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How to download and save your  
CPL Portfolio Components

To help you prepare for your CPL Portfolio work, follow these steps to download and save the 
required portfolio components on a computer. Please note that the following steps are for a 
Windows computer, and may look slightly different on a Mac, tablet or mobile device.

Step 1: Visit the College website 

• Go to the College of Early Childhood Educators website: https://www.college-ece.ca

• Click on the “CPL Program” button.  

https://www.college-ece.ca/
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Step 2: Access the CPL Portfolio components 

• Click on the “CPL Portfolio Cycle” tab in the left-side menu.

• Scroll down the CPL Portfolio Cycle page to find “Download the CPL Portfolio Cycle 
Components in a fillable PDF or Word format.”
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Step 3: Download the files 

• Click the link to open the PDF or Word document.
◦ The PDF document will usually open in your browser. Click the download icon (often 

displayed as a down arrow) to save it manually. The PDF will typically be saved in 
your Downloads folder. 

◦ The Word document will download to your device, and usually be saved in your 
Downloads folder.
▪ Tip: If you prefer using the text-to-speech (Read Aloud) feature for increased 

accessibility and ease of use, this option is available in Microsoft Word.   

Step 4: Save the file with a clear name 

• Move or save the file to a folder where you can easily access it later (e.g., Desktop or 
Documents).

• Rename the file to easily recognize. We recommend including the membership year in the file 
name. For example: “CPL_Portfolio_2025-2026”. Use this renamed version for your answers.
◦ Tip: Consider saving a backup of your file to a USB drive or emailing it to yourself 

as an extra precaution. This can help protect against misplaced files, corrupt 
documents, or computer issues that may make your CPL Portfolio difficult to retrieve.    
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