How to Enter a Completed CPE CONTINUING
Learning Activity into the Portal: EDUCATION

Step 1
Sign in to your CMRAO account:

A Enter your email address.
B Enter your password.
C ) Click “Sign in”.

Step 2
From the landing page:
D) Click “Reported CPE Activities”.

Step 3
E ) Click the “Add Activity”.

Step 4

Locate the CPE learning activity:

F ) Click the search iconQ to display
all eligible CPE learning activities.

In the pop-up window:

G In the pop-up window, click the box

on the left-hand side of the learning activity.

H) Click “Select”.
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v Activity Name 4 Provider Credits Categories
G Annual Condo Law Update ABC Law Firm 30 Legal and Ethics
D Snow Removal Best Practices  Best Landscaping 2.0 Building
and Snow Removal Operations and
Information
[] Updatesin HVAC XYZ HVAC 8.0 Physical Building
Systems
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(# Create
CPE*
Step 5 ‘ Annual Condo Law Update x Q
Select the date you completed the Date Completed * I
CPE Iearning activity: ‘ 27/06/2023 ‘E

Licensing Year * < June 2023 >

i
| ) Click the B& calendar icon.
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Step 6 CPE*
Select the Licensing Year: | Anmual Condo Law Update x Q
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K) Click the search icon Q next to Licensing Year. B =
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L) Click the box next to the applicable s
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Choose one record and click Select to continue
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Step 7
‘AnnualCondoLawUpdate x Q
Attach proof of completion:
Date Completed *
N ) Click “Choose file” to upload proof | 2710872023 &
Of Complet|0n " Licensing Year *
0) Click “Submit”. B *[a
Attach a File

N sl | Choose file | No file chosen
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Step 8

The system will display:

Credits  Date Licensing
P The Completed CPE |ea|’n|ng aCtIVIty CPE4 Licence Type  Categories (CPE) (CPE) Completed Year
Annual Condo Law  General Legal and Ethics 30 27/06/2023 2023-24 El

Q) Applicable CPE credits. Update Licence
PP (P Q
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How to delete a CPE learning activity:

S) Click the [®]icon next to the activity. ea R i e emne

Licence Type

The system will ask you if you are sure you ngzia)ndo Law E(EZEZI Legal and Ethics 30 27/06/2023  2023-24 S
want to delete the record. If yes:

T) Click “Delete”.
To see how many credits you have accumulated for a licensing year, select the applicable year from the drop-down
If you have made a mistake and do not want menu below and then select Calculate.
to delete the learning activity:
U) Click “Cancel”. fiy Delete X
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Are you sure you want to delete this record?



