
 
 
 

Guide to Submitting Your Continuing Professional Development Hours 
This guide provides an overview of the continuing professional development (CPD) submission process for 
registrants who have already added their CPD activities for the reporting period. If you have not added your 
CPD activities yet, please do so before starting the submission process. 

Preferred Browsers 
The preferred browsers for accessing your myAPEGA account are Google Chrome , Microsoft Edge , 
and Safari . Other internet browsers may not be compatible.  

Getting Started 
1. Log in to myAPEGA, then click Submit Your CPD Hours to start the submission process.  

 
 

2. If you are within your submission window, you will land on the Getting Started page. Across the top of 
the screen, you will see where you are in the three-step process.  
 



 
 
 

Please read the instructions carefully, then click Get Started.

 
 

3. You will land on a page displaying all the CPD hours you have entered throughout your reporting 
period.   
 
If you have added or edited CPD activities since the last time you visited the CPD submission 
page, any new hours will not be automatically claimed. You can press the “Reset Claim Hours” 
button to reset your hours to claim up to the category maximums, or you can manually adjust 
the claimed hours. If you do not reset the claimed hours or manually adjust them, any newly 
added hours will automatically be carried forward. 



 
 
 

 

4. Steps 5 through 9 are optional. All the CPD activity hours you entered have been automatically 
calculated to claim the maximum available. If you do not want to change the amount claimed, you can 
continue to Step 10. 

Allocating Claimed Hours 
5. To change the number of hours claimed, click on the CPD category you want to edit. For more 

information on the column names and their meanings, please see the Continuing Professional 
Development (CPD) Practice Standard. 

https://can01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.apega.ca%2Fmembers%2Fcpd&data=05%7C01%7CChristopher.Hyde%40apega.ca%7C19d9c71484d342fdaab808dac8e288ec%7Caf871f930cc94560bb25b1ac36644b8f%7C0%7C0%7C638043172575594499%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=ToN%2FJM38eJD4OQaZIqBGQb4Bjk7AmcCSTliYe8c5%2ByI%3D&reserved=0
https://can01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.apega.ca%2Fmembers%2Fcpd&data=05%7C01%7CChristopher.Hyde%40apega.ca%7C19d9c71484d342fdaab808dac8e288ec%7Caf871f930cc94560bb25b1ac36644b8f%7C0%7C0%7C638043172575594499%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=ToN%2FJM38eJD4OQaZIqBGQb4Bjk7AmcCSTliYe8c5%2ByI%3D&reserved=0


 
 
 

 



 
 
 

6. You can use the + (plus) and – (minus) signs to adjust the hours you are claiming in the current 
reporting period or simply type the amount you want to claim. 

 

 

7. Carry-Forward hours will automatically update if changes are made to claimed hours.  

 



 
 
 

8. Once the desired number of hours has been entered into the Claim field, click Save. You will be 
returned to the Allocation of Hours screen. Repeat steps 5–7 to make further changes to your CPD 
hours. 

 

9. To reset claimed hours to the originally calculated maximums, click Reset Claim Hours. 

Confirming and Submitting CPD Hours 
10. Once you are satisfied with the amount you have claimed, click Continue at the bottom right of the 

page.  

 

 



 
 
 

11. At this step, you will have a final opportunity to review the hours you will be submitting. If you would like 
to make changes, click the Back button. If you are satisfied with your submission, click Submit CPD 
Hours.   
 

 

 



 
 
 

12. You will receive one final confirmation dialogue box. Click Cancel if you would like to make further 
changes. Click Submit to submit your CPD hours for the current reporting period.  
Note: Once you click Submit, this action cannot be undone. 

 

13. When your submission is successful, you will see the following dialogue box. Click Go to Dashboard to 
exit the screen and return to your myAPEGA dashboard.   

 

 



 
 
 

Reactivating a Past CPD Record 
1. A registrant may request to reactivate a previously submitted period for editing.  
2. This can only be done for the MOST RECENTLY SUBMITTED reporting period.  
3. To do so, access the CPD History page from the “Continuing Professional Development” dropdown menu 

on the home dashboard.  

 
4. Expand the most recently submitted Reporting Period on the CPD History Page.  

 



 
 
 

5. Click on the “Request to Edit CPD Reporting Period” button underneath the table.  

 



 
 
 

6. Enter a reason and click “Submit Edit Request”.  

 

7. Your request will be sent to APEGA staff for review. 

 



 
 
 

8. If your request is approved, you will receive a notice to Submit your CPD Hours.  
a. NOTE: If activities are not completed before the specified due date, your reporting period will be 

auto-submitted and further edits will not be permitted.  

 

 

 



 
 
 

Quick Reference 
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