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1 Overview

The CPA certification Program
To complete the CPA Certification Program, future CPAs must satisfy three

components1:

CPA Professional Education Program (CPA PEP)
Common Final Examination (CFE)
CPA Practical Experience Requirements (CPA PER)

This document will provide guidance for Program Managers and Program
Leaders as they support future CPAs in the Practical Experience Reporting
Tool (PERT).

Future CPAs reporting from Quebec will need to visit Ordre Des Comptables
Professionnels Agréés Du Quebec for their information.

CPA Practical Experience requirements (CPA PER)

The CPA PER comprises the following elements:

1.

Qualifying Experience: Gain relevant paid employment that is progressively
complex

. Appropriate Supervision: Supervisors, CPA mentors, program managers and

program leaders will provide support throughout the practical experience
duration

Reporting and Self-Assessment: Report work experience and self-assess on
progress

. CPA Mentorship: Meet with a mentor semi-annually

Assessment by Profession: At key milestones, experience report(s) must be
reviewed by the provincial/regional CPA body

1 Please refer to your provincial/regional CPA body for exact requirements.


https://www.cpacanada.ca/en/become-a-cpa/why-become-a-cpa/the-cpa-certification-program
https://cpaquebec.ca/en/students-and-future-cpas/practical-experience/general-information/
https://cpaquebec.ca/en/students-and-future-cpas/practical-experience/general-information/
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Refer to the Practical Experience Requirements (CPA PER) and CPA Harmonized
Practical Experience Policies for detailed requirements.

CPA candidates

CPA candidates from the Western, Atlantic and International regions are eligible
to begin reporting once they begin the CPA PEP.

CPA students

CPA students in Ontario are eligible to begin reporting once they are regis-
tered with CPA Ontario.

Future CPAs

For the purposes of this user guide, both candidates and students will be
referred to as “future CPASs”.


https://www.cpacanada.ca/-/media/site/operational/ec-education-certification/docs/02639-ec_cpa-per_en.pdf
https://www.cpacanada.ca/en/become-a-cpa/cpa-designation-practical-experience-requirements-overview/practical-experience-policies
https://www.cpacanada.ca/en/become-a-cpa/cpa-designation-practical-experience-requirements-overview/practical-experience-policies

2 Experience Routes

There are two experience routes a future CPA can follow to report their
experience:

Pre-approved Program route (PPR)

Employers offering pre-approved programs have worked with their respective
provincial/regional CPA bodies to design a program ensuring that the required
experience can be met within 30 months.

In this route, the employer must provide a pre-approved program managetr,

pre-approved program leader and mentor to support the future CPAs in the
program. If your employer has asked you to mentor a future CPA within the
program, ensure you declare that you are mentoring within a pre-approved

program on the registration form (or update your profile to reflect it).

Experience Verification route (EVR)

This flexible self-directed route allows future CPAs to gain practical experience
from an employer of their choice. They must still be employed in a qualifying
role, which is determined through a pre-assessment. There are more touch-
points throughout the journey and more guidance from a mentor is often
needed as compared to a pre-approved program.

An employer can have future CPAs in both routes working for them, but only
those in the PPR will follow the specific program laid out for them. EVRs can
be mentored by any CPA in good standing.

Unemployed

If a future CPA is unemployed (or not employed in a relevant role), their expe-
rience route will be reflected as “Unemployed”. A future CPA does not gain
recognition toward gaining their practical experience competencies while they
are unemployed.
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Future CPAs in a Co-op are considered unemployed while in school. However,
there are some conditions in which an employer may allow them to remain “In
Progress” on their roster (e.g. the national firms).

For more information on the two experience routes, please visit the practical
experience overview webpage.



https://www.cpacanada.ca/en/become-a-cpa/cpa-designation-practical-experience-requirements-overview
https://www.cpacanada.ca/en/become-a-cpa/cpa-designation-practical-experience-requirements-overview

3 The Practical
EXxperience

Reporting Tool
(PERT)

All future CPAs (excluding those in Quebec) are required to document

their practical experience development in the Practical Experience Reporting Tool
(PERT). This allows the CPA profession to track their progress and assess whether
they have met the CPA Practical Experience Requirements (CPA PER).

An individual can be a program manager, program leader and/or mentor. This
guide provides guidance on individual or multiple roles.

Once you have logged into PERT, you will arrive on your homepage. On the
left you will see your menu:
¢ Program Leader - Displays if you are a program leader
— Complete My Declarations - View any pending program leader
declarations
— Export Program Reports - View experience reports of the future CPAs
within pre-approved program
¢ Program Manager - Displays if you are a program manager
— Manage My Programs - Displays all future CPAs within your pre-
approved program
— Complete My Verification - View any pending verifications
— Export Program Reports - View experience reports of the future CPAs
within pre-approved program

On your home page you can see a list of any pending items you have.

e Program Leader Declarations - If you are a program leader and a future
CPA within your program has requested a CPA Review

¢ Employment Confirmations - If you are a program manager and a future
CPA has identified that they are employed within your program


https://www.cpacanada.ca/-/media/site/operational/ec-education-certification/docs/02639-ec_cpa-per_en.pdf
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¢ Pending Verification - If you are a program manager and the program
leader requires you to verify experience reports when a future CPA within
your program has requested a CPA Review

“*”cpA = i eseo o [ i]  Brporioiog gl "
PRACTICAL EXPERIENCE REPORTING TOOL (PERT)
PROGRAM LEADER HEME %
s o ] B R A A
COMPLETE MY DECLARATIONS PROGRAM LEADER DECLARATION(S)
o e T e et “The future CPAs below reauire your sign off on their CPA Review, Select ‘Comlete my Declarations’ to continue.

None

PROGRAM MANAGER EMPLOYMENT CONFIRMATION(S)

The future CPAS that in your program. It thelr start date and a mentor, you Can confirm their employment. Select "Manage My Programs’ 1o
MANAGE MY PROGRAMS. continue.

NAME START DATE MENTOR PROVINCIAL/REGIONAL BODY
COMPLETE MY VERIFICATIONS

Fake 51078 2002107 Oatario

EXPORT PROGRAM REPORTS

PENDING VERIFICATION(S)

The future CPAS below require your verification on their CPA Review. Select ‘Complete my Verifications’ to continue.

Nene




4 Pre-approved
Program Leader

As program leader you are responsible for each pre-approved program
assigned to you by your organization and that future CPAs gain the agreed
upon experience within the pre-approved program.

You can log into PERT at any time.

You will receive an email notification when a future CPA within your program
requests a CPA Review.

Your role is to certify that future CPAs requesting CPA Reviews:

¢ were employed in your program;

* reported dates/leaves accurately;

« chargeable hours are accurate (if applicable to your program) discussed/
documented their progress with their mentor; and

¢ completed the required duration, met the CPA PER and accurately reported
their experience.

To view a full listing of future CPAs in your program, you can export a program
report.

Program Manager Verification

When a pre-approved program is set up, there is an option to enable Pro-
gram Manager Verification. This means that the program manager will com-
plete a verification of the experience report details before you complete your
certification.
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Program Leader Declarations

When you log into PERT, you will be able to view any pending declara-
tions either from your Home page, or your Complete My Declarations page
(accessed through your menu)

‘ﬁb CHARTERED
L ' pA :gg;zis‘!g::;- Home | Resources | Frangais | English Impersonating FakelO1 Inamel01 as a PreApprovedProgramLeader Sign Out

PRACTICAL EXPERIENCE REPORTING TOOL (PERT)

PROGRAM P

LEADER Welcome to your PERT home page. You can return here at any time by clicking *Home’ at the top of the page.

PROGRAM LEADER DECLARATIONC(S)

COMPLETE MY

DECLARATIONS The future CPAs below require your sign off on their CPA Review. Select ‘Complete my Declarations’ to continue.
EXPORT PROGRAM NAME PROGRAM PROVINCIAL/REGIONAL BODY
REPORTS

Fakel5116 Inamel5116 External Audit Ontario

Fake37916 Iname37916 External Audit Ontario

Fake37207 Iname37207 External Audit Ontario

You will be able to see the following:

¢ The name of the future CPA requesting a CPA Review
¢ The pre-approved program they are currently in

e Their provincial/regional CPA body
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Complete Program Leader Declarations
To complete your declaration, click the future CPA’'s name.

This will take you to their Home page where you can view a snapshot of their
progress (outstanding action items, eligible duration, competency progress).

B I CHARTERED
H cpA ::g;f’is;g::sl Home | Resources | Francais | English Impersonating FakelO1 Inamel01 as a PreApprovedProgramLeader Sign Out

PRACTICAL EXPERIENCE REPORTING TOOL (PERT)

PENDING DECLARATIONS

LE A D E R As Program Leader you are required to certify that students/candidates requesting CPA Reviews :

* were employed in your program

« reported dates/leaves accurately

» discussed/ documented their progress with their mentor
COMPLETE MY « completed the required duration, met the CPA Practical Experience Requirements and accurately reported their experience
DECLARATIONS

To complete your declaration, click on the name of the student/candidate:

EXPORT PROGRAM 1. Select the Experience Reports tab and review the Report Details page of each report.
REPORTS

2. Run a Consolidated Summary to view a summary of all reports.

3. Select the CPA Review tab, open the latest review and complete the program leader declaration.

NAME PROGRAM PROVINCIAL/REGIONAL BODY
Fakel5116 Inamel5116 External Audit Ontario
Fake37916 Iname37916 External Audit Ontario
Fake37207 Iname37207 External Audit Ontario

Program leaders should review experience reports related to their program
for completeness, accuracy, and reasonability. Then they must complete the
Pre-Approved Program Leader Declaration on the CPA Review in Certification
Requested status.

1. Click on the Experience Reports page.

You can see a list of their experience reports. You must confirm that the
experience report details are correct for any experience report related to your
program.
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2. Click VIEW to access the related experience report(s)

HOME | EXPERIENCE REPORTS| CONSOLIDATED SUMMARY MENTOR MEETINGS CPA REVIEWS
You must report your experience semi-annually. Your reports must demonstrate progression toward achieving the CPA practical
experience requirements.
COMPLETE MY . .
DECLARATIONS To view a summary of your reports, click on the Consolidated Summary tab.
<
EXPORT PROGRAM
REPORTS
REPORT
STATUS REPORT TYPE REPORT PERIOD EMPLOYER POSITION
e Current 2019-10-01 to 2020- BDO Canada Junior Staff
|_ N A M E1 51 1 6 bered Experience 04-14 ELP Accountant m
e i i - Current 2019-04-08 to 2019- BDO Canada Junior Staff
Verified m
In Progress Experience 09-30 LLP Accountant
FER Skt Kot 2018-10-01 to 2019-04 BDO Canad Ji Staff
o . -10-01 to -04- nada unior
2019-04-08 Nerificd FHORHER o7 LLp Accountant [ view |
Program
s 2 2017-09-05 to 2018~ Property
External Audit Reviewed Prior EV 09-28 ARt
Experience Route
Pre-approved Program
L Disclaimer
Fake35318 Iname35318 The CPA Reviewer reserves the right to review all Experience Reports, including Reviewed Experience
Next CPA Review Due Reports in order to reassess the recognized proficiency levels from the perspective of a Completion Review.
Upon Completion
Next Mentor Meeting
2020-08-31

You will arrive on the Report Details section of the Experience Report. Ensure
that the details are correct.

Home | Resources | Francais | Enalish | asavontor  Close

*cpa

PRACTICAL EXPERIENCE REPORTING TOOL (PERT)

Student PPR 527384 - Senior Accountant -

() (] @ cnaing @ rotes [ Y —

REPORT DETAILS

OVERVIEW

Status : Venfiod Caleulsted Durstion : 1246 months

Status Change Date : 20240214 Recognized Duration :

EMPLOYMENT INFORMATION [é
Report Type : Current Experience Experience Type : Pre-approved Program

Position Title : Senior Accountant Employer :

Training Position : Assurance/Compiiations/ Taxation - 50 months

Position Type : Contract Start Date : 2022-03-01

Average Hours Worked Per Week : 40.00 End Date : 20250519

Leave Taken (days) : 0

To see additional information on their experience reports, see the appendix.

When you have checked the related experience reports, run a consolidated
summary to view a summary of all the experience reports.
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3. Click on the Consolidated Summary page.

Here you can consolidate all their reports to see a full summary of what has
been reported.

4. Select all the experience reports by clicking the checkbox in the top row or
select specific experience reports to create a specific summary.

HOME _ EXFERIENCE REPORTS | COMSOUIDATED SUMMARY | MENTOR MEETINGS _ CPa REVIEWS
CONSOLIDATED SUMMARY

The G Swmmary i o with e ol your , ing the. ports you select and summanizing what you have reported.

Pl e, this summany anky reflects what you haws reported and not necessarily what has boen recognized. To see Foognized profciency in @ consalidatod Summary, your reports mist be reviewed by the CRA profession.

Click on the chack: bos naxt 16 the feparts wou wish ba inclisde in your Cansolidated Summary and click the View Ssmmary buttan.

O REPORT PERIOD REFORT STATUS REPORT TYPE EXPERIENCE ROUTE EMPLOYER PROGRAM RECOGNIZED DUSLATION
B 2012300200430 Verfied Cisront Experince Pre-approved Program mﬂwmm Exctornal Audit

B 20W0500to 301230 Verfied Curront Experionce Pre-approved Program L ek Exctornai Audit

B 0WIZI2toI01-0430  Reviewed Curont Exparience Pre approved Program PriceWaterhouseCoopers  External Audit azr

B 0WOEI9I0EIZI Reviewed Current Exparience Pre-approved Program PriceWaterhouseCoopers  External Audit 579

B OWOI0Ie 0B 0628 Reviewed Current Exparince Pre approved Program PriceWatertseCoopers  External Audit 588

PricewatorhouseCoapors
B 20070918 ta 2071291 Roviowsd Clurent Experknce Pre approved Progrim LLP Charteresd Extormal Ausit 345

Duration Requirement

Repored Leave 15 wenks Aliowwaitain 20 K wooks
Duration Penalty O meankhs
Duration Required 30 months. 30 months (adiustod for lave in exoess of
allawancs and penalty)
Total Prior Experience O meankhs Maimum of 12 months recognized prior
axpericno:
Total Current Experience Az
manihes
Total Experience Before PEP Start Date 108 Mawimum of 18 months before PER Start
manthe date
Total Experience After PEP Stark Date 3034 Mak Minimum of 12 manthis rogqeied
manihe
Total Penalty O meankhs
Total Elgible Duration 4z Mat
manthe

Competency Assessment

Your Soif-assessed Proficiency kevel will be displaged for cxperience reports that do not have 2 status of Reviewed Reports that have been revicwed will show the CRa Reviewsd Proficiency kel

Enabiing Met All 5 enabiing compotencies o Lo 2
Techrical
Breadth Met Ohvarall, cipht competoncies at Level 1 or

greader with ¢ st four af Lovel 2

Depth Met Within af foast ane campetency e, i
competencics at Lovol T or greater with at
st tw af Loved 2

Core Het In Financia Repoting andde
Management Accounting, at fcast throe

at Level 1 or grouter

To see additional information on the consolidated summary, see the appendix.

5. When you are ready to complete the declaration, click on the CPA Reviews
page.

Here, you will see a list of any CPA Reviews related to this future CPA.

n
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HOME EXPERIENCE REPORTS CONSOLIDATED SUMMARY MENTOR MEETINGS | CPA REVIEWS

CPA REVIEWS

To have your competencies recognized toward meeting the Practical Experience Requirements, your experience reports must be
reviewed by the CPA profession. Only verified experience reports can be reviewed.

Select Request CPA Review if your experience reports:

« accurately reflect experience gained to date
» have required documents attached
« have been verified.

REQUESTED COMPLETED STATUS

2020-07-13 Certification Requested [ view |

2020-02-17 2020-03-16 Completed

6. Click VIEW to access the CPA Review in Certification Requested status.

Here you can see the details of the CPA Review. For additional information on
each field, see the appendix.

7. Click EDIT to revise the CPA Review.

Here you will see your Program Leader Declaration.

P L Ty ——

[

€ st s g 1 o o s ek 4 B €

Ao D 8 e

e sk b e o P s P,
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8. Complete the declaration:

a)

o))

c)

d)

e)

Confirm if the dates reported (start and end date) are accurate, including
any leaves taken (if you select Disagree, the CPA Review will be cancelled.
Please provide comments as to why you disagree).

Confirm that the chargeable hours reported are accurate (if you select
Disagree, the CPA Review will be cancelled. Please provide comments
as to why you disagree.) Note: the chargeable hours statement will

only show if you are a program leader that oversees any program that
requires chargeable hours.

Confirm that the future CPA was appropriately mentored and supervised
while in your pre-approved program (if you select Disagree, the CPA
Review will not be cancelled, but please provide comments as to why
you disagree for the CPA reviewer).

Certify the experience reported from your pre-approved program (select
one of the three options).

Click SAVE.

If you disagreed with the dates reported or the Charge hours (if applicable),
then the CPA Review will be cancelled, and your comments will be sent by
email to the future CPA to make the required corrections.

Otherwise, the CPA Review will be sent on to the provincial/regional CPA body
for CPA Review.

*

In Ontario, chargeable hours are only required to be attached for the External Audit program

13






15

5.Pre-approved
Program Manager

A program manager is required for each pre-approved program. This individual
is assigned to the program by the organization and does not need to be a CPA
member. The program manager is responsible for managing the pre-approved
program by ensuring that the appropriate future CPAs are in the program and
are meeting the requirements of the program.

As program manager, your role is to:

e assign a CPA Mentor to future CPAs in your program;

« confirm a future CPA’s employment, including start date, program/location
details;

¢ indicate when employment ended with the program;

« follow up with future CPAs who have missed their reporting deadlines; and

¢ if your program leader has requested verification of experience reports
prior to their sign off, you will perform this task as well.

Program Manager Verification

When a pre-approved program is set up, there is an option to enable Program
Manager Verification. This means that you will be required to complete a veri-
fication of the experience report details before the program leader completes
their certification. You receive an email notification when a future CPA requests
a CPA Review notifying you that your verification is requested.
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Manage My Programs
Once you have set your password, you will be able to log in to PERT and view
any future CPAs in your program.

From your Program Manager Menu, select Manage My Programs.

cnarTeRD

cpA rRoFESSiouAL Home | Resources | Francais | English | asaProgramManager  Close

PRACTICAL EXPERIENCE REPORTING TOOL (PERT)

PROGRAM MANAGEMENT
PROGRAM LEADER

As Program Manager, you are required to:

+ confitm CPA vour
COMPLETE MY DECLARATIONS + ensure amentor has been assigned to each student/andidate
Toses alist of that req click the Pending firmation Only button.
EXPORT PROGRAM REPORTS
+ o confirm a student/candidate’s employment, select Employed next to their name and click SUbmit. Note, they must have craated an experience report and entered thair mentor before you can confirm
their employment
+ For individuals that are not in your program, select Not Employed and click Submit
PROGRAM MANAGER + If you are unsure of a na information, select Follow Up, enter your comments and click Submit
o notify the CPA profession that a student/candidate has feft your program, seiect Employment Endect. Then, provide their employment end date and click Submit.
o view a student/candidate’s information, lick on their name.
MANAGE MY PROGRAMS
Find by Last Name: E=3 PENDING EMPLOYMENT CONFIRMATION ONLY
COMPLETE MY VERIFICATIONS
EmpLOYMENT
nare PROGRAM LOCATION  STARTDATE  FOLLOWUPDATE PERSTATUS MENTOR PROVINCIAL/REGIONAL BODY e
EXPORT PROGRAM REPORTS
© tmptoea
FloSIB7  Exomaludt  Watsdoo 20221107 Emplayment Confirmation Recuied Fako MICOOS  Onmaria G rotoutn
O M mpiord
" another ons on the current page, your selections will ot be saved

Page 1of 1 (1 candidate(s) total)

Here you will be able to see a list of all the future CPAs within your program.
You will be able to see the following:

¢ The name of the future CPA in your program

e The program in which they are reporting experience
¢ The location of the program

e The date the future CPA started the program

¢ Their position type

e Their reporting status

e Their mentors name

* Their provincial/regional CPA body

¢ Your employment confirmation

Assign a CPA Mentor

Future CPAs reporting experience through PPR must be assigned a mentor
who is employed within the same organization.

Note: CPA Mentors must be approved by the same provincial/regional CPA
body as their CPA membership. If your potential mentor is registered with a
different provincial/regional CPA body as your organization, please contact
your provincial/regional CPA body to determine their eligibility.
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Please see section 2.7.2.3 of the CPA PER for full mentor qualifications.

Once the mentor is approved, inform both the mentor and the future CPA of
the match. The future CPA must then add the mentor’s details into their PERT
Profile.

Employment Confirmation

When a future CPA indicates they are employed in your pre-approved pro-
gram, you will receive an email notification to log into PERT and verify their
employment details. You should aim to complete any employment confir-
mations within 15 days of receiving your notification.

When you log into PERT, you will be able to view any pending employment
confirmations either from your Home page, or your Manage My Programs page
(accessed through your menu).

You will be able to see the following:

¢ The name of the future CPA in your program

« The date the future CPA started the program (you are required to confirm
this)

e Their mentors name (you are required to confirm this)

» Their provincial/regional CPA body

If they have entered a start date and a mentor, you can confirm their employ-
ment. If either of these items are missing, then you will not be able to confirm the
employment.

Home | Resources | Franais | Engiish | asa ProgramManager  Ciose

*cpa =

PRACTICAL EXPERIENCE REPORTING TOOL (PERT)

HOME
PROGRAM LEADER

Welcome to your PERT home page. You can return here at any time by clicking ‘Home"at the top of the page:
COMPLETE MY DECLARATIONS PROGRAM LEADER DECLARATION(S)

EXPORT PROGRAM REPORTS The future CPAS below require your sign off on their CPA Review. Select ‘Complete my Declarations’ to continue.

None

PROGRAM MANAGER EMPLOYMENT CONFIRMATION(S)
The future CPAS they in your d program. If they have entered their start date and a mentor, you can confirm their employment. Select ‘Manage My Programs’ to

INAME START DATE MENTOR PROVINCIAL/REGIONAL BODY

COMPLETE MY VERIFICATIONS.

[Fako 510678 2022107 Fake MIOO06 Ontario

PENDING VERIFICATION(S) NS

EXPORT PROGRAM REPORTS

The future CPAS below require your verification on their CPA Review. Select “Complete my Verifications’ to continue.

None

In your menu, select Manage My Program. You will have three options:

17


https://www.cpacanada.ca/-/media/site/operational/ec-education-certification/docs/02639-ec_cpa-per_en.pdf
https://pert.cpa-services.org/ProgramManager/Logon
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Employed
If you agree with the program, location and start date, and the mentor has
been entered, click Employed and then click Submit. The future CPA’s

reporting status will update to “In Progress” and they will receive confirmation
that they can begin reporting.

Not Employed
If the future CPA is not employed in the program they have identified, select
Not Employed, enter applicable comments (if any) and click Submit.

Your comments will be sent to the future CPA and they will be removed from
your program. Subsequently, their experience reports related to your program
will be cancelled, and their Reporting Status will be updated to “Unemployed”.

Follow Up
If the start date or mentor is missing, this means the future CPA has not added
it yet. You will not have the ability to select Employed.

It is also possible they entered incorrect information.

You can prompt them to enter missing information (or ask them to fix incorrect
information).

Click Follow Up, enter comments and click Submit. Your comments will be
sent to the future CPA.

£ 3 cuarsuo
‘ pA proressionAL Home | Resources | Francais | English | asaProgramManager  Close

PRACTICAL EXPERIENCE REPORTING TOOL (PERT)

PROGRAM MANAGEMENT
PROGRAM LEADER

As Program Manager, you are required to:

+ contimcra _— s
COMPLETE MY DECLARATIONS + ensure a mentor has been assigned to each student/candidate
To see a list of that require. click the Pending Employment Confirmation Only button.
EXPORT PROGRAM REPORTS
F— et e name e cic bt Not, ey st s T
dopelismer
P ety re ot I your orogram sect Not Employed and i Subit.
PROGRAM MANAGER e et b L ot ot o o oion s 4 o e e Earedi ik s
To notify the CPA i has left your “Then, provide their date and click Submit.
To view a student/candidate’s information, click on their name.
HANAGE MY PROGRAMS
Fin by Lastame =1 PENDING EMPLOYMENT CONFIRMATION ONLY

COMPLETE MY VERIFICATIONS

EMPLOYMENT
NAME PROGRAM LOCATION ~ STARTDATE  FOLLOW UPDATE PER STATUS MENTOR PROVINCIAL/REGIONAL BODY i s B

EXPORT PROGRAM REPORTS

© emplovea
O retowtp
O ot Ermpye

FRQSI678  Extomal Audit  Waterloa 2022007 Employmont Confirmation Roquired FakoMIOO06  Omtaro

" o S——

Page 1of 1 (1 candidate(s) total)
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Employment Ended
If a future CPA has left your program, it is important to notify your provincial/
regional CPA body as soon as possible.

Click Employment Ended, provide the employment end date, and click Submit.

Your provincial/regional CPA body will be notified of the change, but the
future CPA will remain on your program roster until a change of job has been
completed.

If your future CPA delays reporting a change of job, this could prevent other
future CPAs from being able to start reporting in PERT under your program.

il cunmremeo
-‘ cpA e Home | Resources | Francais | Enalsh asaProgramManager  Close

PRACTICAL EXPERIENCE REPORTING TOOL (PERT)

PROGRAM MANAGEMENT
PROGRAM MANAGER

As Program Manager. you are required to:

- confirm CPA student/candidate’s employment in your Pre-approved Program
MANAGE MY PROGRAMS. « ensure amentor has been assigned to each student/candidate

i i e e i O B i MO B TR T A R A ST
their employment.

To notify the CPA profession that a student/candidate has left your program, select Employment Ended. Then, provide their employment end date and click Submit.

To view a student/candidate’s information. click on their name.

i by Last Name [ seanch | PENDING ENPLOYMENT CONFIRMATION ONLY
— e~
PROGRAM LOCATION START DATE FOLLOW UP DATE PER STATUS MENTOR PROVINCIAL/REGIONAL BODY CONFIRMATION
ake. totational Program foronto X in Progress ke | wario I ——
rossss ottt o p somosn tneog [P E |
- otationsl Program acont in Progress. o Evslavmect
Fesion | outenaap - 2020525 e o
1t 3cu sefect nctner g your Setections wil ot be soved

Page 1 of 1 (2 candidate(s) total)

Program Manager Verification

When a pre-approved program is set up initially, there is an option to enable
Program Manager Verification. If this is enabled, you will be required to com-
plete a verification of the experience report details before the program leader
completes their certification.

You will receive an email notification when a future CPA within your pro-
gram requests a CPA Review asking you to log in to PERT and complete the
verification.

You will arrive on your Home page where you can view your pending
verifications.
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To complete your verification, click on Complete My Verifications from your
menu and click on the future CPA’s name.

CHARTERED
1 ‘ pA PROFESSIONAL Home | Resources | Francais | English P ing Fake44761 Iname44761 as a Pr nager  Sign Out
ACCOUNTANTS

PRACTICAL EXPERIENCE REPORTING TOOL (PERT)

PENDING VERIFICATIONS

MANAGER If your Program Leader has requested verification of experience reports prior to their sign off, you will see a list below of students/candidates that require
your verification.
To complete your verifications:

MANAGE MY PROGRAMS 1. Click on the name of a student/candidate to open their profile.

2. Select the Experience Reports tab and review the Report Details page of each report.
Cito e Sl 3. Select the Consolidated Summary tab and create a summary of all reports.
4. Select the CPA Review tab, open the latest review and click edit.
EXPORT PROGRAM REPORTS
« If you are satisfied with the accuracy of the reports, choose Verify.
« If you are not satisfied, choose Do Not Verify. This will send your comments back to your student/candidate.

NAME PROGRAM PROVINCIAL/REGIONAL BODY
Fake2196 Iname2196 External Audit Mova Scotia

Fake6759 Iname6759 External Audit Alberta

Fakel0520 Iname10520 External Audit Saskatchewan

Fakel6405 Inamel6405 External Audit British Columbia

This will take you to their Home page where you can view a snapshot of their
progress (outstanding action items, eligible duration, competency progress).
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You need to review the experience reports related to your program to ensure
they are accurate.

1. Click on the Experience Reports page

. CHARTERED
t cpA PROFESSIONAL Home | Resources | Francais | English Impersonating Fake44761 Iname44761 as a ProgramManager  Sign Out

PRACTICAL EXPERIENCE REPORTING TOOL (PERT)

HOME |EXPERIENCE REPORTS| CONSOLIDATED SUMMARY MENTOR MEETINGS CPA REVIEWS

You must report your experience semi-annually. Your reports must demonstrate progression toward achieving the CPA practical experience requirements.
EP Py et ik To view a summary of your reparts, click on the Consolidated Summary tab.
¢
COMPLETE MY VERIFICATIONS
REPT REPORTTYPE  REPORT PERIOD EMPLOYER POSITION
EXPORT PROGRAM REPORTS STATUS
Current 2019-12-31 to 2020- : Senior
FAKE2196 or Epemes Bi EroeuntaassCooamiis P v |
Current 2019-05-01 Lo 2019- g
4 verified s e PricewaterhauseCoopers LLP Associate | view |
Reporting Status
o Current 2018-12-22 to 2019:
urrent -12-22 to 2019- )
AT Reviewed iy R PriceWaterhouseCoopers Associate | view |
2017-09-18
Current 2018-06-29 to .
P Reviewed e Pt PriceWaterhouseCoopers Associate E=3
External Audit
Experience Route Current 2018-01-01 to 2018~ , 2
Reviewed Dbl mihe PriceWaterhouseCoopers Associate E3
Pre-approved Program
Mentor -09- 3 i
reviowed clirust shteileg e g T [ view |
Fake23409 Iname23409 xperience countants
Next CPA Review Due
Upon Completion o
» o Disclaimer

Next Mentor Meeting
The CPA Reviewer reserves the right to review all Experience Reports, including Reviewed Experience Reports in order to

2020-07-17 reassess the recognized proficiency levels from the perspective of a Completion Review.

Here you can see a list of their experience reports.

2. Check that the following details are correct:
¢ All relevant experience reports have a report status of verified.
e Start and end dates are accurate and do not overlap.
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Next, you need to confirm that the details are correct for any experience
report related to your program.

3. Click VIEW to access the related experience report(s).

L cpA % Home: | Resowces | Francals | Enallsh | asaMentor  Close
PRACTICAL EXPERIENCE REPORTING TOOL (PERT)
Student PPR $27384 - Senior Accountant -
@ [} @ coabing ; @ toies > @ Astachmenss
REPORT DETAILS
OVERVIEW
Status s verifiea Calculated Duration 2446 months
Status Change Date : 2025-05-14 Recognized Duration
EMPLOYMENT INFORMATION N

Report Type : Current Exparicnce Experiance Typs : Pro-approved Program

Position Title : Seni Empioyer :

Training Position :

(Compilations/ Taxation - 30 manths

Position Type : Contract Stant Date £ 2022-03-01

Average Hours Worked Per Week : 40.00 End Date : 20230314

Leave Taken (days) : 0

You will arrive on the Report Details section of the Experience Report.

4. Navigate through the sections of the experience report and check that the
following details are correct:

¢ Employment Information on the Report Details page is correct (specifically
leave taken).

¢ The self-assessed proficiency levels for each technical sub-competency is
appropriate.

— If self-assessed proficiency levels exceed target proficiency levels,
supporting documentation should be included (e.g. mentor comments
support exceptional competency development).

¢ If necessary, check that a signed chargeable hours form is attached.

— The dates should align with the start and end dates of the experience

report(s).

When you have checked the related experience reports, run a consolidated
summary to view a summary of all the experience reports.

5. Click on the Consolidated Summary page

Here you can consolidate all their experience reports to see a full summary of
what has been reported.



CHAPTER 5 | Pre-approved Program Manager

6. Select all the experience reports by clicking on the checkbox in the top row
or select specific experience reports to create a specific summary.

7. All the requirements should show as “Met”.

CONSOLIDATED SUMMARY

T © Summary is

O REPORT PERIOD REPORT STATUS

H 2012 30t 3020-04-30  Verfisd

E 2010501t X019-12-30 Verfiod

1] 20181222 to 20130430 Raviewed
-] 20180629 to 2NE12-11 Raviewed
-] 2018-01-01 to 2008 06 28 Raviawed
-] 2017-09-18 to 20171231 Raviewed
Dwration Requirement
Reported Leave 15 wiks
Duration Penalty O ekt
Duration Required 30 maonths
Total Prior Expericnce 0 meonthe
Total Current Experience L4z
meonthe

Total Experience Before PEP Start Date 108

HOME _EXPERIENCE REFORTS | COMSOUDATED SUMMARY | MENTOR MEETINGS _ CPA REVIEWS

Plezse nate, this summany anly reflects what you have reparbed and not

wou with an swerview of your x

Click on the check bax noxt bo the reparts you wish to inclisde in your Consolidated Summary and click the View Ssmmary button.

et you selcct and 2 what you poe
‘what has boen T see SUMTAY, YOur it b rowicwed by the CPA profession.

REPORT TYPE EXPERIENCE ROUTE EMPLOYER PROGRAM RECOGNIZED DURATION
Current Exporience P approwed Program FICuIDMMIINCOORST Samal At

Cusront Exparience Trc-approved Program PYcHenioMauIaCoons el Audit

Curremt Exparience Pre-approved Program PriceWaterhouseCoopers. Extornal Audit 42T

Current Expork:nce Pre-approwed Progeam PriceWatcrhuse Coopors External Audit 579

© appraved Program PriceWatsiseCoopers  External Audit 588

PricowatorhouseCoaprs
Cusrent Expork:nce Pre-approwed Program LLP Chartered Exterral Audit 345

Aliowatiin 20 foave wooks

30 manths (diustod for kiove in cecoss of
allawane and penml

Maimom of 12 months secogaiied priar
i

Mawimom of 18 months Before PER St
date

Minimem of 12 months roquined

meonthe
Total Experfence After PEP Start Date 3034 Mt
meonthe
Total Penalty 0 meonthes
Total ERgible Duration L4z Mat
meonihe
Competency Assessment
Your Self-assessed b
Enabiling Mat
Technical
Breadth Mat
Depth Mt
Core Mat

Protessional Accountants

eports that do not have 2 status of Reviewed, Roports that have been revicwed will show the CRA Roviewed Proficency kel

All 5 enabiing compotencies af L 2

Cveral, cght compeloncies af Level or
et with ot kst fouraf Loved 2

Within at least one competency arma,
compatoncies at Lovol 1 or gresbor with at
loast two al Level 2

In Financis Reporting andbr
Managemant Accounting, ot fast throo
at Lol 1 o grogter

To see additional information on the consolidated summary, refer to the

appendix.
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8. When you are ready to complete the verification, click on the CPA Reviews
page.

Here, you will see a list of any CPA Reviews related to this future CPA.

HOME EXPERIENCE REPORTS COMNSOLIDATED SUMMARY MENTOR MEETINGS | CPA REVIEWS

CPA REVIEWS

ITo have your competencies recognized toward meeting the Practical Experience Requirements, your experience reports
must be reviewed by the CPA profession. Only verified experience reports can be reviewed.

ISelect Request CPA Review if your experience reports:

« accurately reflect experience gained to date
= have required documents attached
+ have been verified.

REQUESTED COMPLETED STATUS
2020-07-22 Data Check [ view |
2019-07-09 2019-09-16 Completed m
2020-07-22 Cancelled E3

9. Click VIEW to access the CPA Review in Data Check status.

Here you can see the details of the CPA Review. For additional information on
each field, refer to the appendix.
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10. Click EDIT to revise the CPA Review.

Here you will see your Program Manager Verification.

FAKE2196
LNAME2196

EDIT CPA REVIEW

Type Assessment

Review Reason Completion Assessment
Review Reason Details

Status Data Check

Date Created 2020-07-22

Program Leader Comments

CPA Review Comments

PROGRAM MANAGER VERIFICATION

If the following statements are correct, select Verify. If they are not correct, select Do Not Verify to cancel the CPA Review and send your comments to the
student/candidate.
1. Experience report start and end dates are accurate and do not overlap.

= 2019-05-01 - 2019-12-30 with O days leave
= 2018-12-31 - 2020-04-30 with 26 days leave

2. Total days of reported leave is accurate.

3. Mentor Meetings have been documented sufficiently and have a status of Completed.
4. All relevant experience reports have a status of Verified.

5. Self-assessed proficiency levels for the technical sub-competencies are appropriate.

= If self-assessed proficiency levels exceed the target proficiency levels, supporting documentation has been provided.

6. If required, a signed chargeable hours form is attached.

7. If the Review Reason is completion, the consolidated summary indicates that all requirements have been met.

O Verify O Do Not Verify

If you are satisfied with all the information provided in the experience reports,
click VERIFY and SAVE. This will send the CPA Review onto the program
leader for their sign off.

If there are changes that need to be made, click Do Not Verify, provide your
comments, and click SAVE. The CPA Review will be cancelled and your com-
ments will be sent to the future CPA to make the required corrections.
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PER Glossary

These definitions are found in the CPA Practical Experience Requirements
(CPA PER); they are not intended to modify or interpret provincial/regional
CPA regulations or bylaws.

Autonomy:
The degree of independence CPA students/candidates assume in carrying out a
task. See also Circumstance and Complexity.

Breadth:

The requirement for CPA students/candidates to gain proficiency in at least
eight technical competency sub-areas, of which four must be at Level

2 proficiency and the remaining four at least at Level 1 proficiency. See
also Depth, Core, Competency sub-area and competency statements and
Proficiency level.

Chargeable hours:

Hours supervised (directly or overall) by a CPA registrant that are normally
chargeable to clients. Chargeable hours do not include time spent on “work of
a routine clerical nature.”

Circumstance:

Situations are either routine or non-routine in nature. See also autonomy and

complexity.

¢ Routine — Circumstances typically encountered by and requiring the
knowledge expected of newly certified CPAs.

¢ Non-routine — Circumstances not typically encountered by newly certified
CPAs; may require advanced technical expertise.

Competency area:

One of the 11 competency areas defined in The CPA Competency Map.
There are six technical competency areas: Financial Reporting, Management
Accounting, Taxation, Strategy and Governance, Finance, and

Audit and Assurance; and five enabling competency areas: Professional and

Ethical Behaviour, Problem-Solving and Decision-Making, Communication, Self-
Management, and Teamwork and Leadership. See also Competency sub-area
and competency statements.
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Competency sub-area and competency statements:

The specific technical competency statements are grouped into 20 competency
sub-areas. Each competency area has between three to four competency sub-
areas. See also Competency area and CPA Competency Map.

Complexity:
The degree of difficulty associated with the number and nature of
interrelationships and ambiguities that must be considered simultaneously.

There are three levels of complexity:

e Low complexity — Little difficulty is associated with a small number
of straightforward and frequently encountered issues; may achieve
competence relying on “rote” approach.

¢ Moderate complexity — Medium difficulty is associated with a number of
interconnections or variables that need to be considered simultaneously;
circumstances may be less clear and require approaches that are not
practiced frequently.

¢ High complexity — Considerable difficulty is associated with a large
number of interrelationships and ambiguities that must be considered
simultaneously; often requires innovative approaches.

See also Autonomy and Circumstance.

Core:

All CPA students/candidates must demonstrate technical proficiency in any
three competency sub-areas, at least at Level 1 proficiency, in financial reporting
and/or management accounting. See also Breadth, Depth, Competency sub-
area and competency statements.

CPA:

Canadian Chartered Professional Accountant; while there are other international
CPA designations, all references in this document refer to the Canadian
designation.

CPA candidate:

Individuals who are registered with a provincial or regional body and:

e are enrolled in a CPA Professional Education Program (CPA PEP), either
through the profession’s CPA PEP or through an accredited graduate level
program offered by a post-secondary institution; or

¢ have completed the CPA PEP modules and have yet to successfully
complete the Common Final Examination (CFE), and/or their practical
experience requirements.

Note that the terms “candidate” or “student” may be used by provincial/
regional bodies, depending on provincial/regional regulation. See CPA student.
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CPA certification program:

All elements of the CPA program required for certification, including academic
prerequisites, the CPA Professional Education Program, the Common Final
Examination, and qualifying practical experience.

CPA Competency Map:

The CPA publication that profiles the competencies required of a CPA on

the path to, and upon, certification. The competency statements and defined
proficiency levels for practical experience are modified from those in the CPA
Competency Map. These adjustments were made to reflect what CPA students/
candidates are expected to demonstrate through practical experience.

CPA experience verification:

The CPA practical experience model in which commences when CPA students/
candidates are employed in any position that allows them to gain experience in
at least one sub-competency area at least Level 1 proficiency. The experience is
approved by a provincial/regional body as the experience is gained.

CPA pre-approved program:

Programs offered by employers that allow CPA students/candidates to satisfy
all of the practical experience requirements within the required minimum
term of practical experience. Pre-approved programs are monitored by the
profession to ensure the approved training program is being followed.

CPA review

For purposes of practical experience, CPA review includes CPA students/
candidates performing self-assessments of the level of proficiency developed
for each competency area, and a provincial/regional body assessing the
experience of CPA students/candidates. The CPA review is called “Assessment”
in the CPA PER. See also Reporting, Competency area and Proficiency level.

CPA student:

Individuals registered with a provincial/regional body and working towards
prerequisites for admission to CPA PEP — either in CPA preparatory courses or
in recognized courses and programs offered by post-secondary institutions.

Note that the term “student” may be used by provincial/regional bodies to refer
to CPA candidates, depending on provincial/regional regulation.

See CPA candidate.
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Depth:

The requirement for CPA students/candidates to gain proficiency in all
technical competency sub-areas relating to one competency area, with at
least two competency sub-areas being at Level 2 proficiency. The remaining
competency sub-areas need to be at least at Level 1 proficiency. See also
Breadth, Core, Competency sub-area and competency statements.

Enabling competencies:

The essential skills for ethical behaviour, decision making, problem-solving,
communication, and leadership required of a professional accountant. See
also Competency area, the CPA Competency Map, and Technical competencies.

Foundational level:
An employment position in which the majority of technical proficiency is at
Level O, with only one competency sub-area at Level 1 proficiency.

Mentor:

A CPA, or another individual otherwise approved by a provincial/regional body
under the requirements contained in the CPA PER, who provides guidance

to CPA students/candidates on competency development, and who models
and facilitates the understanding of the CPA profession’s values, ethics and
attitudes.

Practical experience reporting tool (PERT):

The online tool for CPA students/candidates to report their practical
experience. PERT is used in all provinces/regions, with the exception of
Quebec.

Pre-approved program leader:

The senior CPA responsible for an office’s preapproved program(s). This
individual is sufficiently senior to adjust the duties of CPA students/ candidates
to provide opportunities to obtain the technical and enabling competencies
required of the training program. See also CPA pre-approved program, Mentor
and Supervisor

Proficiency level:

At the point of certification, CPA students/candidates are expected to
demonstrate competence (a combination of attitude, skill, and knowledge) at
defined levels of proficiency. Three distinct and progressively higher levels of
proficiency are described, reflecting the increase in the ability of CPA students/
candidates throughout the program. Complexity, circumstance, and autonomy
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are considered in determining proficiency levels. Generally, as complexity
increases and/or routine work decreases and/or autonomy increases, the
proficiency level increases.

There are three levels of proficiency:
1. Level O — Experience that is at an administrative or clerical level.

2. Level 1 — Experience that is at the professional level but lower than that
expected of a newly certified CPA. This can include experience with tasks
that are routine in nature, of a low level of complexity, and/or are executed
with little autonomy.

3. Level 2 — The experience level expected of a newly certified CPA. See also
Autonomy, Circumstance, and Complexity.

Provincial/regional body:
A professional accounting body that is a member of CPA Canada.

Reporting:

CPA students/candidates are required to capture all practical experience in
experience reports. The reports contain factual information such as the type of
experience being obtained (through experience verification or through a pre-
approved program) and duration, as well as an assessment of the experience.

Secondment:
Qualifying experience obtained outside of the pre-approved program that does
not require CPA students/candidates to switch to experience-verification.

Self-employed:
Individuals who work under contract or in a consultative capacity for someone
other than themselves are not considered to be self-employed.

Supervisor:

The person to whom CPA students/candidates report. In experience verification,
the supervisor verifies that the experiences of CPA students/candidates are
appropriately reflected in experience reports. In pre-approved programs the
supervisor assigns work according to the program. Ideally, the supervisor is
also a professional accountant. See also Mentor.
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Technical competencies:
The abilities expected of professional accountants and performed by professional
accountants in many roles in public practice, industry, and the public sector.

For purposes of practical experience, the required technical competencies have
depth, breadth and core proficiency standards. See also Competency area, CPA
Competency Map, Depth, Breadth, Core and Enabling competencies.
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Appendix

Below are definitions of the fields and terms you will see throughout PERT. For
the purposes of this appendix, we will refer to both candidates and students as
‘future CPAS’

Future CPA’s Home

The future CPA’s Home page displays any upcoming or outstanding action
items and an overview of what requirements have been reported.

This page is visible to the future CPA as well as any supporter (program
manager, program leader and/or mentor) who is connected to them.

The future CPA’'s Home page will display the following:

Reporting Status Indicates the future CPA’s current status in fulfilling the practical

experience requirements.

¢ Pre-assessment Required: Current employment has not yet been
approved for reporting.

¢ Pending Enrolment: Currently awaiting employment confirma-
tion from their program manager.

¢ In Progress: Qualifying employment has been approved. Experi-
ence reporting can begin if a mentor’'s name has been included
in the profile.

¢ Unemployed: Currently unemployed or not employed in a quali-
fying role.

¢ PER Standard Met: Future CPA has met all the practical experi-
ence requirements.

PER Start Date The date set once the future CPA is approved for reporting and have
added their mentor. Once this date is set, reporting can begin.

Experience Route This is the “route” the future CPA is reporting experience through.

¢ Pre-Approved Program Route (PPR): Working within a pre-
approved program where the employer ensures exposure to all
the required experience.

¢ Experience Verification Route (EVR): Not employed in a pre-
approved program, this self-directed, flexible route has more
touchpoints.

¢ Unemployed: Unemployed, or not employed in a qualifying role.

Mentor The CPA who is supporting the future CPA throughout their practi-
cal experience.

A mentor is required before the future CPA can get a PER Start
date.
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Next CPA Review

Either displays a specific date or “Upon Completion”.

¢ Date displays the next scheduled date experience reports are
required to be sent to the provincial/regional CPA body for CPA
Review.

* Upon Completion means a CPA Review is only required when
Core/Breadth/Depth, Enabling and Duration are all reported as
“Met”.

A CPA Review is also required if the future CPA changes jobs.

Next Experience
Report Date

The date displayed triggers a notification reminder for the future
CPA to document their experience.

Once they have completed their first report, they will be prompted
to enter a preferred date for their next reminder.

Note: future CPAs are required to report experience semi-annually.

Action Item

Displays any upcoming or outstanding items that a future CPA is
required to complete as part of the practical experience reporting
process.

Penalties may apply if items are not completed.

Total Eligible Duration

This is a calculation of all qualifying duration reported and eligible
to be recognized.

Competency
Requirements

This is a display of each competency (Technical - Core, Depth and
Breadth, and Enabling) and whether it has been reported as “met”
or “not met”.
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Program Manager or Program Leader Home
This page will display any pending items.

This page is only visible to program managers and program leaders and only
displays the section for the role you have.

The program manager and program leader Home page will display the following:

Program Leader

Displays in the menu if you are a program leader.

¢ Complete My Declarations: Displays future CPAs who have
requested a CPA Review and requires you to complete your
declaration.

¢ Export Program Reports: Access reports of the future CPAs
within your program:
— Students/candidates in your pre-approved program
— Students/candidates not in compliance

Program Leader
Declaration(s)

Displays if you are a program leader and one of the future CPAs

in the program has requested a CPA Review and requires you to

complete your declaration.

¢ Name: Displays the name of the future CPA.

¢ Program: Displays the program the future CPA is enrolled in.

* Provincial/Regional Body: Displays the provincial/regional
CPA body the future CPA is registered with.

Program Manager

Displays in the menu if you are a program managetr.

* Manage My Programs: Here you can view all future CPAs
enrolled in your program.

e Complete My Verifications: Displays future CPAs who have
requested a CPA Review and requires you to complete your
verification before it is forwarded on to the program leader.

e Export Program Reports: Access reports of the future CPAs
within your program:

— Students/candidates in your pre- approved program
— Students/candidates not in compliance
— Pending Program Leader Declarations

Employment
Confirmation(s)

Displays if you are a program manager and a future CPA has indi-

cated that they are employed in your program, but you have not yet

confirmed it.

* Name: Displays the name of the future CPA.

e Start Date: Displays the date the future CPA indicated as their
start date of the program.

¢ Mentor: displays the name of the mentor the future CPA indi-
cated in their profile.

» Provincial/Regional Body: Displays the provincial/regional CPA
body the future CPA is registered with.

Pending Verification(s)

Displays if you are a program manager and one of the future CPAs

within the program has requested a CPA Review which requires

the program manager verification before it is forwarded on to the

program leader.

* Name: Displays the name of the future CPA.

e Program: Displays the program the future CPA is enrolled in.

» Provincial/Regional Body: Displays the provincial/regional CPA
body the future CPA is registered with.
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Experience reports
The future CPA’s Experience Reports page displays a list of all experience
reports.

These experience reports are how a future CPA documents their development
toward the required practical experience competencies. The provincial/regional
CPA body will review these reports and determine whether the practical expe-
rience requirements have been met.

This page is visible to the future CPA as well as any supporter (program man-
ager, program leader and/or mentor) who is connected to them.

The Experience Reports page will display the following:

Report Details Indicates the current status of the experience report.

¢ New: Future CPA has created the report but has not completed it.

* Follow-up: Indicates that an update/correction needs to be made.

¢ Verification Requested: The report has been sent to the supervisor
to verify the factual accuracy of the experience reported. *Only
relevant for secondment or experience verification type report(s)

¢ Admin Assess: An exception has occurred. The PERT
administrator will assess it to determine what is needed.

¢ Verified: The report has been completed and is ready to be sent
for CPA Review if due.

e Reviewed: The CPA reviewer has reviewed this report. It cannot
be edited any further.

Report Type Indicates what type of experience is being reported:

e Current Experience: Experience obtained after the PER Start
Date.

e Prior EV: Experience obtained before the PER Start Date gained
in the Experience Verification Route.

* Prior PPR: Experience obtained before the PER Start Date
gained in the pre-approved program route.

e Catch up: An exception report should be used only if instructed
to by the provincial/regional CPA body.

Report Period This indicates the time period this report covers. Experience
reported in this report should have been obtained during this report
period.

The report period calculates towards the duration requirement.

Employer Displays the employer of the future CPA from the report period.
Position Displays the position (job title) of the future CPA from the report
period.

View Click on this button to view the experience reported.
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Inside an Experience report

On the Experience Reports page, clicking to view an experience report will
open to the Report Details. You will see there are five sections to an experience
report on the progress bar.

These sections are all visible to the future CPA as well as any supporter (pro-
gram manager, program leader and/or mentor) who is connected to them.

The sections contain the following:

Report Details Contains the overall details of the experience report (for example,
the employment information and supervisor information).

All PERT users can print any experience report. Using this function
will display all sections of the report on one page.

Technical Contains a list of each technical competency.

Competencies ¢ Competency Area: Clicking on each competency area or the +
will direct you to the sub-competency details for that compe-
tency area.

¢ Your Sub-Competencies: Indicates which sub-competencies
have been reported and/or verified (if required).

Clicking on the competency area is how the future CPA reports
their experience within each sub-competency. Supporters can also
click into each competency area or the + and view the reported
experience.

Note: the (?) contains more information about the terms and guiding
questions to help the future CPA know which technical competency
to report against in relation to their job.

Enabling Competencies | Contains a list of each enabling competency.

¢ Enabling competency: Clicking on each question or the + will
direct you to the details for that question.

¢ Answered: Indicates which questions have been answered.

* Self-assessed proficiency: displays the self-assessed proficiency
if the future CPA has entered one.

¢ CPA reviewed proficiency: displays the CPA reviewed pro-
ficiency if the report has been reviewed. The CPA reviewed
proficiency overrides the self-assessed proficiency.

Summary Questions are also required if any enabling competency

guestion has been answered.

¢ Summary question: Clicking on each question or the + will direct
you to the details for that question.

* Answered: Indicates which questions have been answered.

Clicking on each question is how the future CPA answers them.
Supporters can also click into each question or the + and view the
reported experience.

Note: the (?) contains supporting information to help the future CPA
answer the enabling competency questions

Notes Here you can view any Notes that have been entered.

Attachments Here you can view any attachments on this report.




38

PERT Guide for Program Managers and Program Leaders

Consolidated Summary

The future CPA’s Consolidated Summary page displays a list of all experience
reports. Here you can consolidate all experience reports to see a full summary
of what has been reported.

This page is visible to the future CPA as well as any supporter (program man-
ager, program leader and/or mentor) who is connected to them.

Select the specific experience reports or select all and click VIEW SUMMARY.

The future CPA’s Consolidated Summary page will display the following:

Duration Requirement

This section provides an overview of leave, any duration penalties,
and duration required adjusted for the leave allowance and penalty.

Competency
Assessment

This section matches the competencies the future CPA reported
against the practical experience requirements of core, breadth,
depth and enabling.

Enabling Competencies

To view more details of the enabling competencies, reported click
on the +.

Technical
Competencies

To view more details of the technical competencies reported, click
on the +.

Mentor Meetings
The future CPA’s Mentor Meetings page displays a list of all mentor meetings.
This is how future CPAs and mentors document their required meetings.

This page is visible to the future CPA as well as any supporter (program man-
ager, program leader and/or mentor) who is connected to them.

The Mentor Meetings page will display the following:

Status

Indicates the current status of the mentor meeting:

¢ Requested: indicates that a meeting has been requested, but not
yet completed. The mentor is responsible for completing this.

¢ Completed: indicates that this meeting has been completed. No
edits can be made.

¢ Cancelled: indicates that this meeting has been cancelled. No
edits can be made.

Meeting date

Indicates the date this meeting took place. The mentor will enter a
date when completing the meeting. It may be blank if the meeting
took place before 2019

Mentor

This indicates the mentor who completed this meeting.

View

Click on this button to view the details of the meeting and and/or
complete it if necessary.




Appendix

Mentor Meeting Details
On the Mentor Meetings page, clicking to view a mentor meeting will open it
and display the details.

Mentor meeting details are visible to the future CPA as well as any supporter
(program manager, program leader and/or mentor) who is connected to them.

The Mentor Meetings page will display the following:

Mentor This indicates the mentor who completed this meeting.

Meeting Status Indicates the current status of the mentor meeting:

¢ Requested: indicates that a meeting has been requested, but not
yet completed. The mentor is responsible for completing this.

¢ Completed: indicates that this meeting has been completed. No
edits can be made.

¢ Cancelled: indicates that this meeting has been cancelled. No
edits can be made.

Meeting Date Indicates the date this meeting took place. The mentor will enter a
date when completing the meeting. It may be blank if the meeting
took place before 2019.

Meeting Statements These statements along with the comments,provide a quick over-
view of what was discussed in the meeting and whether the future
CPA is on track with their reporting.

Comments These comments along with the meeting statements, provide a
quick overview of what was discussed in the meeting and whether
the future CPA is on track with their reporting.

CANCEL (BUTTON) If the meeting is in a Requested status, the future CPA and mentor
can cancel it to indicate the meeting never took place.
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CPA Reviews

The future CPA’'s CPA Reviews page displays a list of all CPA Reviews.

Future CPAs request a CPA Review of their experience report(s) to get their
experience recognized by their provincial/regional CPA body.

During a CPA Review, the self-assessed proficiency and details within each
experience report will be assessed to determine whether they have been
reported accurately and/or the practical experience requirements have been met.

This page is visible to the future CPA as well as any supporter (program man-
ager, program leader and/or mentor) who is connected to them.

The CPA Reviews page will display the following:

Requested This indicates the date the future CPA originally requested the CPA
Review.
Completed This indicates the date the CPA Review was completed.

If it has not yet been completed, this will be blank.

Status Indicates the current status of the CPA Review:

¢ Data Check: The CPA Review requires program manager
verification..

* Certification Requested: The CPA Review requires program
leader certification.

¢ Assessment Requested: The CPA Review is with the provin-
cial/ regional CPA body but has yet to be assigned to a CPA
Reviewer.

¢ Required: The CPA Review has been assigned to a CPA reviewer.

¢ Follow-up: The CPA reviewer has requested additional informa-
tion before they can complete the CPA Review. Once changes
have been made, the CPA Review needs to be re-submitted.

¢ Completed: The CPA Review is complete.

e Cancelled: The CPA Review has been cancelled.

View Click on this button to view the details of the CPA Review.

Here a future CPA can view any comments provided and program
managers/program leaders can verify/certify the CPA Review.
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CPA Review Details

On the CPA Reviews page, clicking to view a CPA Review will open it and
display the details.

CPA Review details are visible to the future CPA as well as any supporter (pro-
gram manager, program leader and/or mentor) who is connected to them.

The CPA Review will display the following:

Type There are two types of CPA Reviews:

¢ Pre-assessment: This is used when a future CPA in EVR needs to
have their employment assessed and determined that they are in
a qualifying role.
(PPRs do not require a pre-assessment).

¢ Assessment: Any other time a future CPA requests a CPA
Review, this is to have their experience assessed.

Review Reason There are five reasons why a future CPA would need a CPA Review:

¢ 12-Month Assessment: A requirement for EVR only. After 12
months of experience, the CPA Reviewer will check the future
CPA’s experience and identify whether they are on-track.

¢ Change of Job Assessment: Required for any future CPA
changing jobs while reporting practical experience.

¢ Completion Assessment: This should only be used if all the PER
requirements have been met.

¢ Student Requested: Optional. At any time, future CPAs can
request a CPA Review to check whether they are on-track
(additional details are required to identify why the future CPA is
requesting the CPA Review).

¢ Profession Requested: The CPA reviewer will have specifically
requested for the future CPA to use this reason.

Status Indicates the current status of the CPA Review:

e Data Check: The CPA Review requires program manager
verification.

¢ Certification Requested: The CPA Review requires program
leader certification.

* Assessment Requested: The CPA Review is with the provincial/
regional CPA body but has yet to be assigned to a CPA
Reviewer.

¢ Required: The CPA Review has been assigned to a CPA
Reviewer.

¢ Follow-up: The CPA reviewer has requested additional
information before they can complete the CPA Review. Once
changes have been made, the CPA Review needs to be
re-submitted.

e Completed: The CPA Review is complete.

¢ Cancelled: The CPA Review has been cancelled.

Date Created This indicates the date the future CPA originally requested the CPA
Review.

Program Manager This displays any comments provided by the program manager

Comments provided during their verification.

This will be blank if program manager verification is not required.
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Program Leader
Comments

This displays any comments provided by the program leader
provided during their certification.

This will be blank if program manager leader is not required

CPA Review Comments

This displays any comments the CPA reviewer provided.

This will be blank if the CPA Review has not been completed.

CPA Administrators
Only

This section is for administrative purposes and only displays for

future CPAs in PPR. Future CPAs in EVR will not see this section.

+ Date/Leave Declaration: Displays whether the program leader
has agreed or disagreed to the Date/Leave Declaration.

¢ Mentor Meeting Declaration: Displays whether the program
leader has agreed or disagreed to the Mentor Meeting
Declaration.

¢ Mentor Review Declaration Other Comments: Displays
comments on why program leader disagreed to the Mentor
Meeting Declaration.

¢ Charge Hours Declaration: Displays whether the program leader
has agreed or disagreed to the chargeable hours.

¢ All 30-Month Declaration: Displays whether the program leader
has agreed or disagreed to the All 30-Month Declaration.

¢ Not all 30-Month Declaration: Displays whether the program
leader has agreed or disagreed to the Not all 30-Month
Declaration.

« Departed Declaration: Displays whether the program leader has
agreed or disagreed to the Departed Declaration.

¢ Certified by: Displays the name of the program leader who
completed the certification.
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