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Continuing Competence 
The “Continuing Competence” page is the fifth page on the navigation bar. On this page you will find the 
form to add your CC activities for the current member year.  

Entering CE Credits 
To add Continuing Competence activities to your records you will first need to select the member year 
you want to add the activities to. 

1. On the Continuing Competence page, select the plus sign beside “Registration year”. If credits 
have already been added to that year the plus sign will turn into an arrow and you will not need 
to complete the next step 

 
2. A drop-down menu will appear to select the registration year. 

Be sure you are selecting the current registration year and 
click “Save” 
 
 

3. You will be redirected to a form that will outline the 
Continuing Competence requirements you must meet. This will be broken down as shown below 
by the minimum Continuing Education (CE) credits, Self-Direct (SD) credits and any mandatory 
training for the member year selected. As credits are added to your profile, this chart will 
recalculate and update with the credits earned in each category. When all requirements have 
been met, a “YES” will appear at the bottom of the page with “Requirement met” Please note, 
there is no mandatory training for the 2021/2022 renewal year. If there is, it will appear 
underneath the CE credits. You can also pull a report in this section to view all approved CE 
activities or view information on what constitutes an SD activity 
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4. To add an activity to your profile, beneath the requirement chart select the “Add” button and a 
search field will appear. Note, if you clicked “add” by mistake or do not want to submit a profile 
change, you can click the red trashcan to close the information field. 

 
 

5. Start to type in the name of the activity that you have completed. It is best to use a key word(s) 
from the title of the course. For example, if you completed a course that had the word “Health” 
in the name, you can type that into the search field and every CE activity that has Health in the 
name will appear. Find the activity you have completed and select it. Course names may be 
shortened but the full name of the course and the Provider will appear below so you can 
confirm you have selected the correct activity. It may take a few moments for the information to 
be pulled so please be patient.  
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6. After selecting the activity, select the status of the activity from the drop-down menu.  

 
a. Completed – is to be used when an activity has been successfully completed and is being 

entered for CC credit requirements. Be sure to include the completion date.  
b. Planned – can be used when planning your activities for the upcoming member year. 

You can do this to identify what courses/activities need to be completed to meet your 
credit requirements. Please remember to change the Activity Status to completed when 
you have finished the activity prior to submitting the form at the end of the member 
year. 

c. Cancelled – members will now be able to cancel activities that they do not want to claim 
for CC credits. This can be done when something is entered by mistake or if the 
course/activity was not completed. Members no longer need to call the College to have 
an activity removed. Please note, the activity will show in the list as cancelled but will 
not be removed. It will not count toward your credit total when listed as cancelled.  
 

7. When you enter the completion date to an activity, a box will appear with a field to fill in how 
the activity enhanced your practice.  
 

8. Once the CC activity fields have been completed to the best of your ability, select “Save”. This 
will update the CC credit requirement field and show how many credits have been earned 
toward your total 
requirement.  
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Entering Self-Directed (SD) Credits 
Entering Self-Directed credits follows the same format for entering CE credits, except when searching 
the activity field box below, you can type in either “Self” or “Other” and the “Self-Direct” option below 
will appear. From here, you can fill in the information of the activity taken and save the added activity.  

 

The changes to the CC submission procedure were developed to help members who were having 
challenges understanding the difference between a CE or a SD activity. Now, if the activity does not 
appear in the list, it is not an approved CE activity and is to be claimed as SD.  
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