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Reporting your
Practical Experience

Once approved to report experience from a qualifying role, all future CPA’s are
required to report their practical experience at least semi-annually (l.e. once
you have a PER Start Date, experience must be reported every six months).

PER Start Date:
v' Prior Experience

v/ Set your next Experience Report

Semi-annually:
v" Report your Current Experience

v/ Meet with Mentor

When required:
v’ Verify report
v/ Request CPA Review

Current Experience

All future CPA’s are required to report their practical experience and meet
with their mentor approximately every six months from their PER Start Date to
discuss your experience reports.

Prior Experience

Prior experience is for experience gained before your PER Start Date.
Depending on when your PER Start Date is, you may need to report a portion
of your current role in a prior experience report.
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You can also report experience from a previous role, as long as it will
demonstrate at least one level one sub competency and is for at least three
months duration.

A maximum of 12 months of prior experience can be recognized towards your
duration requirement.

In some circumstances, there may be a fee to have your prior experience
recognized.

See section 2.5.9.1 of the CPA Practical Experience Requirements (CPA PER)
for more information.

To Report your Experience:
1. Go to your Experience Reports page

2. Click CREATE REPORT to generate a new (blank) experience report.
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3. Select your Report Type

Prior PPR is experience that you gained before your PER Start Date
while working within a PPR. Your Program Leader will need to certify this
experience.

Prior EVR is experience that you gained before your PER Start Date outside
of a PPR.

(Note: A prior report cannot have an end date after your PER Start Date. If you
are still employed in this role, input the end date as the day before your PER
Start Date and create a separate current report.)

Current Experience is experience that you gain after your PER Start Date
1. Complete the required fields.

2. Click SAVE
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3. This will create your report. You will navigate to the Report Details page
within your new experience report.

4. Click Save & Continue to advance to the Technical Competency page.

Reporting your Technical Competencies:

PPR:

Displayed you will find your technical competencies relevant to your Pre
Approved program. Select a self-assessed proficiency value for all populated
sub-competencies. Select level O if you have had no exposure to a particular
sub-competency during this reporting period.

To expand on a competency area, click “+”.

For further information use the (?) for additional guidance.
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Once finished click save & continue to report your enabling competencies.

EVR

Displayed you will find a total of six technical competency areas, each containing
three or four sub-competencies. You are only expected to complete the sub-
competencies that are relevant to your experience for this reporting period.

It is not realistic or expected that you would demonstrate proficiency in all
competency areas.

Using the table to choose which competency areas are relevant to your
experience by selecting Yes or No.
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By selecting No, those competency areas will not appear in this experience
report. You can update your No selection to Yes at any time. Once a competency
section is saved, the Yes selections response cannot be edited.

Click “+” to expand on a competency area

Use the (?) for additional guidance.

Once finished click save & continue to report your enabling competencies.
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Reporting Your Enabling Competencies

There are five competency areas containing three-part questions. You are
not expected to document all five enabling competencies semi-annually. Only
document the enabling competencies that most reflect your professional
development obtained during this reporting period. Click “+” to expand on a

competency area.

Once finished click save & continue.

Notes & Attachments

Use these sections to provide additional details if applicable.

Otherwise Save & Continue to the Summary page.

If you are done making changes, select Complete to update the status of your
experience report.
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Future CPA’'s who are reporting pre-approved program that is not a
secondment type experience, will have their report status updated to Verified,
as supervisor verification is not a required step.

Future CPA’s who are reporting pre-approved program that is not a
secondment type experience, a verified report enables you to:

¢ Request a mentor meeting

e Enter a date for your Next Experience Report Date

Return to your Home Page to GET STARTED on your Action Items.

Future CPA’s who are reporting experience verification type experience or a
secondment in a pre-approved program, will require supervisor verification
after clicking complete.

Future CPA’s who are reporting experience verification type experience or a
secondment in a pre-approved program, a Completed report enables you to:
¢ Reqguest a mentor meeting

¢ Send your experience report to your supervisor

¢ Enter a date for your Next Experience Report Date
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Return to your Home Page to GET STARTED on your Action Items.

Page 29 after [Return to your Home Page to GET STARTED on your Action
Iltems.]






