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Overview and Deadlines

Beginning January 1, 2022

e All faculty disclosure forms are required to be completed and linked to the event no later
than 10 business days prior to the event.
o If our office requests the presentation for review, the finalized version of the presentation
should be uploaded no later than 5 business days prior to the meeting.
o If changes to the presentation are needed, they should be uploaded no later than 3
business days prior.

If you have not yet had the opportunity to review the new disclosure process, the following links will
prove helpful:

e S|l Disclosure Training PPT
e Sl Disclosure FAQ PPT
e Sll Sample Faculty Letter



https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Fvumc.box.com%2Fs%2Fep2njiml24or8pa53wnhzbkqt3kizcyj&data=04%7C01%7Csarah.krentz%40vumc.org%7C700fb575780d438c084208d9e4d127ad%7Cef57503014244ed8b83c12c533d879ab%7C0%7C0%7C637792409233277866%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000&sdata=%2F6o0Wp9UwEpX4RScDuhxOKi5uepMiVnHkBI9to7bHtw%3D&reserved=0
https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Fvumc.box.com%2Fs%2Fcik3w9zj61ushymg8n8teo09hv9cz5hn&data=04%7C01%7Csarah.krentz%40vumc.org%7C700fb575780d438c084208d9e4d127ad%7Cef57503014244ed8b83c12c533d879ab%7C0%7C0%7C637792409233277866%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000&sdata=MOUnHUR0t10TY%2Fk%2BnP8NTQvXUkGIBQXXy74jOpkrQOI%3D&reserved=0
https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Fvumc.box.com%2Fs%2F6j1dl5ik0klp5hlz579ntifnoatam950&data=04%7C01%7Csarah.krentz%40vumc.org%7C700fb575780d438c084208d9e4d127ad%7Cef57503014244ed8b83c12c533d879ab%7C0%7C0%7C637792409233277866%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000&sdata=lxdQE9NNavTZgjyJ%2Fv55yXYDh%2BMavFERtUZPKLN2JxM%3D&reserved=0

1. Log in to vumc.cloud-cme.com
e be sure you are using Google Chrome; the system will malfunction in other browsers
e click on “Sign In” in the upper left corner
e select either “VUMC Faculty and Staff” or “Non-Vanderbilt University Medical Center”
e enter your email and password, then click on “Login”

2. To access data about your course, click on the word, “Administration,” in the lower left corner.
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3. An administrative menu will appear on the left side of the screen. (For this and all screens, please
give the system time to load the page.)
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4. To view the status of disclosures for your course faculty click on Faculty then on Faculty
Management. A blank field will appear. Begin entering the title of your course; based on what you enter
the system will populate the field or give you a selection of titles from which to choose.

CloudCMESD € CMEOwner,BS @ Help [ View AP

Select Event Default Forms Faculty Email Assign all faculty to a form

Faculty

Instructions: Sefect an activity from the drop down list below to begin,
Membership
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41st Annual Vanderbilt Otolaryngology Symposium

From the page that appears, you may:
e add faculty (speakers, panelists, moderators, etc.)
e export the report to Excel
e sort or filter the list by any of the headings in the blue bar
e view the status of a faculty disclosure form
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Select Event Default Forms View/Assign Faculty to 41st Annual Vanderbilt Otolaryngology Symposium - -1 Email Assign all faculty to a form

Instructions: You can add faculty by typing 2 few letters of their last name in the faculty lookup field below and then selecting them from the list. To edit the facuity member's assigned forms, profile or add a phoro, double-click their row to display
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5. To view a variety of reports, click on Reports.

CloudCMVMESD &) CMEOwner,BS @ Help [ View AP

Home
Instructions: Your available reports are listed below.

Activities

Reports

Attendance by Session Credits Disclosures
Contact Support

Evaluations Transcripts

You must enter the title or texting code of a course to generate a report. Begin entering the title or the
full texting code of your course. Based on what you enter the system will populate the field or give you
a selection of titles from which to choose.

To see attendance for a course click on Reports then Credits:
e check the dates
e enter the course title or texting code
e click Run Report
e sort the data by clicking on any field heading
e the report you generate may be exported to Excel
e to see data on a specific user, enter the name of a specific user in the User field, then click Run
Report

@

Instructions: The Credits report displays the continuing education credits awarded to users for an activity over a specified date range. Select an activity, date range, or user. S
additional filters as needed. Then click Run Report.
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NOTE: the Disclosure option on the Reports page will generate a PDF for a selected speaker (if an
individual’s name is entered) or all speakers for an Activity (if an activity title is entered). Use this option
judiciously! The better option is to use the Faculty menu (see 4 above).

CloudCMED & CMEOwner,BS @ Help [ ViewAP

Instructions: Select an activity from the drop down list. Alternately, you can look up an individual by last name and if a disclosure has been submitted, it will display in the report. The report may take a
minute to create. Please be patient. When finished you can export the report to several formats including PDF.
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Disclosure of Relevant Financial Relationships for Continuing Professional Education

As a provider approved by the Accreditation Council for Continuing Medical Education (ACCME), The Office of Continuing
Medical Education (OCME) requires written, signed disclosure of the existence of relevant financial relationships with industry
from any individual in a position to control the content of a CME/CE activity sponsored by OCME. Individuals who refuse to
disclose relevant financial relationships or refuse to attest to the statements at the end of this form will be disqualified from all
aspects of associated CME/CE activities.

Please complete the information below, and then scroll to the bottom of the screen and click Submit. Required fields are
indicated with an asterisk (*) and must be completed, the form cannot be submitted without an answer.

Nanette Bahlinger

6. To exit the system, click on your name in the upper left of the screen.

CloudCMESD @ Help L viewAp

o[



Assisting Your Learners
SMS Texting for Attendance

These instructions assume that your users have an active account in CloudCME®. If they do not have an
account, instruct them to click Sign In then the appropriate VUMC or non-VUMC button to begin a
profile.

Learners must pair their mobile device with their profile (one time)

First, a learner must pair their mobile phone to your account. They should text their email address,
exactly as it appears in their profile to 855-776-6263. They will receive a message that looks like the one
below. This is a one-time operation.

Thank You s ]
your phone number has been
updated to: 615

Text an Activity ID to the system

To record your attendance to an activity, text the activity ID that has been provided for your activity to
855-776-6263. You will receive a message back that verifies your activity attendance has been recorded.

Thank you i | B
we have recorded your
attendance for Test Course.

& | Send
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NOTE: You can only record attendance once to an activity. If you try to record your attendance an
additional time, you will receive the following message.

Thank you s S mm =
however your attendance for

Test Course has already been
recorded.

Credit awarding is instant and users can login to the attendee portal, click the My CE\My CME button,
then select transcripts, and view the activity, credit and date on their transcript. They can download or
email that transcript to anyone themselves.



