
  

MySWRB guide 
 

How to set up your MySWRB account & renew your Practising 
Certificate 
 

Step 1 – Go to MySWRB 
 

• Go to the SWRB website - https://swrb.govt.nz/ 
• Click the ‘Login to MySWRB’ button on the top right-hand corner of the home page.  

 

• This brings you to the MySWRB portal - https://my.swrb.govt.nz/ 

 

 

https://swrb.govt.nz/
https://my.swrb.govt.nz/


  

Step 2 – Set up your MySWRB password 
 

• To log into your MySWRB account for the first time, click ‘forgot password?’ on the 
login page. (below the ‘Sign in’ button) 

 

• Enter your username (this is the email address that is linked to your account, which 
you would have used at the time of registration). 

If you no longer have access to the email address that is linked to your account, you 
can contact our registration team at applications@swrb.govt.nz or 0508 797 269 to 
have it updated. 

      

• Click ‘submit’ to be emailed a new password link. 
• Follow the link in the email you received to create your own password. 
• Your new password must be at least 7 characters and include at least one number. 

mailto:applications@swrb.govt.nz


  

Step 3 – Log in 
 

• Once you have your password, enter your username email and your new 
password.  

 

 

 

• Click ‘Sign in’ to log in to your MySWRB account. 

 

 

 



  

Step 4 - ‘Apply for practising certificate’ 
 

• Click the ‘Apply for my practising certificate’ (or ‘Renew my practising certificate’) 
button on the right side of the page to start the practising certificate renewal 
process. 

 

 

Step 5 - Confirm details 

• Update your personal details.  

     

 

 



  

 

• Click ‘save’.  

 

• Confirm your employer and address details are up to date. You can update these 
by clicking the ‘edit’ button.  

 

• If they are correct, you can move on to the next page by clicking the ‘Continue’ 
button. 

                

 



  

 

• Review that your employer details are correct.  

 

 
• If they require updating, you can click the ‘previous’ button to return to the details 

page. 
 

 

 

 

 



  

 

Step 6 – Choose payment option 
 

• If the details are correct, select your preferred payment option.  
• Use the drop-down function to select whether you wish to pay your Practising 

certificate (annually, as a single payment or in 12 monthly instalments). 

 

• Click the ‘save’ button. 

 

 

     



  

• A ‘Continue’ button will appear.  
Click this button to continue to the next page. 
 

 

Note: If your employer already has a payment arrangement with the SWRB, simply put 
preferred payment option as ‘annual’ and click save. Then ‘continue’  

 

Step 7 – Declaration 

• Complete your online declaration by answering the questions provided.  

 



  

• Once you have answered all the questions, click the ‘ save’ button. 

 

• Read the declaration. 

          

 

 



  

 

• Confirm the information you entered is correct by clicking the ‘I agree’ button. 

 

 

 

Step 8 - Action payment (if applicable) 

• Following your declaration, you will be connected to the payment screen. 

 

 

 

 

 

 



  

• To pay for your Practising Certificate, confirm your payment option as ‘I will pay 
now’.  

• Select your payment method (VISA, Mastercard or Debit card). 
• Enter your payment details. 

 

• Click ‘submit’ to make payment. 
 

 

 

Note: If you have a ‘trusted employer’, the payment options will not appear. You will just 
need to click ‘submit’.  

 

 



  

If your employer is not a trusted employer but wishes to pay on your behalf, you can 
request an invoice by clicking ‘invoice’ and ‘Submit’. You will receive a confirmation email 
providing detailed instructions and an invoice will be generated in your ‘interactions’ tab. 
You can then forward this on to your employer to action payment.  

 

• A Practising certificate confirmation will be shown, displaying the processed 
payment with your details.  
 

         

 



  

• Click the ‘Continue’ button to move on to the Workforce survey. 

                

 

Step 9 - Workforce Survey 
 

• You will be asked to take part in the annual ‘Workforce survey. This is made up of 7 
questions and takes less than 5 minutes to complete. 

 

 



  

• Answer the survey questions provided. 

 

• Click the ‘Save and Continue’ button to submit your survey. 

 

 

         
 



  

• A thank you message will appear once you have completed the survey. 

      

 

Step 10 - Download digital copy of PC 
 

• Click ‘My Details’ to return to your MySWRB account overview page. 

 

 

 



  

• Download a digital copy of your PC by clicking the ‘Download PC certificate’ button 
on the right side of your home screen. 

     

• Your certificate will be generated as a PDF  
• You can print off your certificate in A4 or wallet size to display as you wish. 
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