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Introductions
-Rhea Alexis Banks (RSS Coordinator)
-Jennifer Banys (Senior Associate Administrator)
-Sheryl Corey (CME Director)
-Allison McCollum (Senior Associate Coordinator)
-Clara Schroedl (CME Medical Director)



Agenda
• Overview of new website
• New application
• Disclosures
• Adding in attendance
• Evaluation
• Offerings & the future of the CME 

Portal
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www.cme.northwestern.edu

New website

Once logged 
in, you’ll see 
“My CME” 
and your 
name.

Click on CME 
to return to 
home page.

CME
application

Planners tab 
has resources 
and 
templates.

Presenter
Presentation Notes
Vendor is Cloud CME

www.cme.northwestern.edu
Signing in
Planner Page- update on template info forms; resources
My CME
Administration
CME application


http://www.cme.northwestern.edu/
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CME application Start a new CME
application

Existing
application

Presenter
Presentation Notes
New application button on top right

Existing applications would be listed.  Click on purple name to access application to make edits.   
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CME application

Presenter
Presentation Notes
On existing applications, you will see these buttons all the way to the right of the title of the application….
Disclosures required:  disclosures for planning committee and faculty are necessary before you can “submit” your application.  The old  paper version we did require all disclosures as well.  But if you are still waiting on a faculty disclosure, we will review the application.  Just send me an email stating that you’re waiting on a disclosure and the committee will still review.

Submit for review: all disclosures are in.  If you’ve made all the edits to your application and everyone has signed it, then go ahead and hit the “Submit for Review”

Activity submitted:  You clicked Submit for Review.  You cannot edit this application unless I release or reject it.

Copy:  You are making a copy of the application as it is currently edited.  

Delete:  If you accidentally copied an application, delete the one that you are not wanting to submit.
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CME application

Multiple tabs
• Basics
• Planning & Faculty
• Documents

- Faculty spreadsheet
- Budget
- Agenda

• Signature

Presenter
Presentation Notes
All the sections are on these “tabs” on the left side of the screen. 

Must fill out everything in “red” to be able to advance to the next tab.   You will be able to save the application and go back before submitting for review.
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CME application

Multiple tabs
• Basics
• Planning & Faculty
• Documents

- Faculty spreadsheet
- Budget
- Agenda

• Signature

Choose “Save and 
Continue” to advance to 
the next tab.

Presenter
Presentation Notes
Choose “Save and Continue” to advance to the next tab.
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CME application

Multiple tabs
• Basics
• Planning & Faculty
• Documents

- Faculty spreadsheet
- Budget
- Agenda

• Signature

• Add email address then hit “tab”. 
• Will auto populate name and degree and whether they 

have a disclosure form on file.
• If you add an email address and tab and nothing comes 

up for internal faculty, then it’s the wrong email on file.  
If this happens, hit the red circle to delete.  

• If you add an email address and tab and nothing comes 
up for external faculty, then doing this will make them a 
profile on our system.

Presenter
Presentation Notes

Planning and Faculty 

Add email address then hit “tab”. 
Will auto populate name and degree and whether they have a disclosure form on file.
If you add an email address and tab and nothing comes up for internal faculty, then it’s the wrong email on file.  If this happens, hit the red circle to delete.  
If you add an email address and tab and nothing comes up for external faculty, then doing this will make them a profile on our system.

An automated email will be sent to them informing them that they are a planner of that activity and to fill out the disclosure form (if one is not on file).

Disclosures in application:  once you’ve added your planners and faculty, they receive the automated email, they update their disclosures….for you to see who has updated their disclosure…you need to add an additional person to your list. 
I recommend adding yourself or Sheryl Corey, click tab and the updated disclosures will appear next to the name.  
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CME application

Multiple tabs
• Basics
• Planning & Faculty
• Documents

- Faculty spreadsheet
- Budget
- Agenda

• Signature

To add files to your 
application.

Documents needed:
• Faculty speaker list with disclosure information –

template under “Planner” tab
• Budget – template under “Planner” tab
• Agenda
• Additional supporting documentation for 

application

Presenter
Presentation Notes
These other tabs.
.Gap and Needs, Objective and Outcomes, Educational Design…. Changes to the wording of the application but the general information is still the same.  
We do have some “Yes/No” checkbox questions regarding ACCME criterion but that’s the only new content questions.

Documents/ Files- upload/download ;  The PDF listed are the application sections from each tab.  You can open and save or print out.

To add documents, choose the “upload” with green cross.

Documents needed:
Faculty speaker list with disclosure information
Budget
Agenda
Additional supporting documentation for application


 templates can be found under planner
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CME application

Multiple tabs
• Basics
• Planning & Faculty
• Documents

- Budget
- Faculty spreadsheet
- Agenda

• Signature

Presenter
Presentation Notes
Documents ;  templates can be found under planner
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CME application

Multiple tabs
• Basics
• Planning & Faculty
• Documents

- Faculty spreadsheet
- Budget
- Agenda

• Signature

Presenter
Presentation Notes

Signatures – add as planning committee.



Disclosure Forms



Who should complete the disclosure 
form?

• Course Director(s)

• Planning Committee Member(s)

• Faculty / Presenters



In other words…

anyone who has influence
over the educational 

content of the activity.



Where can I find the disclosure form?

The most direct way to access the disclosure 
form is from the CME website:

www.cme.northwestern.edu





Scroll to the bottom of the home page:



Alternatively, you can share the direct link:

https://northwestern.cloud-cme.com/Form.aspx?FormID=58

https://northwestern.cloud-cme.com/Form.aspx?FormID=58


There’s A Cheat Sheet!

Use the cheat sheet to help your Course Directors, 
Planners and Faculty login and find the disclosure form.

Yes, you can share it with them.









If the person has no relationships to disclose… 

• Click No

• Click Agree, Disagree or N/A for the remaining questions

• Sign and date at the bottom

• Click Submit

• ALL DONE!



But what if they have 
relationships to 

disclose?!?!



Presenter
Presentation Notes
Please note:  definition of a commercial interest as per the ACCME, What is a relevant financial relationship?, must report for yourself AND YOUR SPOUSE/PARTNER



Types of Financial Relationships



Applicable Manufacturer



Relationship Status



More than one relationship?
ADD MORE ROWS!



Once they have added all financial relationships…

• Click Agree, Disagree or N/A for the remaining questions

• Sign and date at the bottom

• Click Submit

• ALL DONE!



Accessing disclosure forms for your activity
From the Home Screen, click on Administration at the bottom of the page: 

Presenter
Presentation Notes
If you do not see the Administration link- contact the CME office to have your access updated.



CLOUD CME Administration Home page



You can now look for any disclosure form either by 
Activity or by the person’s last name.



Searching By Activity
• Begin typing the name of the activity in the box.
• Choose the correct activity from the drop down 

options 
• Click Create Report  (you’ll see a small pop up window indicating 

the progress of loading your report)



Searching By Activity
Once complete, you will be able to download/ print the 
PDFs of all the submitted disclosures associated with 
this activity



Searching By Individual
• Begin typing the person’s last name in the box.
• Choose the correct person from the drop down
• Their disclosure will appear (but only if they completed one!)



Another way to view Faculty and their disclosure is by going to 
Faculty  Faculty Management and searching by Activity.
This will be covered more in depth during our next training.



Any 
Questions?



Recording Attendance



Online Registration Through Cloud CME

Online registration for your activity through 
the Cloud CME portal is a service that the 
Office of Continuing Medical Education can 
now provide (for an additional fee). Please 
ask your CME coordinator for details!

41
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Recording Attendance – An Overview

Attendance can be recorded via the 
Activities  Record Attendance Screen
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Recording Attendance – An Overview

You will now be at the main record 
attendance page:
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Recording Attendance – An Overview
Begin by typing the name of your activity (using 
the unique identifier) to select it from the 
dropdown menu. Click on the activity to select it:



Recording Attendance – An Overview
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The screen will then reload with details specific to your activity and the 
existing roster for the activity:



Recording Attendance - Overview
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NOTE: Both PRA Category 1 ™ and Non-Physician Attendance credits should 
be selected; AAFP will not be an available option.



Recording Attendance – Non-Cloud CME 
Registration
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If registration was NOT done via Cloud CME, there will be no records to 
display, and attendees will need to be added manually. 



Recording Attendance – Adding Non-Cloud CME 
Users

Step 1: Determine if your attendee is 
already in the system by typing in the 
last name under “Lookup & Add 
Existing User”.
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Recording Attendance – Adding Non-Cloud CME 
Users

Step 2: If they are in the system, 
select their name form the drop 
down menu and click “OK”.
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Recording Attendance – Adding Non-Cloud CME 
Users

Step 3:
A second pop-up box will appear 
confirming; click “OK”. The individual 
has now been added to your activity 
attendance roster. 

50



Recording Attendance – Adding Non-Cloud CME 
Users

If they are NOT in the system, add 
new attendee by checking “Add New 
Attendee To System”. You will need 
their first name, last name, degree 
and email address. 

51



Recording Attendance – Adding Non-Cloud CME 
Users

Step 2:
A pop-up box will appear. Enter the 
required information and click 
“Create New Attendee”. 

*For Credit eligibility, you will either 
select AMA PRA Category 1 (MD/DO) 
or Non-Physician Attendance (all 
others).

52



Recording Attendance – Adding Non-Cloud CME 
Users

Your user will now appear on the 
attendance roster, highlighted in 
blue.
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Recording Attendance – Cloud CME Users

Step 1: All attendees must be highlighted in 
blue to complete their evaluation.

You will need to check/highlight the row of the 
attendee  (make sure no one else is highlighted 
as to not change the other learners’ credits).

For those individuals already in the system from online registration through Cloud 
CME, they will NOT be highlighted (see below).  Only those highlighted in blue can 
view the syllabus and evaluation. 
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Recording Attendance – Cloud CME Users

Step 2:  Change the number of credits to 
“0”.

*Please note: If you will not be requiring 
your attendees to complete an evaluation 
in order to get CME credit (i.e., you will be 
entering the credits directly), you can 
leave the number of credits as is – you do 
not need to change to “0”. 

55



Recording Attendance – Cloud CME Users

Step 3: click “Save Attendance”.

56



Recording Attendance – Adding Users

Step 4:
In this example, Mr. Wilkens row will 
turn blue, and his credits will read 
“0”. Once he goes into his evaluation, 
he’ll be able to update the number 
of hours for which he participated.

57
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QUESTIONS?



Evaluations
Can now be done online via Cloud CME!



There are 2 evaluation templates currently available:

• Basic evaluation  (strongly recommended)

- Participants can claim credits and answer 
all the CME required questions

• Extended evaluation

- Same as above plus…
- Includes each presentation & speaker for 

evaluation



• Using the evaluation via Cloud CME is not currently
required…although we strongly recommend it.

• If you wish to use the online evaluation, simply communicate to your 
coordinator which template you want to use and they will set it up for 
you.  
- Using the extended evaluation will require that you first add your 

complete agenda with speakers into Cloud CME.

• Once the eval is connected to your program, you are responsible for 
management, downloading reports, etc.

Things to know:



To access Evaluation Reports start from the 
CLOUD CME administration home page



Search by Activity name



The Chart Results report is the first report you will see:



Next is the Data Report:



Downloaded Data report shows in an Excel 
Spreadsheet:



See who hasn’t completed the evaluation…



…and send them an email!



Change the Full Name field to your name!

This should 
autofill to 
your email

The email 
address cannot 
be changed



Any 
Questions?



CME Offerings  & the future of the CME portal

The Office of CME fees:
• No increase in Application or Administrative fees to FY 2018
• “Per certificate” now “Per participant”

71

Presenter
Presentation Notes
Future offerings-a la carte services & other services
Online registrations through the CME Portal – Chartstring has to go through us.

Fees – stayed the same. $20 pp




CME Offerings  & the future of the CME portal

The Office of CME Offerings:
• Online registrations through the CME Portal
• Grant submission
• Exhibitor management
• Printing of name badges
• Onsite staffing

72

Presenter
Presentation Notes
Future offerings-a la carte services & other services
Online registrations through the CME Portal Chartstring has to go through us.
Grant submission
Exhibitor management
Printing of name badges
Onsite staffing




CME Offerings  & the future of the CME portal

The future:
• Trainings on online syllabus; mobile app; faculty management
• Vendor, Cloud CME, is continually making improvements. 

• Next roll out of updated portal – January 2018

73

Presenter
Presentation Notes
Trainings on online syllabus; mobile app; faculty management
Vendor, Cloud CME, is continually making improvements. 
Next roll out of updated portal – January 2018
Cleaner look and a little more user friendly.  





Thank You!
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