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Instructions for Completing Annual CPD Audit on My Portal  

 

1. Log in to My Portal with your CPA Ontario ID and password. Please use Google Chrome to access the 

portal. 

 

 

 

 

 

 

 

 

 

 

 

http://myportal.cpaontario.ca/
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2. Select Obligations and Requests and click VIEW ALL under AUDITS.  
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3. Click VIEW on the CPD ANNUAL COMPLIANCE AUDIT (2023) tile. 
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4. Review the instructions and attestation, check the attestation box and click NEXT to proceed.  
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5. Save each course individually as a new audit log by clicking SAVE NEW LOG after each entry.   
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Note:  

• To enter a new CPD course, click SAVE NEW LOG and a new blank audit log will appear for you  

to fill in 

• If all necessary information is not submitted, you will receive an error message. Please ensure you 

are prepared to provide all necessary information to complete the audit.  

 

• Ensure the dates selected are for the correct year or you will receive an error message  
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• The below dropdown menu will appear under “Method”. All items surrounded in green on the below 

list are “verifiable methods”, and all not in green are “unverifiable methods”.  
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6. Once a course has been entered and you have clicked SAVE NEW LOG you will still be able to edit the 

information for each individual course by clicking EDIT. 
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Acceptable Entry 

 

 

 

Invalid Entry 
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7. Once you have finished entering all of your CPD hours, review the declaration section, check the 

DECLARATION box and click SUBMIT.  

 

 

 

 

IMPORTANT NOTE: After selecting SUBMIT, you will not be able to make changes so please carefully 

review before submitting.  
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8. After clicking SUBMIT you will see a confirmation screen.    
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9. You can click on BACK TO PORTAL to return to the Obligations and Requests page. 

Click on VIEW ALL to see that your status has now been updated to Submitted.  

 

    

 

 


