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How to guide: MRTB audit 

submission 
1. Go to the Medical Radiation Technologists Board (MRTB) website 

https://www.mrtboard.org.nz/ 

 

  

https://www.mrtboard.org.nz/
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2. Click "Log in" 

 

3. Enter your username (email address) and your password. If this is the first time you’re 
logging in to the new practitioner system, you will need to select 'Forgot Password?' to 
set up a new password.  
 
For more information on logging in to the new system - see the news page here. 

 

https://www.mrtboard.org.nz/news/new-practitioner-system-live
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4. You can now click on the link in the audit notification email - this should take you to the 
audit form. If this doesn’t work, try to copy and paste the link from the notification 
email. 

5. The link in the notification email should open the audit form - it looks like the image 
below. 

 

6. Answer the questions on the declarations page. 
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7. Once you’ve answered all the questions on this page, click "Next". 
 
Note: you can save your progress at any time by clicking "Save for later" in the bottom 
left. This will provide you with a link - make sure you save the link as you’ll need this to 
return to your audit form. 
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8. On the peer/manager declaration page, you’ll need to upload your peer/manager 
declaration.  
 
The declaration form can be downloaded from our website. You’ll need to complete 
the form and save it to your computer. You can then upload the form to this page by 
selecting 'Upload files'. 

 

  

https://www.mrtboard.org.nz/already-registered/continuing-professional-development-cpd
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9. Select the correct file and then select 'Done'. 

 

10. Once you’ve uploaded your declaration form, click "Next" 
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11. On the logbook page, you’ll need to upload a copy of your logbook by clicking "Upload 
Files". 
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12. You’re then required to enter the number of substantive and general CPD hours you 
have completed over the biennium.  
 
Note: Year one is the first year of the biennium and year two is the second year of the 
biennium. Refer to your notification email or our website for the biennium dates. 
A biennium is two consecutive years,  

 

13. Once you’ve uploaded your logbook and entered your CPD hours, click "Next" 
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14. On the evidence of CPD activities page, you’ll need to upload six pieces of evidence of 
the CPD you’ve completed over the relevant biennium (two consecutive years). 
 
Under 'Document Upload 1', select "Upload Files" to upload your first piece of 
evidence. 

 

15. For your first piece of evidence (under document upload 1), select if it was a 
substantive or general CPD activity. 
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16. For your first piece of evidence (under document upload 1), select if the CPD activity 
was completed in the first or second year of the biennium. 

 

17. Repeat steps 14-16 for the remaining five document uploads. 
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18. Once you’ve uploaded all six pieces of evidence, click "Next" 
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19. On the reflective statements page, you’ll need to upload your four reflective 
statements. 
 
Under 'ethical practice', select "Upload Files" and upload your reflective statement 
related to ethical practice. Repeat this step for the remaining three reflective 
statements. 
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20. Once you’ve uploaded your four reflective statements, click "Next" and your audit form 
will be submitted to the MRTB for review. 

 

21. If the MRTB requires any further information, you’ll receive an email requesting this. 
If no further information is required, you’ll receive an email advising you of the outcome 
of your audit submission. 


