CHECKPOINT LEARNING NETWORK

CPE NETWORK®
USER GUIDE
Group Live CPE Credit (Sponsored by “Checkpoint Learning Network”)
Determining CPE Credit Increments
Group study sessions are measured by program length, with one 50-minute period equal to one
CPE credit. One-half CPE credit increments (equal to 25 minutes) are permitted after the first
credit has been earned. Discussion leaders must monitor the program length and the
participants’ attendance in order to request the appropriate number of CPE credits.
Note: All Network CPE products are developed and intended to be delivered as 3 CPE credits.*
Monitoring Attendance
While it is the participant’s responsibility to report the appropriate number of credits earned,
CPE program sponsors must maintain a process to monitor individual attendance at group
programs to assign the correct number of CPE credits. A participant’s self-certification of
attendance alone is not sufficient.
The sign-in sheet should list the names of each instructor and her/his credentials, as well as the
name of each participant attending the seminar. The participant is expected to initial the sheet
for their morning attendance and provide their signature for their afternoon attendance. If a
participant arrives late and/or leaves early, the hours actual hours they attended should be
documented on the sign-in sheet and should be reflected on the participant’s CPE certificate.
*Effective November 1, 2018: Checkpoint Learning CPE Network products ‘group live’ sessions
must be delivered as 3 CPE credits and accredited to the field(s) of study as designed by
Checkpoint Learning Network. After November 1, 2018, Checkpoint Learning Network will no

longer issue certificates for “group live” deliveries of less than 3 CPE credits (unless the course
was delivered as 3 credits and there are partial credit exceptions (such as late arrivals and early
departures).
Note that Checkpoint Learning CPE Network can still be tailored by firms to smaller courses
(e.g., 1 credit or 2 credit deliveries); however, when this is done, “Checkpoint Learning
Network” cannot act as the sponsor and will not issue certificates of completions to
participants. If a firm wishes to tailor (i.e., shorten. lengthen, and/or adjust field(s) of study),
the firm delivering the tailored content must become the sponsor and that firm’s name and
sponsor identification number must appear on the certificates of completion. In these cases,
there is no need to send attendance sheets back to Checkpoint Learning Network. If attendance
sheets are submitted to Checkpoint Learning Network for modified deliveries as noted above
(not withstanding late arrivals and early departures), the attendance sheets will be returned to
you.
Real Time Instructor During Program Presentation
Group live programs must have a qualified, real time instructor while the program is being
presented. Program participants must be able to interact with the instructor while the course is
in progress (including the opportunity to ask questions and receive answers during the
presentation).
Elements of Engagement
A group live program must include at least one element of engagement related to course
content during each credit of CPE (for example, group discussion, polling questions, instructorposed question with time for participant reflection, or use of a case study with different
engagement elements throughout the program).
Make-Up Sessions
Individuals who are unable to attend the group study session may use the program materials for
self-study either in print or online.
•

•

If print materials are used, the user should read the materials, watch the DVD,
and answer the quizzer questions on the CPE Quizzer Answer Sheet. Send the
answer sheet and course evaluation to the address listed on the answer sheet
and the CPE certificate will be mailed or emailed to the user. Detailed
instructions are provided on Network Program Self-Study Options.
If the online materials are used, the user should log on to her/his individual
Checkpoint Learning account to read the materials, watch the interviews, and
answer the quizzer questions. The user will be able to print her/his CPE
certificate upon completion of the quizzer. (If you need help setting up individual
user accounts, please contact your firm administrator or customer service.)

Awarding CPE Certificates
The CPE certificate is the participant’s record of attendance and is awarded by Checkpoint
Learning Network after the group study documentation is received (and providing the course is
delivered as 3 CPE credits). The certificate of completions should reflect the credit hours
earned by the individual, with special calculation of credits for those who arrived late or left
early.
Subscriber Survey Evaluation Forms
NASBA requires the group study session to include a means for evaluating quality. At the
conclusion of the group live session, evaluations should be distributed and collected from
participants and sent to Checkpoint Learning Network along with the other course materials. A
preprinted evaluation form is included in the transcript each month for your convenience.
Retention of Records
Regardless of whether Checkpoint Learning Network is the sponsor for the group live
session, it is required that the firm hosting the group live session retain the following
information for a period of five years from the date the program is completed unless state law
dictates otherwise:
•
•
•
•
•
•
•

Record of participation (Group Study Attendance sheets; indicating any late
arrivals and/or early departures)
Copy of the program materials;
Timed agenda with topics covered and elements of engagement used
Date and location of course presentation
Number of CPE credits and field of study breakdown earned by participants
Instructor name and credentials
Results of program evaluations

Copyrighted Materials
The program materials are copyrighted and may not be reproduced in another document or
manuscript in any form without the permission of the publisher. As a subscriber of the CPE
Network® series you may reproduce the necessary number of participant manuals needed to

conduct your group study session.
Finding the Transcript

When the DVD is inserted into a DVD drive, the video will immediately begin to play and the
menu screen will pop up taking the entire screen. Hitting the Esc key should minimize it to a
smaller window. To locate the pdf file of the transcript either to save or email to others, go to
the start button on the computer. In My Computer, open the drive with the DVD. The Adobe

Acrobat files are the transcript files. If you do not currently have Adobe Acrobat Reader (Mac
versions of the reader are also available.), a free version of the reader may be downloaded at:
•

https://get.adobe.com/reader/

Request Participant CPE Certificates
When delivered as 3 CPE credits, documentation of your group study session should be sent to
Checkpoint Learning by one of the following:
Mail:

Thomson Reuters
PO Box 115008
Carrollton, TX 75011-5008

Email: CPENetworkgroupstudy@tr.com
Fax:

888.286.9070

Before sending your package to Thomson Reuters, please be sure to include the following:
Group Attendance Sheets (indicating any late arrivals and/or early departures)
Subscriber Survey Evaluation Forms
Name, title, and credentials of discussion leader(s) entered at the bottom of
Group Attendance Sheet

CPE Network Self-Study Options
If you are unable to attend the live group study session, we offer two options for you to
complete your Network Report program.
Self-Study—Print
Follow these simple steps to use the printed transcript and DVD:
•
•
•
•
•
•

Watch the DVD.
Review the supplemental materials.
Read the discussion problems and the suggested answers.
Complete the quizzer by filling out the bubble sheet enclosed with the transcript
package.
Complete the survey. We welcome your feedback and suggestions for topics of interest
to you.
Mail your completed quizzer and survey to:
Thomson Reuters
PO Box 115008
Carrollton, TX 75011-5008

Self-Study—Online
Follow these simple steps to use the online program:
•
•

Go to www.checkpointlearning.thomsonreuters.com .
Log in using your username and password assigned by your firm’s administrator in the
upper right-hand margin (“Sign In or Register”).

•

In the Network tab, select the Network Report for the month desired.

The Chapter Menu is in the gray bar at the left of your screen:

Click down to access the dropdown menu and move between the program Chapters.

•

Course Information is the course Overview, including information about the authors
and the program learning objectives

•

Each Chapter is now self-contained. While on the CPEasy site the interview segments
were all together, then all of the supplemental materials, etc., each chapter now
contains the executive summary and learning objectives for that segment, followed by
the interview, the related supplemental materials and the discussion questions. This
more streamlined approach allows administrators and users to more easily access the
related materials.

Transcripts for the interview segments can be viewed at the right side of the screen via a toggle
button at the top labeled transcripts or via the link to the pdf below the video (also available in
the toolbox in the resources section). The pdf will appear in a separate pop-up window.

Click the arrow at the bottom of the video to play it, or click the arrow to the right side of the
screen to advance to the supplemental material. As with the transcripts, the supplemental
materials are also available via the toolbox and the link will pop up the pdf version in a separate
window.

Continuing to click the arrow to the right side of the screen will bring the user to the Discussion
p roblems related to the segment.

The Suggested Answers to the Discussion Problems follow the Discussion Problems.

The Exam is accessed by clicking the last gray bar on the menu at the left of the screen or
clicking through to it. Click the orange button to begin.
When you have completed the quizzer, click the button labeled Grade or the Review button.

o
o

Click the button labeled Certificate to print your CPE certificate.
The final quizzer grade is displayed and you may view the graded answers by
clicking the button labeled view graded answer.

Additional Features Search
Checkpoint Learning offers powerful search options. Click the magnifying glass at the upper right
of the screen to begin your search. Enter your choice in the Search For: box.
Search Results are displayed with the number of hits.
Print
To display the print menu, click the printer icon in the upper bar of your screen. You can print
the entire course, the transcript, the glossary, all resources, or selected portions of the course.
Click your choice and click the orange Print.

GETTING HELP
Should you need support or assistance with your account, please see below:
Support
Group
Technical
Support

Phone
Number
800.431.9025
(follow option
prompts

Email Address

Product
Support

800.431.9025
(follow option
prompts

checkpointlearning.productsupport@
thomsonreuters.com

• Functionality (how
to use, where to
find)
• Content questions
• Login Assistance

Customer
Support

800.431.9025
(follow option
prompts

checkpointlearning.cpecustomerservicet@
thomsonreuters.com

•
•
•
•
•

checkpointlearning.techsupport@
thomsonreuters.com

Typical
Issues/Questions
• Browser-based
• Certificate
discrepancies
• Accessing courses
• Migration
questions
• Feed issues

Billing
Existing orders
Cancellations
Webinars
Certificates

Checkpoint Learning Network: CPE Compliance
Checkpoint Learning Network courses can be group live, group internet based, or self-study. Unless
otherwise stated in each course's descriptive information, no other prerequisites or advanced preparation
are required.
Checkpoint Learning Network is registered with the National Association
of State Boards of Accountancy (NASBA) as a sponsor of continuing
education on the National Registry of CPE Sponsors. State boards of
accountancy have final authority on the acceptance of individual courses for
CPE credit. Complaints regarding registered sponsors may be submitted to
the National Registry of CPE Sponsors through its
website: www.nasbaregistry.org.
Checkpoint Learning Network is approved for Group Live, Group Internet
Based, and QAS Self Study delivery methods.

Checkpoint Learning Network is an approved
IRS Continuing Education Provider to deliver CPE
to Enrolled Agents and IRS tax preparers. The
IRS Tax Preparer Office requires that any course
to be used for IRS PTIN holders must be preregistered with the IRS. If you are a PTIN holder
and are interested in obtaining IRS CE credit, be
sure to review the course details in Checkpoint
Learning to determine if the course you are
considering is accredited to IRS.

What Does It Mean To Be a CPE Sponsor?
Your organization is the CPE Sponsor for this monthly series. The sponsor highlights below
reflect those of NASBA, the national body that sets guidance for development, presentation, and
documentation for CPE programs. For any specific questions about state sponsor
requirements, please contact your state board. They are the final authority regarding CPE
Sponsor requirements. Generally, the following responsibilities are required of the sponsor:
•
•
•
•
•
•
•
•
•
•
•
•

Arrange for a location for the presentation
Advertise the course to your anticipated participants and disclose significant
features of the program in advance
Set the start time
Establish participant sign-in procedures
Coordinate audio-visual requirements with the facilitator
Arrange appropriate breaks
Have a real-time instructor during program presentation
Ensure that the instructor delivers and documents elements of engagement
Monitor attendance of the participants (make notations of late arrivals, early
departures, and “no shows”)
Solicit course evaluations from participants
Award CPE credit
Retain records for five years

The following information includes instructions and generic forms to assist you in fulfilling your
responsibilities as program sponsor.

CPE Sponsor Requirements
Determining CPE Credit Increments
Sponsored seminars are measured by program length, with one 50-minute period equal to one
CPE credit. One-half CPE credit increments (equal to 25 minutes) are permitted after the first
credit has been earned. Sponsors must monitor the program length and the participants’
attendance in order to award the appropriate number of CPE credits.
Program Presentation
CPE program sponsors must provide descriptive materials that enable CPAs to assess the
appropriateness of learning activities. CPE program sponsors must make the following
information available in advance:

•
•
•
•
•
•
•
•
•
•
•

Learning objectives.
Instructional delivery methods.
Recommended CPE credit and recommended field of study.
Prerequisites.
Program level.
Advance preparation.
Program description.
Course registration and, where applicable, attendance requirements.
Refund policy for courses sold for a fee/cancellation policy.
Complaint resolution policy.
Official NASBA sponsor statement, if an approved NASBA sponsor (explaining final
authority of acceptance of CPE credits).

Disclose Significant Features of Program in Advance
For potential participants to effectively plan their CPE, the program sponsor must disclose the
significant features of the program in advance (e.g., through the use of brochures, website,
electronic notices, invitations, direct mail, or other announcements). When CPE programs are
offered in conjunction with non-educational activities, or when several CPE programs are
offered concurrently, participants must receive an appropriate schedule of events indicating
those components that are recommended for CPE credit. The CPE program sponsor’s
registration and attendance policies and procedures must be formalized, published, and made
available to participants and include refund/cancellation policies as well as complaint
resolution policies.
Monitor Attendance
While it is the participant’s responsibility to report the appropriate number of credits earned,
CPE program sponsors must maintain a process to monitor individual attendance at group
programs to assign the correct number of CPE credits. A participant’s self-certification of
attendance alone is not sufficient. The sign-in sheet should list the names of each instructor
and her/his credentials, as well as the name of each participant attending the seminar. The
participant is expected to initial the sheet for their morning attendance and provide their
signature for their afternoon attendance. If a participant leaves early, the hours they attended
should be documented on the sign-in sheet and on the participant’s CPE certificate.
Real Time Instructor During Program Presentation
Group live programs must have a qualified, real time instructor while the program is being
presented. Program participants must be able to interact with the real time instructor while the
course is in progress (including the opportunity to ask questions and receive answers during the
presentation).

Elements of Engagement
A group live program must include at least one element of engagement related to course
content during each credit of CPE (for example, group discussion, polling questions, instructorposed question with time for participant reflection, or use of a case study with different
engagement elements throughout the program).
Awarding CPE Certificates
The CPE certificate is the participant’s record of attendance and is awarded at the conclusion of
the seminar. It should reflect the credit hours earned by the individual, with special calculation
of credits for those who arrived late or left early. Attached is a sample Certificate of
Attendance you may use for your convenience.
CFP credit is available if the firm registers with the CFP board as a sponsor and meets the CFP
board requirements. IRS credit is available only if the firm registers with the IRS as a sponsor
and satisfies their requirements.
Seminar Quality Evaluations for Firm Sponsor
NASBA requires the seminar to include a means for evaluating quality. At the seminar
conclusion, evaluations should be solicited from participants and retained by the sponsor for
five years. The following statements are required on the evaluation and are used to determine
whether:
1.
2.
3.
4.
5.
6.
7.
8.
9.

Stated learning objectives were met.
Prerequisite requirements were appropriate.
Program materials were accurate.
Program materials were relevant and contributed to the achievement of the
learning objectives.
Time allotted to the learning activity was appropriate.
Individual instructors were effective.
Facilities and/or technological equipment were appropriate.
Handout or advance preparation materials were satisfactory.
Audio and video materials were effective.

You may use the enclosed preprinted evaluation forms for your convenience.

Retention of Records
The seminar sponsor is required to retain the following information for a period of five years
from the date the program is completed unless state law dictates otherwise:








Record of participation (the original sign-in sheets, now in an editable, electronic
signable format)
Copy of the program materials
Timed agenda with topics covered and elements of engagement used
Date and location of course presentation
Number of CPE credits and field of study breakdown earned by participants
Instructor name(s) and credentials
Results of program evaluations

(SAMPLE)

Certificate of Attendance (SAMPLE)
This Certifies That:
______________________________
Participant’s Name

Attended:
____________________________________________
Course Title

____________________________________________
Field(s) of Study and Breakdown

_________________________________
Total CPE Credits

__________________________
Completion Date

__________________________
Location (City, State)

_______ ___________________
Instructor Name(s)

Sponsored By:
______________________________
Sponsor’s Name

______________________________
Sponsor’s Mailing Address

_________________________

__________________________

Sponsor’s Identification Number

Sponsor’s Signature

________________________________
Sponsor’s Signature
In accordance with the standards of the National Registry of CPE Sponsors, CPE credits have been granted based on a
50-minute hour. (Use this Statement if the Sponsor is Registered with NASBA.)

