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1	 Introduction  
to PERT

The CPA Practical Experience Reporting Tool (PERT) helps future CPAs 
document the development of their technical and enabling competencies in 
order for them to be assessed and recognized by the profession.

The PERT User Guide outlines how to use the PERT, and provides further 
guidance on how Pre-approved Program Leaders (PPL) can view future CPAs’ 
experience reports in order to prepare for meetings, and to document these 
meetings in PERT.

Pre-approved Program Leader Role
Each Pre-approved Program is the responsibility of a designated PPL, who 
must be a CPA in good standing with a provincial/regional body.

The PPL is accountable to the provincial/regional body for ensuring future 
CPAs gain experience through the organization’s pre-approved program(s).

PPLs are also responsible for liaising with the designated CPA mentors to 
confirm the following future CPA activities have occurred:
•	 Future CPAs have discussed their progress with their CPA mentors at least 

semi-annually
•	 Future CPAs are meeting the progression expectations of the CPA Pre- 

Approved Program.

Furthermore, the PPL must provide the provincial/regional body with a 
certification signoff for all future CPAs who complete their experience 
requirement or who depart the pre-approved program during their training 
period.
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2 PERT Logon

Create Your Password
To create your password for the first time, follow these steps.

1.	 From the confirmation email, click the link to log on to the PERT. The Create 
Your Password screen appears.

2.	 Enter and confirm your new password. 

Note: Passwords are required to be a minimum of six characters in length, 
and must have at least one letter and at least one number.

3.	 Click Create Password. If you are successful in creating your password, you 
will be prompted to sign-in to PERT.
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Sign in

1.	 To sign in, enter your Email Address and Password. 

2.	 Click Sign In to access the PERT.

Note: The URL to log in as a PPL, is https://pert.cpa-services.org/
DevelopmentLeader/Logon.

Reset Password
If you need to reset your password, follow these steps.

1.	 From the Pre-approved Program Leader Sign-In screen, click Do not know 
your password. The Reset Password screen appears.
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2.	 Enter the email address you provided at the time of registration for your 
CPA pre-approved program.

3.	 Click Send. The Reset Password screen displays confirming that an email 
has been sent for you to reset your password.

4.	 Close this screen and check your email for the password reset message.

5.	 Within the email message, click the link to reset your password.
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3	Candidate Details

As a PERT Pre-approved Program Leader, you are able to view the details of 
the students/candidates in your pre-approved program(s) that have requested 
an assessment. Students/candidates request assessments when they are 
departing your program or are ready for certification.

You will NOT see a full roster of students/candidates in your program; only 
those who have requested an assessment.
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To view candidate detail, click the candidate’s name.

The details associated with the candidate’s PER Status, Next Professional 
Assessment, Mentor and Next Mentor Review are set by the profession and are 
displayed for your information only.

The Status information indicates the current status of the future CPAs 
Experience Report(s). All reports should be in a verified status when the 
student/candidate is requesting a profession assessment.

As a PPL,   you have access to any experience  reports from your pre-approved 
program. Catch up reports and those from other employers will not be 
accessible due to privacy and confidentiality concerns.

In the example above, the Employer field is blank and  Position is not active.
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In the following example, all Experience Reports are accessible since they are 
from the pre-approved program.
•	 To view employer details, click the name of the organization in the Employer 

column.
•	 To view details of the candidate’s position, click the title in the Position 

column.
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4 Experience Reports

As a Pre-approved Program Leader, you should review experience reports for 
completeness, accuracy and reasonability. Therefore, the following section 
is for information purposes only. It provides an overview of a future CPA’s 
experience report and the associated processes for review and assessment.

While you may not need this information on a day-to-day basis, it is a useful 
reference.

To view the details of an experience report, click the Report Details tab.

As a PPL, you will not be able to edit experience reports; however, you are 
able to view or print them.
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Status
The Status section displays read only information related to Experience Report 
Status, Status Change Date, Calculated Duration and Duration Recognized (if the 
report has been approved by a CPA Reviewer).
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Position
The Position section displays read only details associated with the position held 
by the candidate.
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Supervisor Verification
The Supervisor Verification section includes Supervisor details, as well as 
Supervisor Verification details, if the experience report was verified

The majority of pre-approved programs will not require Supervisor 
verification. 

Please contact your provincial representative if you would like to learn more 
about this feature and how it could work in your pre-approved program. 

https://www.cpacanada.ca/en/become-a-cpa/cpa-designation-practical-experience-requirements-overview/provincialregional-pert-contact-information 
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Technical Competencies
As a Pre-approved Program Leader, you are expected to attest to the factual 
accuracy of the technical competency development. Any fatal flaw concerns 
should be discussed with the CPA student/candidate’s CPA mentor. The CPA 
mentor may then choose to document any discrepancies that you raised in their 
Mentor Review section of PERT.

To view the future CPA’s self-assessment of  technical competency 
development during the reporting period, follow these steps.

1.	 Click the Technical Competencies tab.

2.	 Click any of the six technical competency areas.

The details of the reported technical competency are displayed, which 
includes the various competency sub-areas, a description of the job duties 
relevant to the sub-area, the future CPA’s assessment of the proficiency 
achieved.
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The Target Proficiency column displays the proficiency level that the future 
CPA aims to achieve by the end of the period of practical experience. The 
Proficiency Achieved displays the current level of proficiency in which the 
future CPA assesses themselves to have achieved.

Enabling Competencies
The enabling competency development is to be discussed and reviewed by the 
CPA student/candidate and their CPA mentor on a semi annual basis.

To view the future CPA’s self-assessment of enabling competency development 
during the reporting period, click the Enabling Competencies tab. The 
Reflective Questions screen appears.
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If you have specific concerns around the development of a competency area, 
you should discuss them with the CPA student/candidate’s CPA mentor. The 
CPA mentor may then choose to document any discrepancies that you raised 
in their Mentor Review section of PERT.

Reflective Questions
The future CPA is not required to answer all enabling competency questions, but 
only those that pertain to the competencies developed in the reporting period. 

Summary Questions
Future CPAs are required to answer both Summary questions, irrespective of 
how many enabling competencies they achieved during the period.

Question A is important in allowing future CPAs to set specific development 
targets between the meetings with their CPA mentors.
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Notes
The Notes tab contains all the status changes of the experience reports, as well 
as any notes entered by CPA reviewers and/or CPA mentors. It is important as 
a program leader to review the contents of this area.

Attachments
Future CPAs are able to attach files, such as resumes or job descriptions, to 
their experience reports. To view the attached files, follow these steps. 

1.	 Click the Attachments tab. 

2.	 To review an attached file, click Choose File.
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5 Consolidated 
Summary

Pre-approved Program Leaders should use the information in the Consolidated 
Summary section to view the overall progress of a future CPA. This feature  
is particularly useful when a future CPA has multiple employment/experience 
reports.
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Select the experience reports to be included in the consolidated summary 
and click Assess. Only verified reports should be included. (It may take a 
few moments for the summary to appear.)
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Duration Requirement
The Duration Requirement section provides an overview of the number leave 
weeks reported by the future CPA, and the projected Duration Required 
adjusted for the leave weeks taken in excess of the 20 weeks allowance.  
A leave includes time away from work for such reasons as vacation, sickness, 
professional development, and/or study time.

In this example, the future CPA has taken 22 weeks of leave, and will be 
required to complete a duration of 30.5 months.
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Recognized Practical Experience
The Recognized Practical Experience section provides an overview of 
the recognized practical experience completed by the future CPA. It is 
separated by Prior Experience and Current Experience. Current experience is 
experience accumulated after a CPA student/candidate’s Practical Experience 
Requirement (PER) effective date. Prior experience is any experience 
accumulated prior to the PER effective date. A CPA student/candidate is 
eligible to claim up to 12 months of prior experience.

The summary indicates whether the future CPA has met the required duration.
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Competency Assessment
The Competency Assessment section indicates whether the future CPA has 
met the specified technical and enabling competency requirements.

In this scenario, the future CPA has met all of the technical and enabling 
competency requirements barring the Depth requirement.

Enabling Competencies
To view more information on the details of the enabling competencies within 
the consolidated summary, follow these steps. 

1.	 Click Enabling. The list of enabling competencies appear. 

2.	 For a detailed view, select an enabling competency. The detailed view 
appears and provides a summary of the future CPA’s responses, proficiency 
attained, duration and status.

Note: While the Position field contains active links, these only open to empty 
pages within PERT.
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Technical Competencies
To view more information on the details of the technical competencies within 
the consolidated summary, follow these steps.

1.	 Click Technical. The list of technical competencies and sub-competencies 
appear.



25Chapter 5 | Consolidated Summary

2.	 For a detailed view, select a technical sub-competency.

The detailed view of the technical competency appears, and provides a 
summary of future CPA responses, position duties, circumstance, complexity, 
autonomy, target proficiency, proficiency attained, duration, and status. Please 
review the proficiency achieved for overall reasonability given time spent in the  
role and work completed.

Note: While the Position filed contains active links, these only open to empty 
pages within PERT.
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6 Profession 
Assessments

Assessments
The Profession Assessments tab displays any professional assessments 
requested by the CPA student/candidate.

By clicking on the Status Date link you can find out further information about 
the profession assessment and the CPA reviewer comments.
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Assessment Detail
Keep in mind that CPA students/candidates will request an assessment when 
they are departing your program before completing the qualifying period or 
when they have completed the required duration.
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7 Certification 
Requested

When future CPAs believe they have completed all of the practical experience 
requirements or they are departing your pre-approved program, they can 
request a Certification Requested profession assessment. Unlike other profession 
assessments, the Pre-approved Program Leaders are required to confirm that 
the future CPAs have met all of the requirements. Although it is the Program 
Leader’s responsibility to declare whether the experience reports are accurate, 
including verifying time away from work and that the mentor review meetings 
have occurred, Program Leaders can use their discretion to delegate the 
verification of this task to their respective Program Managers.
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To view the candidate’s details, click the name of the candidate.

Information on how a Pre-approved Program Leader provides Certification that 
future CPAs have completed part, or all, of the Pre-approved Program, will be 
provided shortly.

Profession Assessment
To view details of the assessment, click the associated Status Date.
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To make your declaration to confirm that the candidate completed their 
duration, click Edit to enter details. The Edit Profession Assessment screen 
appears.
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General
The General section displays details of the Profession Assessment requested.
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Pre-approved Program Leader Declaration
As a Pre-approved Program Leader, you must confirm if all of the future CPA’s 
experience reports are accurate and has the minimum required CPA mentor reviews. 

To make the declaration, select Agree. Otherwise, select Disagree.
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Recommendations
As the Pre-approved Program Leader, you will agree with #2 if the student/
candidate has completed the entire qualifying period and is ready for 
certification.

If the student is departing from the pre-approved program prior to 
completion of the qualifying then select Agree for #3.

After making your selection, click Save.

The Profession Assessment is updated to include your edits.

To save your changes, click Save. The window can be closed.

Once the profession assessment declaration has been made, the assessment is 
submitted to the CPA provincial/regional body for review and approval. At this 
point, you are not required to conduct any additional tasks for this candidate.
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