
A Step-By-Step Guide to Submitting Your Continued Education Credit Hours in the 
New Registrant Portal Training 

If you have not set up your new CDSA Registrant Portal account, please view the ‘Welcome 
to the Registrant Portal’ video or pdf to learn how to set up your account. 

1. To log in to your account, visit the CDSA website and click Registrant Portal. Log in 
using your email and password. 

 

2. Once logged in you will see your personal information. In the navigation menu click 
‘Continuing Education.’ 
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3. In the Continuing Education area of your profile, you will be able to access your 
Continuing Education Hours for every reporting period moving forward. 2026 to 2027 
is the only reporting period available until the next reporting cycle.  

 

4. Also of note, you will be able to access the Continuing Competence Program 
Manual from this page. Click ‘Program Manual’ to view. The Continuing Competence 
Program Manual details the program requirements, audit details, the credit 
maximums available for each learning category, and exemptions. 
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5. Back at your Continuing Education page, to log new CE Credits and check existing 
credits click ‘View’ on the current CE period.  

 

6. At the top of the Continuing Education Summary page you will see how many hours 
you have submitted this period and how many remaining hours you have left to 
complete. 
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7.  Under that, you will see a list of Credits by Category. This outlines all the categories 
available for submission, minimum credits required for that category, and your total 
credit hours logged in that category. 

 

 

8. To add new logged credit hours scroll to the bottom of the page. Under CE Activities 
you will be able to track and add your CE Credits. To log a new credit click ‘Add New.’  
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9. Select the CE Category from the dropdown menu.  



 

10. Enter the activity provider, date of completion, number of hours and any supporting 
documents. You can upload more than one supporting document. A form of proof of 
attendance or completion for each activity is required.  Click ‘Save’. 
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11. You will be taken back to Your CE Summary page. Here you will now see your total 
submitted hours as well as the updated total of remaining hours required for the CE 



Reporting Period. This update will also be reflected in the Credits by Category 
section for the category of the activity added.  

 

12. All of your submitted activities will be found in the CE Activities section. Should you 
need to delete or update your activity submission you can easily do both by clicking 
Delete or Update.  

 

13. If you make any edits, click ‘Save’ to ensure your changes are logged. 

 

 

You can now track and log your Continuing Credit Hours. The CDSA encourages you to 
explore and familiarize yourself with these processes and the new Registrant Portal.  


