A Quick Tutorial for reporting mandatory CPL Learning Units on
the CIP Website.

API members are required to earn and report a minimum of 18 Learning Units (LUs) per
year. There are two types of CPL activities: “structured” and “unstructured”. Of your
total CPL activities for a year, a maximum of nine can be for “unstructured” activities,
which are self-directed. There is no yearly maximum for “structured” CPL activities, so
ALL may be of the “structured” variety. Examples of “structured” activities include
conference sessions, Breakfast Seminars, and other activities organized for groups. For
many, if not all, of the “structured” activities provided by CIP and its affiliates, LUs are
predetermined and loaded on the CIP website for ease of reporting.

If you should obtain more than the required yearly amount of LUs, you can ‘carry over’
up to nine the following year, but this is limited to LUs received for ‘structured’ events
only. The on-line reporting system will keep track of the number of LUs eligible for
‘carry over’.

This tutorial provides a few examples of reporting LUs on the CIP website to illustrate
the steps that would be required to do so. Here are a few tips for making CPL reporting
easier:

1. Take a few moments shortly after acquiring LU(s) for a learning activity and report
it on-line. The longer you wait the more difficult it may be to remember event
details.

2. Keep a paper record of your CPL activities. Many events you will attend provide
some kind documentation you can keep with your records.

3. Consult the API Continuous Professional Learning Guide here for assistance
calculating LUs for a specific activity.


http://hostingtechnomedia.com/~atlantic/wp-content/uploads/2011/08/CPL_SystemGuide6OCT08.pdf

You will require your Member Name and Password to record CPL activities.

On the CIP website (http://www.cip-icu.ca/) log into the “Members Only” area.

Click on the Learning Net tab, then the CPL Reporting tab
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Member Search Continuous Professional Leaming (CPL) opportunities are as varied and wide-ranging as the

N Canadian landscape. As part of the Canadian Institute of Planner's commitment to assist members
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. that are easier to use, and a resource section with links to educational information. Over the next
Recognition Awards year, this section will evolve to provide you with further resources and infarmation to help you acquire

e ———— CPL Learning Units.

To view additional event information, visit our affiliate websites:

Planning Institute of British Columbia

Alberta Association, Canadian Institute of Planners
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Manitoba Professional Planning Institute
Ontario Professional Planners Institute
Ordre des urbanistes du Québec

Atlantic Planners Institute
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http://www.cip-icu.ca/

Next: Click on the Learning Unit Reporting Form tab
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Continuous Learning Units

Welcome to the CIP Continuous Professional Learning (CPL) reporting form databasel With a few
simple steps you will be able to enter and keep track of your learning unit (LU} progress.

Employment Services

Members are responsible for the accuracy of their CPL reports and should maintain supporting
documentation (i.e. session/course outline, receipts) for the LUs they are reparting.

THE FOLLOWING INFORMATION IS PROVIDED TO ASSIST YOU IN CALCULATING YOUR LUs.
PLEASE NOTE SOME AFFILIATES HAVE DIFFERENT METHODS FOR CALCULATING LUs. YOU
ARE STRONGLY ENCOURAGED TO VISIT YOUR AFFILIATES' WEB SITE TO OBTAIN THEIR
GUIDELINES.

Atlantic Planners Institute
(http: /.

ut/CPL htm)

Manitoba Professional Planners Institute

http: #fwww. mppi.mb_ca/CPL/IMPPI_CPL_Guide_Feb_2007 pdf}

of ity Planners of

- . o
http:/www.apcps.ca/Portals/0/CPL%20PROGRAM%20GUIDE pdf}

Alberta Association, Canadian Institute of Planners
(http://www aacip.col in.asp)

Planning Institute of British Columbia

http-//www pibe be ca/pdffCPDS-Guide-Final-Nov03 pdf)
Forms

+ Show Current Year Summary
Displays all LUs entered for the current calendar year

» Learning Unit Reporting Form
Enter LUs earned through organized and structured activities by CIP, Affiliates or continuing
education courses as well as individual or unstructured LUs for leaming activities that do not
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Indicate whether the learning units you are entering are Structured or Unstructured by
clicking either option
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If the Learning Units are Structured they may be located in a drop down menu.
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For example, CIP Conference sessions are placed on the dropdown menu. Simply click
on a session you attended.

Events that are sponsored by CIP or API should appear on the dropdown menus. For all
other events you will need to report information about the event manually (title, number
of LUs — consult the CPL Guide for assistance to determine the number of LUs an event
is worth).



Note that once you have selected the appropriate session, the number of Learning Units

has already been generated
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Next, click Submit and the Session will be added as Structured Learning Units.

Note: You must repeat these steps for each conference session that you have attended
(Hint: When attending a Conference it is helpful to keep a copy of the conference
program marked with the sessions you attended).



To record “Unstructured” Learning Units you need to click Unstructured as the Type of
Learning Units, then fill in the appropriate information, then click Submit. (Hint you
may need to consult with the CPL Guide to assess the number of eligible Learning Units
eligible for the activity). Unlike Structured Learning Activities, all Unstructured Learning
Activities require the amount of LUs to be assessed and entered manually.
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In the example above, volunteer work related to planning is worth Learning Units (The
maximum number of LUs for participation on a board, committee, task force, etc is 5 per
year, which constitutes more than 20 hours of work/meetings for that role).



Once you have submitted your LUs they will be saved in a detailed list.
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Next Step: Go get more activities to report!



