note: converting a photo to PDF does not confirm the authenticity of your document for the
following reasons:

1.This is converting a document that could’ve previously been altered

2. This creates a large document that will not upload into our current registration system

6. Q: My current required document is in JPEG format. How can | convert my document to PDF?

A: There are many options as to how you can convert your document to PDF. Please review page 3
for a few examples:




1. Scan your physical certificate with a scanner (office equipment) and save in PDF format.

2. Convert to PDF using your smart phone or tablet:

To create a PDF from a document on an iPhone, you can utiize the built-in
“Print to POF" feature or use the "Scan Documents™ fealure in the Notes app
The "Print 1o PDF™ method works by sharing the document and salecting the
print opticn, even if you don't have a physical printer. #

Method 1: Prnt to PDF

. Gpen the document: Open the document (e, in an app like Pages, Safari, or Mail)
or the image you want to convert. #

Share: Tap the Share lcon (square with an armow), #
. Select Print: Scrodl throwgh the oplions and select "Print™. &
Preview: You'll see 3 preview of the document as a POF. #
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. ‘Save: Tap the Share koon again (In the prnt preview) and choose “Save to Files™ or
andther appropiate oplion.  #

Meathod 2: Scan to PDF

. Open Netes: Open the Moles app and create a new nole or open an existing one.

[

Start Scanning: Tap the Camera kcon and select "Scan Documents™,

w

Position and Adjust: Position the document in the viewninger and adjus! the comers
if neaded

Keep and Save: Tap “Keep Scan” and hen “Save”. The document will e Saved a5
aFDF. &

3. Use a PDF converter on your computer (ie; www.thebestpdf.com).

4. “Save as PDF” using the “print” option on your computer:

1. Open the Document: Open the document you want to convert to PDF in the appropriate application (e.g., Word, Google Docs, etc.).

2. Access the Print Menu:
e Locate and click on the "File" menu, usually found in the top left corner of the application window.
¢ Select "Print" from the dropdown menu.

3. Choose a PDF Printer:
¢ In the print dialog box, find the printer selection dropdown menu.

e Choose a PDF printer from the list. Common options include:
o Microsoft Print to PDF: A built-in option on Windows systems.

o Adobe PDF: If you have Adobe Acrobat installed.
o CutePDF Writer: A free PDF printer (you may need to install it separately).

4. Configure Print Settings (Optional):
¢ You can customize the print settings, such as the page range, number of copies, and page orientation, before printing.

5. Save the PDF:
o Click the "Print" button in the print dialog box.
¢ A "Save As" dialog box will appear, prompting you to choose a location to save the PDF file.
o Enter a desired file name and click "Save".

Note: Some applications may also offer a "Save As" or "Export" option that allows you to save the document directly as a PDF without going through the print
dialog.



http://www.thebestpdf.com/
https://www.google.com/search?rlz=1C1GTPM_en&cs=0&sca_esv=17060b980a841cba&q=Microsoft+Print+to+PDF&sa=X&ved=2ahUKEwj4ibjL5_uOAxWZv4kEHZsjMEgQxccNegQIIxAB&mstk=AUtExfB8_lNRYsg-e1ZxPM3giabB1EkS3zFe7whBpGRX2AJhXgigBJn1-OXiSxw1PsMwnMm0t-tV4dk0WZ2xykq_3LNabLdFzaF35KKq_FH84X3R0dXGuq7TyUSb0AOexzdhIMHVTCjiC99HXJukC1tNBNJ5gz7OwLDtZyEXxM-SDYeZqOs&csui=3
https://www.google.com/search?rlz=1C1GTPM_en&cs=0&sca_esv=17060b980a841cba&q=Adobe+PDF&sa=X&ved=2ahUKEwj4ibjL5_uOAxWZv4kEHZsjMEgQxccNegQIJxAB&mstk=AUtExfB8_lNRYsg-e1ZxPM3giabB1EkS3zFe7whBpGRX2AJhXgigBJn1-OXiSxw1PsMwnMm0t-tV4dk0WZ2xykq_3LNabLdFzaF35KKq_FH84X3R0dXGuq7TyUSb0AOexzdhIMHVTCjiC99HXJukC1tNBNJ5gz7OwLDtZyEXxM-SDYeZqOs&csui=3
https://www.google.com/search?rlz=1C1GTPM_en&cs=0&sca_esv=17060b980a841cba&q=Adobe+Acrobat&sa=X&ved=2ahUKEwj4ibjL5_uOAxWZv4kEHZsjMEgQxccNegQIMRAB&mstk=AUtExfB8_lNRYsg-e1ZxPM3giabB1EkS3zFe7whBpGRX2AJhXgigBJn1-OXiSxw1PsMwnMm0t-tV4dk0WZ2xykq_3LNabLdFzaF35KKq_FH84X3R0dXGuq7TyUSb0AOexzdhIMHVTCjiC99HXJukC1tNBNJ5gz7OwLDtZyEXxM-SDYeZqOs&csui=3
https://www.google.com/search?rlz=1C1GTPM_en&cs=0&sca_esv=17060b980a841cba&q=CutePDF+Writer&sa=X&ved=2ahUKEwj4ibjL5_uOAxWZv4kEHZsjMEgQxccNegQIKBAB&mstk=AUtExfB8_lNRYsg-e1ZxPM3giabB1EkS3zFe7whBpGRX2AJhXgigBJn1-OXiSxw1PsMwnMm0t-tV4dk0WZ2xykq_3LNabLdFzaF35KKq_FH84X3R0dXGuq7TyUSb0AOexzdhIMHVTCjiC99HXJukC1tNBNJ5gz7OwLDtZyEXxM-SDYeZqOs&csui=3

7. Q: | have uploaded my required document in PDF format and CDAS staff still declined my
document. Why is this being declined?

A: Your PDF upload must remain legible, appear as the original document you were initially provided,
and be no larger than 5.0 MB. If CDAS staff cannot properly read/review your document, your
document will not be accepted.

*PLEASE NOTE: you must submit the entire document to be reviewed; CDAS staff cannot review and
approve a document that does not display the full document.

If you have further questions, please contact CDAS staff at: info@cdask.ca




