
Logging in to the ARBV Portal 

Go to https://portal.arbv.vic.gov.au/

Enter your email address and password*. 

Check the “I’m not a robot” box and perform any 
image verifications required. 

When there is a green tick in the “I’m not a robot” 
box, click on the red Log In button.

*If you are having issues with your password, 
please click ‘Forgot password?’ to reset it.
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You will then need to complete the Two-Factor 
authentication step.

An authentication code will be sent to the email address
associated with the profile you are logging in to. 

Enter the code into the field and click Log In

If you receive an error message, try typing the numbers into the field 
(instead of pasting it).

Note that the code may take a few minutes to arrive in your inbox. If 
you do not receive the code, please check your junk email inbox 
before clicking ‘Resend’. Please do not click the ‘Resend’ button 
multiple times.
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You will need to reset your password if you have forgotten your 
password (or if the one remembered by your browser isn’t 
working). 

At the login screen, click on ‘Forgot password?’ underneath the 
Log In button. You will be taken to a page that looks like the one 
pictured.

Enter the email address associated with your ARBV profile and 
then click on the Reset password button. 

You will then be sent an email with a link to reset your password. 

Note: 

Please be patient. The email may take up to 30 minutes to arrive 
during the renewal period. Please ensure that the email has not 
been sent to your junk folder.

Clicking the button too many times will lock you out of your 
profile. You will need to call the ARBV if you are locked out due 
to too many attempts.

Password reset instructions
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Check that your Employment and PII Information is correct.
Please ensure that your Employment and PII Information is correct before 
starting renewal.
 - Click ‘View/Edit’ to make changes to an existing record. 
 - Remove any records that are no longer relevant.
 - Click               to add a new record. 

One of your employers must 
be listed as ‘Primary’ before 
starting renewal.
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Check if your employer has agreed to pay your renewal fees

Once logged into your ARBV profile, click Renewal Options on the left-hand side. 

If your employer is listed with a YES in the Organisation Status column, this means that they have agreed to pay your renewal fee 
and you can proceed to renewal. You do not need to complete this setup process every year.

If your employer is not listed, refer to the next page to set this up.
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Request that your employer agree to pay your renewal fees

Steps:
1. Go to the Renewal Options 

section of your profile.

2. Select the ‘Organisation’ option.

3. Choose your employer’s name 
from the drop-down list. 

4. Click Submit.
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Your employer then needs to confirm that they agree to pay for your renewal (via the company’s profile in 
the ARBV Portal). You can proceed to renewal once they have confirmed the agreement. 



Completing renewal – Architects
Once you are logged in, you should see the page pictured below. You should see your name in 
the top right-hand corner.

Click the green Renewal tile to begin.
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Confirm Personal Information is correct

Confirm that your details are correct. Update any fields as required.

Click Next to continue
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Declarations
You will need to provide a reason for not 
completing renewal on time if you are completing 
after 30 June

Sole traders and employees of unapproved 
companies will need to update their Professional 
Indemnity Insurance details.

Employees of approved organisations will also be 
required to provide PII if their Employment and PII 
Information is not current. Please refer to page 4.

All architects will need to 
make the PII declarations 
pictured on the left.

Declarations continued next page…
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All architects must make a declaration as to whether they have 
met their Continuing Professional Development obligations.

Only select ‘Yes’ if you have met your CPD obligations specified 
in the declaration.

If you have made an application to the ARBV for an exemption from 
your CPD obligations. Exemption applications must be submitted in 
writing to registrar@arbv.vic.gov.au before completing renewal. 

You cannot apply for an exemption using this form.

Depending on your circumstances, you may be required to 
provide your record of CPD as part of renewal.
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All architects must make a Fit and Proper Person Declaration

If you answer ‘Yes’ to any of the questions, you will be required to provide additional 
information and relevant documentation. 
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Pay for Renewal – select an option

You will only have the option to select ‘My 
organisation will pay’ if your employer has 
agreed to pay your renewal fees.
(Refer to page 5-6)

Select ‘Pay myself’ to pay via Credit/Debit 
Card or via Offline Payment.

Click ‘Next’ to proceed to payment.
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If you choose the Offline Payment option, an unpaid invoice will appear in the Invoices section of your profile.

Payment is to be made via EFT. The payment method can’t be changed after selecting Offline Payment.

1. Go to the Invoices section
2. Click on the ORD-xxxx number to open the invoice. 
3. Use the ARBV’s bank details at the bottom of the page to make the payment. Use the invoice number (ORD-xxxx) as 

the payment reference so the payment can be quickly allocated to your renewal. 

To Print/Save the invoice: 
With the invoice is open, click ‘Print’.

This will allow you to print the invoice as a hard 
copy or as a .pdf file.



Financial Hardship
You must complete renewal even if you are unable to pay the renewal fees. The ARBV may be able to grant an 
extension on the due date for your renewal fees if you are experiencing financial hardship.

To be granted an extension, you must submit a Financial Hardship application instead of completing the regular 
renewal process. 

The application involves providing information relating to your circumstances and completing the regular renewal 
declarations. The ARBV may request additional information and documentation from you. Applications are 
considered on a case-by-case basis.
Being granted an extension does not mean you are exempt from paying any late renewal fees.
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If you need any further assistance or you 
are experiencing technical difficulties, 
please contact us using the details below.

03 9417 4444

registrar@arbv.vic.gov.au
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