
CPE Reporting for Inactive Grace Period 

Certification Holders 



CCMS Homepage

After accessing your profile in CCMS, click 

“Report CPE’s” to initiate the reporting process 
for your certification



Annual Reporting Statement

Select “Continue”



Program Selection

Select the exact actions you 

would like to take on your record. 

*If multiple certifications are held, 

all options are displayed for each



Payment

Select the “Order Review 

and Payment” option to 
proceed to payment screen. 

IMPORTANT:

Contrary to previous years, 

payment is now taken prior 
to completing all relevant 

attestations and reporting 
statements



Payment Continued

If payment is applicable, 

you are given the option to 
select your payment 

method (credit/debit card 
or wire transfer), and enter 

all financial details prior to 
selecting “Confirm Order 

and Purchase”
IMPORTANT: 

Completing payment is not evidence of 

CPE. You are still required to complete 
your attestations before your CPE 

reporting is complete



Reporting Status

Ensure you select the 

appropriate reporting 
status, then select 

“Continue”



Attestations

Complete all 

required fields on 
this page, then 

select “Continue”



Public Registry

Make your selection 

and continue



Ethical Standing

Make your selection 

and continue. If the 
answer is yes, you 

are able to upload 
additional supporting 

documentation on 
the following screen



Review and Submit

Ensure that all selections are correct. Once 

you review, select the “Submit” button to 
complete your CPE reporting



Conclusion

Although no confirmation appears once 

you select “Review and Submit”, you will 
be taken to your home page, and 

immediately see that your certification 
dates have been changed to the 

following year. No additional actions are 
necessary and your certification is 

successfully updated.


