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1	 Introduction

Qualifying Practical Experience
In addition to formal education and successful completion of the Common 
Final Examination, the new CPA certification program requires future CPAs 
to complete a term of relevant practical experience. The minimum required 
term is 30 months (24 months in Quebec) of paid employment during which 
future CPAs demonstrate that they have gained the professional knowledge, 
skills, values, ethics and attitudes required for entry to the CPA profession. 
This minimum employment period includes allowances for time off (such as 
vacation, illness, and study leave). 

Future CPAs are required to use PERT to update their experience reports at 
least semi-annually. These reports are assessed by your provincial/regional 
bodies. For more information, see the CPA Practical Experience Reporting 
Requirements factsheet.

Welcome to PERT
Future CPAs are expected to document their development of technical and 
enabling competencies for it to be assessed and recognized by the profession.

Your experience must be documented within the CPA Practical Experience 
Reporting Tool (PERT) and this guide outlines how to create your PERT profile 
after logging into PERT for the first time.

You will only be able to create a profile after successfully completing the 
mandatory CPA Practical Experience Orientation webinar in Brightspace (D2L), 
the profession’s online learning platform.

Practical Experience Orientation Webinar
Future CPAs are required to complete and achieve a passing score of 60% 
on the practical experience orientation webinar in D2L BEFORE they can 
gain access to PERT. Once a student has achieved a 60%, they must wait one 
business day to access PERT. 

Note: You will not receive notification once you are granted access to PERT 
simply wait one business day then log into PERT. 

http://unification.cpacanada.ca/wp-content/uploads/2014/04/Future-CPAs-CPA-PE-Reporting-Requirements.pdf
http://unification.cpacanada.ca/wp-content/uploads/2014/04/Future-CPAs-CPA-PE-Reporting-Requirements.pdf
https://www.cpacanada.ca/~/media/site/become-a-cpa/docs/future cpas - cpa pe reporting requirements.pdf?la=en
https://www.cpacanada.ca/~/media/site/become-a-cpa/docs/future cpas - cpa pe reporting requirements.pdf?la=en
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2	Create PERT Profile

To log onto PERT for the first time, follow these steps.

1.	 Use your CPA secure logon ID. Your email address must be the same as the 
one used to log onto the CPA secure portal.

2.	 Click OK. The Create Profile screen appears. 

The information in the General section is populated by data stored in your 
provincial/regional body contact file. Review all fields in this section for 
accuracy. If you find any discrepancies, contact your provincial body 
immediately.	
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Select Experience Route 
The process to create your PERT profile is different depending on which 
experience route “Experience Verification” or “Pre-Approved Program” you 
are taking.

Experience Verification
This flexible route allows future CPAs to demonstrate competence and have 
relevant experience recognized, as it is gained, at an employer of choice. 
Future CPAs complete detailed experience reports in PERT that are assessed 
by the profession at key milestones. Supervisors review and attest to the 
accuracy of experience reports

Pre-Approved Program 
Employers offering these types of programs have had them approved by the 
provincial professional body in advance. These programs have been designed 
to provide future CPAs all the required experience within 30 months.

For more information on the two CPA Practical experience routes, please visit 
the CPA Canada website.

If you are working in a pre-approved program, please refer to the PERT User 
Guide — CPA Students/Candidates Working in the Pre-approved Program 
Route (PPR). 

Unemployed
If you are registered with the profession, whether or not you have a mentor, 
setting up a PERT Profile is a very important step. For this reason, you may 
set up your profile as an “unemployed” student/candidate. “Unemployed” 
can be a temporary profile state for intermittent or temporary periods of 
unemployment. This state may be changed when you have employment at 
which time you will be employed either the experience verification or pre-
approved program route. Co-op students who return to school are considered 
unemployed while in school. CPA students are required to report changes in 
their employment within 90 days as per Section 6.3 Changes in Employment of 
CPA Harmonized Practical Experience Policies.

Note: If you move into a status of Unemployed from being actively employed in 
either a pre-approved training position or an experience verification employment 
position, recognition of employment duration is put on hold during periods of 
unemployment, and your return to an employed state will necessitate a new 
confirmation of employment (PPR) or a new pre-assessment (EVR).

https://www.cpacanada.ca/en/become-a-cpa/cpa-designation-practical-experience-requirements-overview/cpa-practical-experience-overview-for-studentscandidates
https://www.cpacanada.ca/en/become-a-cpa/cpa-designation-practical-experience-requirements-overview/practical-experience-policies
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PERT Profile: Adding a CPA Mentor
You can create a profile and even have your employment position pre-assessed 
without entering your CPA mentor’s email address. However, your term of practi-
cal experience cannot be recognized until you have a CPA mentor in place. In 
other words, the “clock” (a student’s/candidates PER Effective Date) which mea-
sures the required duration does not start until you have a mentor. Additional 
information on finding a mentor is available through your Provincial Practical 
Experience Administrators. Future CPAs are encouraged to identify their mentor 
within 90 days to avoid delays in recognizing their practical experience. 

Troubleshooting — Mentor
If you receive an error after you enter your CPA mentor information, such as 
“Mentor email not found”, please contact your mentor to confirm that they 
have completed the application and you are entering the correct email address 
that your mentor used at time of registration.

•	 Read and “sign” the student declaration
•	 Click on “create” to save 
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3	Employment 
Verification Path

PER Pre-Assessment
Once you have completed your PERT profile, you will be directed to the Expe-
rience Reports page:

Take a few minutes here to familiarize yourself with your PERT file. Even at this 
stage, you will see a lot of system-provided important information such as the 
PER Status (see Appendix for PER Status definitions). If mentor is missing 
from your PERT profile then your PER effective date cannot be set and you will 
not be able to accumulate practical experience until a CPA mentor is identified 
on your PERT profile.

PER Effective Date is critical in the calculation of the required duration as it is 
the starting date for experience recognition. 

A PERT pre-assessment is required for all future CPAs within the experience 
verification route before your period practical experience can be recognized. 
This pre-assessment is required in order for the provincial/regional body to 
assess whether your current position meets the entrance requirements 

If you are not ready to continue immediately, be sure to check your emails as 
the same instructions will be provided through email. 
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Welcome Email — for Experience Verification path
When you have successfully created your PERT Profile, you will also receive 
a “welcome email” with further instructions. These instructions mirror those 
presented in the PERT system.

 

PERT Profile: Creating a Pre-Assessment 
To prepare for the next step to prepare for the next step (pre-assessment), 
make sure you have access to the required documentation:
•	 Job description or Letter of Offer (on Letterhead) — should include  

confirmation of employment start date 

If you are ready to take the next step — Click “Create New Report”.

At this stage, you will create “new” experience report, and enter the required 
data about your organization and your specific position.

The Start Date is the date you started in the position you are submitting for 
pre-assessment. No duration is assessed during the pre-assessment stage, but 
the start date will help determine the PER Effective date. For this report only, 
your End Date can be entered as the same date as your start date.
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DO NOT include any Technical or Enabling Competencies in this report: Pre-
assessment is to determine relevancy of your position only, no assessment of 
competencies or duration is possible until your first recommended profession 
assessment. Entering any competency information in this report will delay 
the pre-assessment process as you will be required to remove it before the 
pre-assessment can be completed.
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Required documents 
Don’t forget to attach the required documentation prior to saving your file.

CPA students/candidates should then save and close their experience report to 
return to PERT landing page so they can request a Pre-Assessment. 
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Request a pre-assessment 
Go to Profession Assessment tab to request a Pre-Assessment

When you have declared 
the accuracy of your 

report you will be able to 
create this request

Note the status of your 
pre-assessment

Now you can request  
a pre-assessment {                 }
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4	PERT Profile: 
Pre-Assessment 
Complete, PER 
Status “In Progress” 

When your pre-assessment has been completed by the provincial/regional 
body, you will notice:

Pre-Assessment Complete — Email Notification

{                                                                }
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Updated PERT Profile

There is a lot of new information here  your PER — Status (see Appendix B for 
PER Status definitions) has changed, your review dates have been established, 
and you definitely need a mentor if you have not yet done so. Note the PER 
Effective date which will remain blank until a mentor has been identified. 

CPA students/candidates should review the reviewer’s comments, under the 
Profession Assessment tab. 

When your pre-assessment has been completed, it is important to make sure 
you have a mentor in place so you can begin to report your competency 
development and receive feedback from your mentor about your progress.

The profession recommends that you discuss the process with your Supervisor 
prior to creating the next experience report as all experience reports will need 
to be verified by your supervisor through PERT before you can request a 
mentor review. All experience reports must be a in a verified status to request 
a mentor review.

{                 }
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5	Next Steps

The results of your pre-assessment determine your profession assessment 
schedule. All students/candidates following the experience verifiaction route 
are required to submit an assessment at 12 months. Do not, however, wait a 
year to begin documenting your developing competencies through the experi-
ence reporting system. After your pre-assessment is complete, you will need to 
create a new report and update the information at minimum every six months. 
You also need to be meeting with your mentor at least twice per year to 
discuss your developing enabling competencies. See CPA Reporting Require-
ments fact sheet. Student/candidates are encouraged to use the QUICK Refer-
ence Guide for PERT Tasks that is stored directly in PERT along the left hand 
side of the PERT landing page.

https://www.cpacanada.ca/~/media/site/become-a-cpa/docs/future%20cpas%20-%20cpa%20pe%20reporting%20requirements.pdf?la=en
https://www.cpacanada.ca/~/media/site/become-a-cpa/docs/future%20cpas%20-%20cpa%20pe%20reporting%20requirements.pdf?la=en
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6	Best tips

1.	 Keep your email address current and always check for mail from the PERT 
system. Emails auto-generated by the system often have instructions for 
you to follow.

2.	 Remember, PERT is for reporting and assessment of your work experience. 
Explore the Consolidated Summary to track your own progress, however 
please keep in mind that final approval of your practical experience is based 
on the assessment of Reviewed experience reports only. 

3.	 Regularly access the information available at CPA Practical Experience Stu-
dent Resource Centre to become familiar with all stages of the process.





19

Appendix A: 
Experience Reports 
— Experience 
Verification 
— summary

Event Experience Report Submitted Primary Purpose

Immediately or with 90 days 
of enrolling in the program

New report — Request 
Pre-Assessment) 

Assessed by provincial/
regional body

12 months after your PER 
Effective date 

Complete experience report 
and submit to supervisor for 
Verification. Once report in 
Verified status, then request  
a profession assessment

Assessed by provincial/
regional body

Completion of experience Complete experience report 
and submit to supervisor for 
Verification. Once report in 
Verified status, then request  
a profession assessment

Assessed by provincial/
regional body

New job or new employer Complete experience report 
and submit to supervisor for 
Verification. Once reports in 
Verified status, then request 
a profession assessment for 
Change of Job Assessment

Assessed by provincial/
regional body

Other Optional; may be subject  
to a fee

Assessed by provincial/
regional body
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Appendix B:  
PER Status Defined

Pending Enrolment — A future CPA that has updated their PERT profile to 
indicate experience path of pre-approved program. Student/candidate is await-
ing employment confirmation.

Pre-Assessment Required — A future CPA that has updated their PERT profile 
to indicate experience path of Experience Verification. Student/candidate must 
submit pre-assessment to have role assessed by profession

In Progress — Once employment is confirmed or job description is approved, 
then student is now in progress and able to accumulate practical experience.  
A student/candidate’s time will only begin once their PER Effective date has 
been set.

Unemployed — A future CPA who is no longer employed and does not have a 
current role in progress.

PER Standard Met — A future CPA who has met all the CPA practical 
experience requirements.
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Appendix C:  
PER Process  
Flow Chart

*	In the pre-approved program route (PPR), your employer will match you with a CPA mentor. In the experience 
verification route, you are required to secure your own CPA mentor. 

Register as a 
Student/Candidate

Complete the mandatory  
PER Orientation course  
and quiz through D2L

Obtain  
relevant  

employment

Secure  
  a Mentor *

Semi-annually or on change of employment, update 
experience report. Then select submit to set report to verified 

Semi-annually, when updated report is verified, request 
a Mentor Review Request to meet with Mentor

Practical Experience  
Requirements 

Student/Candidate  
Process FlowAwait email confirming 

employment in the  
pre-approved Program.

Create Initial  
Report in PERT

Create  
PERT Profile

IF in PPR, then IF in EVR, then

At 18 months, ensure you are enrolled in a PEP 
module. Otherwise, duration stops.

If employment changes, or, at 30 months of minimum duration (if Depth,  
Core and Breadth achieved), submit a Profession Assessment request. 

Apply for membership/certification

Semi-annually, when updated report is verified, request 
a Mentor Review Request to meet with Mentor

Mandatory: At 12 months, submit a Profession 
Assessment request to assess progression.

Semi-annually or on change of employment, 
update experience report. Then select 

submit for supervisor verification. 

Submit a  
Pre-assessment Request.

Create PERT Profile & first 
experience report if employed 

https://cpacanada.ca/~/media/Site/become-a-cpa/docs/practical-experience/CPA-PER-2015-EN.pdf?la=en
https://cpacanada.ca/~/media/Site/become-a-cpa/docs/practical-experience/CPA-PER-2015-EN.pdf?la=en
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Appendix D:  
CPA Practical 
Experience 
Requirements (PER) 
Effective Date 

FREQUENTLY ASKED QUESTIONS
What is the PER Effective Date?
The Practical Experience Requirements (PER) Effective date is the date that 
practical experience will begin to accumulate towards your total practical 
experience duration. 

Why is the PER Effective Date significant to CPA students/candidates?
Any experience accumulated after the PER Effective date is considered CURRENT 
experience and is reported through current experience reports. Any experience 
accumulated prior to the PER effective date is considered prior experience and is 
reported in either a prior pre-approved program (Prior PPR)   or a prior experience 
verification (Prior EV) experience report within PERT. All CPA students/candidates 
are eligible to claim up to 12 months of prior experience that they have accumulated 
in the last 5.5 years  that they have accumulated prior PER effective date.

How is the PER Effective Date calculated?
The PER Effective Date is calculated based on the later of your job start date  
or your CPA registration date (if within the last 90 days), and whether there you 
identified your CPA mentor in your PERT profile at the time your employment 
was confirmed. You may have your PER Effective Date calculated up to 90 days 
prior based on whether your job start date or CPA registration date occurred 
within the last 90 days, and if and only if you identified your CPA mentor in 
your PERT profile at the time your employment is confirmed. This is why it is 
important that you identify your CPA mentor as early as possible and before 
employment is confirmed.  
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How is employment confirmed?
If you are in the Experience Verification route (EVR), employment is confirmed 
via PERT when your provincial/regional body reviews and approves the role 
submitted via a pre-assessment. If you are in a pre-approved program route 
(PPR), employment is confirmed when your Program Manager confirms your 
employment in PERT. 

If I am a PPR student/candidate, how does my Program Manager know when 
to confirm employment?
When you update your PERT profile to indicate employment at a specific 
organization, location, and program, an automatic notification requesting 
confirmation of your employment is sent to your program manager. It is 
imperative that you create an experience report once you start employment 
in order to capture your job start date, otherwise employment cannot 
be confirmed. Additionally, you will need to identify your CPA mentor in 
your PERT profile as this is required for your program manager to confirm 
employment.

Once the PER Effective date is set, does it change?
No, once set, the PER Effective Date will remain in your PERT profile until you 
qualify for CPA membership or deregisters. 

For assistance, please send inquiries to your respective provincial/regional body.
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Toronto, ON Canada M5V 3H2 
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