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System Login
Access the SALPN Member portal by visiting http://portal.salpn.com/.
Enter your e-mail address and password and click Login.

Reset Password
Forgot your password? No problem, click on the “Forgot your password” link from the login
screen
Enter your e-mail address and the code displayed to have a password reset e-mail sent to you.
Click the button in the e-mail to set a new password.

Access your Audit
After logging in to the Member Portal, on the home page you will find an audit section similar to
the one you see below. This will indicate the status and type of audit.
To access your audit, click the “update” button.

Continuing Education Portfolio (CEP) Audit
Acceptable Documentation
The documentation you are required to provide must prove completion of the activities you have
declared. The following documentation is acceptable for CEP audits:
-

Certificate of completion
Documentation provided by your employer indicating completion
Proof of attendance
Transcripts
PDF of online articles

If you are completing the audit from your phone and the documentation is a single page you will
be able to upload a photo of the document. If it is multiple pages you will be able to submit up
to 4 files. If your documentation is multiple pages we recommend scanning it as a PDF and
uploading that.
If you have already submitted documentation with your renewal, those files have been
preserved and will be available for you to confirm within your audit.

Completing the Audit
You will need the following information to complete your CEP Audit:
-

Documentation – Make sure you have a digital copy of your proof of completion,
attendance certificates or other pertinent documentation. These documents should be
saved to your computer or phone.

When viewing the CEP Audit page you will see individual entries for each activity you submitted
with renewal last year, including carryover activities.

Use the “Save for Later” function at the bottom of the screen periodically to save your progress.

Please continue to the next page for a screenshot of an audit activity.

Something listed in this space indicates
you have previously submitted
documentation. Click the Green button
to download/view.

Is something listed above inaccurate? Change this answer to
“Yes” to reveal a corrections field (see next page)

Click the blue “upload” button to select your documentation for
this activity and upload it. Only necessary if there is no previous
documentation or the existing documentation isn’t sufficient.

Making Corrections to an Activity
If you selected “Yes” to update the activity, you will have the opportunity to modify your entry.
You are welcome to change any of the information available for modification below. Remember
to submit your supporting documentation!

Hour Audit
Acceptable Documentation
You will be required to submit an “Audit Verification Form” for each employer. This form can be
started by you but must be completed by your employer. They can return the form to you
digitally or in person, but you must scan a copy or take a clear photo.

Completing the Audit
To complete your hour audit, you will need the following information:
-

Completed hour verification forms for each employer listed

NOTE: In the event you receive a verification form completed by your employer that includes
hours from more than one employer listed in your audit, please upload the same form for each
employer included in the verification.

Use the blue “upload” button to submit
the completed verification forms for each
employer.

Select “Yes” for this answer only if you
have additional employment hours to
declare from an employer not listed above.
If yes, see next page.

Should not all of your employment hours be listed and you selected “yes” to the question “Did
you have any other employment not stated on this form” you will be presented with a form to
add your new employer (see next page).
Facility Name
When entering the facility name, the field will search our existing facility database. If an option
is available, please click on the result to select that facility. If that facility is not available, you can
type the name and enter the additional details in the specified field.

1. Type here
to search.

2. Click result
to select.

Effective Date
This is the date you started employment at this facility.
Expiry Date
This is the date you concluded employment at this facility. This is not a required field.
Practice Hours
Enter your practice hours for last calendar year only. Do not report hours for the current year.
Added too many?
Use the red trash icon to delete the entry.

Supporting Documentation
Upload the completed verification form for the facility you added.

Criminal Record Check Audit
Acceptable Documentation
You will be required to submit a criminal record check audit that has been issued by either your
local police service or the local RCMP detachment.
If available, you will also need to submit the receipt for the expense you incurred.

Completing the Audit
The criminal record check audit requires you to upload a completed criminal record check.
Use the blue “upload” button to submit a copy of your documentation.
If a copy of the purchase receipt for the criminal record check is available, you may also upload
it.

Reviewing Feedback from SALPN
You may receive feedback from SALPN requesting more information or to update documents
for specific activities. The status will have changed from “Submitted” to “Returned for Updates”.
To view the feedback, select “Update” on the audit.

The feedback will appear right at the top of the page similar to how it is indicated below.

This feedback is requesting action by updating a certificate to the correct one. You can go to
the entry noted in the comment, use the red trash can to delete the current file and the blue
“upload” button to add a new document.

At the bottom of your audit page you will have an opportunity to provide a response to the
comments. Submitting the form will re-send the information to SALPN.

