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

Step 1
Sign in to your CMRAO account:

0 Enter your email address.
e Enter your password.

G Click “Login”.

Step 2

From the landing page:

@ ciick “Reported CPE Activities”.

Step 3
@ ciick “Add Activity”.
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Select Add Activity to add an activity to the table below.

There are no records to display.
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Step 4

Locate the CPE learning activity:

G Click the search icon Q to display
all eligible CPE learning activities.

In the pop-up window:

e In the pop-up window, click the box
on the left-hand side of the learning activity.

0 Click “Select”.

Or search for your CPE learning activity.

o In the pop-up window, type in a key word of
your CPE learning activity (for example “fire”)
in the search textbox.

Click the box on the left-hand side of the
learning activity.

G Click “Select”.
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Step 5

If applicable, select the date you completed

the CPE learning activity:
G Click the Ecalendar icon.

Select the date you completed
the learning activity.

Step 6

If applicable, attach proof of completion:

Click “Choose file” to upload proof
of completion.

Q Click “Submit”.

Step 7
The system will display:

G The completed CPE learning activity.

Q Applicable CPE credits.

Step 8
Credits Calculation

Q After adding your CPE learning activity,
refresh your browser to update the
credits calculation.

Step 9

How to delete a CPE learning activity
e Click the [ @ ] icon next to the activity.
@ Click ‘Delete”.
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