
 

Instructions for Completing the Public Accounting Licence (PAL) 

Renewal Process on My Portal 

 

1. Log into My Portal with your CPA Ontario ID and password.  For optimal 

performance, please use the latest version of Microsoft Edge, Google Chrome 

or Mozilla Firefox. Pages may display incorrectly on mobile devices or in 

Internet Explorer.   

 

2. Select Obligations and Requests and click View All on the Annual Obligations 

tile.   

 

 

https://myportal.cpaontario.ca/


 

 

3. Click Complete Now on the Public Accounting Licence Renewal tile.   

 

4. Review the Instructions and Requirements page and complete the attestation. 

 



 

Tip: Use the navigation buttons at the bottom of each page to easily move through and save 

the application. Most pages include three navigation buttons: Back, Save and Complete Later 

and Save and Continue.  

• Back: Navigate back to the previous page of the application. Note that this button is not 

available on the first page of your application and does not appear on the requirements 

page.  

• Save and Complete Later: Select this button to exit your application and save the 

information entered up to and including that page. Note that information may be lost if 

you leave your application open without saving for an extended period of time. 

• Save and Continue: Proceed to the next page of the application. 

 

 

5. On the Personal Information Update page, ensure all information is correct and up 

to date. 

 
 

 

 

 



 

 

6. On the Employment Information Update page, you can change your employment 

status and add new employers.  

 

 

Note: Upon clicking the New Employer button, a window to add a new employer will 

appear. You must indicate if this is your primary employer along with employment start 

and end dates. 
 

 

 

 

 

 

 

 

 



 

7. Select the Practicing Public Accounting Declaration that applies to you.  
 

 

 

OR 

 



 

 

 

 

 

 

 

 

 



 

8. Select the Continuing Professional Development (CPD) requirement that applies 

to you. 

 

OR 

 



 

9. Select the Practice Inspection Requirement that applies to you. 
 

 

OR  

 

 



 

10. Select the Professional Experience requirement that applies to you.  

 

• If you have completed the Professional Experience Requirement, please select 

the first option. 

 

If you have not completed the Professional Experience Requirement, you have two 

options to select from: 

 

 



 

If you select the first option: 

Exceptional Circumstance Details 

 

 

 

 

 

 

 

 

 



 

If you select the second option: 

Discretion Due to the Nature of My Work 

 

 

 

 

 

 

 

 

 



 

11. On the Application Review page, review and confirm the information you have 

provided. If you need to amend your declarations, please select the Back button.  

 

 

12. Please review the Submission Summary page before you submit. You will be 
given the option to remit the payment once you click Submit Application. A copy 
of your submission will be available to you once you make the payment.    

 
13. The Payment Information page is where you will select the desired payment     

option.  
 

14. You will receive a payment receipt following the successful completion of payment. 
Receipts can also be viewed in My Portal. 

 

https://sso.cpaontario.ca/cas/login?service=https%3A%2F%2Fsso.cpaontario.ca%2Fcas%2Fidp%2Fprofile%2FSAML2%2FCallback.%2B%3FentityId%3Dhttps%253A%252F%252Fmyportal.cpaontario.ca%252F%26SAMLRequest%%252BPHNhbWw6SXNzdWVyIHhtbG5zOnNhbWw9InVybjpvYXNpczpuYW1lczp0YzpTQU1MOjIuMDphc3NlcnRpb24iPmh0dHBzOi8vbXlwb3J0YWwuY3Bhb250YXJpby5jYS88L3NhbWw6SXNzdWVyPjwvc2FtbHA6QXV0aG5SZXF1ZXN0Pg%253D%253D%26RelayState%3D%252F

