
Continuing Professional Development 
Guide to the Online Portal 

 
1. Navigate to www.dora.state.co.us/pls/cproweb/cpro.logon 

 

2. To create an account, go to Request Logon ID on the left side of the screen. 

 

 

http://www.dora.state.co.us/pls/cproweb/cpro.logon


 
3. In order for us to authenticate your logon account, you must enter the last 4 digits of your social 

security number PLUS two of the additional fields (Last Name, Birth Date or License Number). 
 

 

4. Following the authentication of your logon account, you will be asked to create a Logon ID and 
Password (criteria for each is clarified below).  It will also ask for your e-mail address; a 
confirmation of the account creation will be sent to the e-mail address provided. 
 

 



 
 

5. Once you have entered a valid Logon ID, Password and E-mail address, a “Request Approved” 
message will appear directing you to logon using the Logon ID and Password you created. 
 

 
 

6. Upon logging onto your account, you will find information pertaining to each certificate/license in 
separate boxes.   
 

7. Each box contains a status bar with a clickable message.  The status bar will direct you through 
each step of the CPD program including the military exemption attestation, deem status attestation, 
Professional Practice Survey/Rubric, and Learning Plan.  Each time you login to your account, the 
status bar will direct you to wherever you may have left off.  Click on the status bar message to 
access the next step.  If you are just starting, the first step is the military attestation.  Click on the 
message that reads “Continuing Competency Attestation Required."  You must complete a separate 
attestation for each license/certificate you may hold.   
 



 
8. Military Exemption:  The first attestation is for a Military Exemption which is for certificants/licensees 

serving in active military duty that requires they be absent from Colorado for one (1) year or longer.  
The attestation gives complete information about the exemption and refers to the Continuing 
Competency rule that deals with exemptions. 

 

9. “Yes” answer.  By clicking “Yes,” you are attesting that you qualify for a Military Exemption and can 
provide documentation proving that you were absent from Colorado due to military service for at 
least one (1) year during the cycle for which you are requesting the exemption. Licensees who are 
unable to provide satisfactory documentation of their exemption may be subject to discipline by the 
Board/Director. 
 

10. It is not necessary to submit documentation of your military service prior to claiming a Military 
Exemption.  However, the Board or Director may request this documentation of you at any time. 
 

11. When you click “Yes” to attest to a military exemption, your account will be updated with a message 
that reads “Learning Plan Not Required.”  You are exempted from the CPD program and may 
renew your license online during the next renewal window. 
 
 



 
 

12. “No” answer:  If you do not qualify for a military exemption, click “No.”  A confirmation message will 
be displayed directing you to the Deem Status page.  

 
13. The second attestation regards Deem Status which is for certificants/licensees employed by a state 

department or employed by a state department through a contractual arrangement AND who 
already participate in a program of Continuing Professional Competence through that state 
department or qualifying contractual arrangement.  The program of Continuing Professional 
Competence must meet the definition of Continuing Professional Competence pursuant to statute.  
 



 
 

14. “Yes” Answer:  By clicking “Yes,” you are attesting that you are employed by a state department or 
a state department through a contractual arrangement AND are participating in a Continuing 
Professional Competency program through that employer.  Your attestation serves as compliance 
for the CPD program.  A confirmation message will display and a message on your license page will 
read “Learning Plan Not Required.”  You may renew your license online during the next renewal 
window.  Professionals that qualify for deem status will be subject to an audit of their compliance. 
Please see the Deem Status Guide for additional information on qualifying for Deem Status and the 
audit of Deem Status licensees.  The Deem Status Guide may be downloaded from our website at 
www.dora.state.co.us/mental-health/cc. 
 

http://www.dora.state.co.us/mental-health/cc


 
 

15. “No” Answer:  If you do not qualify for Deem Status, click “No.”  You may now begin the traditional 
CPD program by completing the Professional Practice Survey/Rubric and Learning Plan. 

 
 
 

16. Once you have gone through both attestations (and clicked “No” for each), you will be able to 
complete the Professional Survey/Rubric by clicking on “Go to Survey.” 



17. The Surveys/Rubric are profession specific; each survey/rubric includes directions and defines the 
different Roles, Skill Groups as well as the Knowledge and Performance Scale.   

 
 

18. Choose the role for which you wish to complete the survey, as the survey is tailored for that role.  It 
does not have to be the role that you currently hold; it could be a role that you wish to obtain in the 
future.  The Professional Practice Rubric does not contain roles. 
 
 



 
 

19. Go through the section for the role you selected rating yourself in those areas.  Upon completion, 
your answers will be compiled with those of your fellow licensees.  Your personal answers will not 
be retained on your account and therefore are inaccessible by you or anyone else after you have 
completed the Survey/Rubric.  For this reason, you cannot “Save” a partially completed 
Survey/Rubric.  If you do not have enough time to complete the Survey/Rubric, you will have to start 
from the beginning upon returning.  Once you have completed the Survey/Rubric, a confirmation 
will be noted on your account and a “Congratulations” message will appear.  
 

20. After you have completed the Professional Survey/Rubric, you may draft your tentative Learning 
Plan for the renewal cycle running from September 2011 through August 2013.  Remember, this is 
just a draft.  Do not submit your Learning Plan until you have actually completed the Professional 
Development Activities and collected documentation as evidence of your compliance. 
 

21. Simply click the “My Learning Plans” folder on the left side of the screen and it will direct you back 
to the home screen with your license information.  The message on the status bar will now read: 
“Learning Plan Required.”  Click this message to begin drafting your Learning Plan.   

 

 
 

22. When you click on “Create Plan,” it will assign a number to your plan and ask you to specify the 
“Role” you occupy as well as the “Version.”  There is only one version available right now as this is 
the first cycle where CPD requirements exist. 
 



 
 

 
23. Once you have selected your Role and the Version you will save the Learning Plan. You are then 

given the option to “View Plan” or “Delete Plan.”    
 
 

 
 
 



24. You can delete your Plan at any time if you wish to start a new one.  By clicking the “View Plan” 
option, it allows you to see the Learning Plan’s details and to add activities to your Plan. 
 

 

 
  



 
25. When you click “Add Activity,” you will be taken to the “Create Activity” page where you can build or 

modify an activity.  For the initial draft due in 2011, you only need to fill in four of the seven fields: 
Activity Name (from drop down box), Planned/Actual Hours, Planned Start Date and Planned End 
Date. 
 

 
 

26. The Actual Start and End Dates do not allow you to enter a future date into them, so those should 
be entered after completion of that particular activity and once you’ve collected proper 
documentation.   
 

27. After saving your Learning Plan, you will be able to see a detailed view of it with options to “Edit 
Activity,” “Delete Activity” or “Add Activity.”   

 
28. Once you have used an activity it disappears from the dropdown box.  You can always log multiple 

events under a single activity category.  For example, if you take 2 continuing education courses 
during the renewal period, you can total the hours of both courses combined and log a single 



activity for “Coursework.”  In an audit, simply provide documentation of both courses demonstrating 
the sum of the hours you have claimed on your Learning Plan.  
 

29. Your initial draft must contain 40 Total Hours of CPD; no more than 20 hours will be accepted in a 
single activity category.  This means there must be at least two different activities on your Plan 
before renewing in 2011. 
 

 
 

30. You can logon to your account at any time to make changes to your Learning Plan.  The Learning 
Plan you submit before renewing in 2013 must be complete and reflect the activities for which you 
have documentation.   

 

  



Glossary of Terms 

Licensee Home Page Terms 

Message Board: The box at the bottom of the homepage screen displaying any relevant messages 
about the CPD Program or the Health Professions Profile Program. 

Status Bar:  On the licensee’s home page, a box with each license/certificate the individual holds will 
be displayed.  The Status Bar runs along the bottom of each license/certificate box.  The Status Bar 
displays a message advising the individual of which step they are at within the CPD process.   

If the message is RED then additional steps are required and the licensee has not yet complied with all 
CPD requirements.  This red message is clickable.  Click on it to access the various CPD tools. 

If the message is GREY then the licensee has complied with all CPD requirements for that 
license/certificate.  A grey message is not clickable since there are no additional steps to take prior to 
the renewal of the license. 

The Status Bar messages correspond to the CPD Steps: 

1. Continuing Competency Attestation Required:  All licensees will begin with the 
opportunity to attest to a Military Exemption for those serving in active military duty, or to Deem 
Status for those who already participate in a program of CPD and are employed by the State of 
Colorado.  Information on qualifying for a Military Exemption or Deem Status may be located in 
the CPD Portfolio.  By clicking “Yes” on either of these attestations, you will be considered 
exempt or in compliance with the CPD program.  Upon returning to the “Home” page displaying 
your license(s)/certificate(s), the Status Bar message will reflect your “Yes” answer. 

A. Learning Plan Not Required – Military Exemption: You have attested to a Military 
Exemption.  The CPD process is complete for this license/certificate.  You may renew 
your license/certificate.  Note: the Status Bar message is grey and no longer clickable 
because you are in compliance. 

B. Learning Plan Not Required – Deem Status; You have attested to Deem Status.  
The CPD process is complete for this license/certificate.  You may renew your 
license/certificate.  Note: the Status Bar message is grey and no longer clickable 
because you are in compliance. 

2. Professional Practice Survey/Rubric Required: You have attested “No” to the Military 
Exemption and Deem Status.  You may now complete the Professional Practice Survey or 
Rubric (for Social Workers).  Click on this message to access the Survey/Rubric.  Note: the 
Status Bar message is red and clickable because there are additional steps you must take 
before you may renew your license/certificate. 

3. Learning Plan Required: You have completed the Professional Practice Survey/Rubric.  
You may now draft your Learning Plan.  Click on this message to create a Learning Plan.  Note: 
the Status Bar message is red and clickable because there are additional steps you must take 
before you may renew your license/certificate. 

4. Learning Plan in Progress: You have created a Learning Plan, but have not yet completed 
it.  Click on this message to access that Learning Plan to make any updates or changes that 



may be required to complete it prior to the renewal of your license/certificate.  Note: the Status 
Bar message is red and clickable because there are additional steps you must take before you 
may renew your license/certificate. 

5. Learning Plan Complete: You have completed your Learning Plan and clicked the “Submit” 
button.  You have fulfilled the CPD program for that license/certificate. You may now renew your 
license.  Note: the Status Bar message is grey and no longer clickable because you are in 
compliance. 

 

User Folders 

FAQs Folder:  Frequently Asked Questions may be answered here especially as they relate to 
technical difficulties.  Also see the Frequently Asked Questions on the CPD website for questions 
regarding the CPD program and compliance (www.dora.state.co.us/mental-health/cc).   

My Account Folder:  Your account profile and settings displayed in the “My Account” folder.  Click this 
folder to update information on your username, password, and other settings. 

My Learning Plans Folder: Your one-click button to access the CPD program.  Click on this folder to 
view each of your licenses/certificates and their progress toward CPD compliance. 

 

Learning Plan Terms 

Actual Start or End: The dates you actually started or ended that activity. These fields will not accept 
a date that falls in the future. 

Applied Hours:  The number of Professional Development Hours that will count towards the 40 hour 
requirement each 2-year renewal cycle.  The Learning Plan will calculate these hours after an activity 
has been completed and you have confirmed that you have retained proper documentation of the 
activity by clicking the “Documentation” box.  The Learning Plan will also calculate “Applied Hours” 
using the rule that allows a maximum of 20 hours be accrued in a single activity. 

Docs: This field indicates whether you have confirmed that you have retained proper documentation of 
the completion of that activity.  Activities that you have planned and not completed should reflect a “No” 
answer to the documentation field.  Activities that you have completed and confirmed on your Learning 
Plan by entering “Actual” dates should reflect a “Yes” answer to the documentation field.  Before a 
Learning Plan may be submitted, you must affirm that you have retained documentation of your 
completion for each activity on your Learning Plan. 

Planned Start or End: The dates you plan to start or end that activity.  These may be future dates. 

Total Hours:  The number of Professional Development Hours you have logged as either “Planned” or 
“Actual” (completed) activities.  The “Total Hours” may sum to greater than 40 hours and also may 
exceed the 20 hour maximum allowed in a single activity. 

Version: All Learning Plans contain a version which corresponds to the 2-year renewal cycle.  Once a 
Learning Plan is completed and submitted, the licensee will be able to view that version but will not be 

http://www.dora.state.co.us/mental-health/cc


able to change it.  After renewing your license/certificate, you may create a new Learning Plan using 
the next available version.  For example, after renewing in 2013 you may create a new Learning Plan 
for the version 09/01/2013 – 10/31/2015 which corresponds the next renewal cycle. 

 


