Setting up additional modules under a Parent Activity

7%

5 NATIONWIDE CHILDREN'S

When your child needs a hospital, everything matters.

How to Manage Your Enduring Material:

Step 1:

Once logged
into CloudCME,
Click Activities
then Activity
Manager.

CloudCMESD

& Katie.Moran@nationwidechi
nationwidechildrens

Q

M Dashboard

[Tl Abstracts

B Activities
Activity Grouping
Activity Import
Activity Manager
Application Reviewers
Attendee Certificates
Manage Owners
Online Content / Tests
Record Attendance

RSS Dashiboard
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Step 2:

The activity
manager is where
you’ll enter in your
activity ID or
activity name.

Tip: CloudCME will

CloudCMESD

& Katie.Moran@nationwidechi
nationwidechildrens

@ Activities Manager (1262)

Instructlons: Activity Manager allows you to view and edit

be able to pull up Dashboard -
your activity more T @g Materials Demo 1 (29933)
quickly with the Activities
activity ID.

Content

Email Manager

Exhibitors

Faculty 30046 Safety City - Linden ﬁ
Step 3:

Once you've
entered your
Activity ID or
Activity Name you
will see the
activity dashboard
and to enter the
activity you’ll want
to click the pencil
under the Edit
column.

@ Activities Manager (1)

Instructlons: Activity Manager sliows you to view and edit all activities. To quickly edit an activity, search for the &

Enduring Materials Dema 1(29933) v |® Parents Only @ Start Date 4/4/2022

Activity ID Name Calendar Edit Deactivate

T T T T

29933 Enduring Materials
Demo 1 ®
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Step 4:

You are now
within the activity
under the ‘Setup’
tab

While in this tab,
make sure that the
Activity Format
is listed as
Enduring
Materials.

EventID: 29933

Activity Name: | Enduring Materials Demo 1

Select all that apply*:  Non-Accredited

Type*: Non-Accredited - Enduring Materials =

Delivery Method: | Online

FMV $/Credit Hour: 10

Approval Status:

Activity Format: | Enduring Material

Activity Content Is: | Clinical
Activity Code: | -1
Finance Code:

Attendee Max #: | 10,000

Department:

Step 5:

To add modules to
your activity you
will need to go to
the Children tab
at the bottom.

Setup
Date/Time

Qv

m

TView
Needs Assessment & Barriers
Target Audience
Credits & Sessions (1.00)
Marketing

Budget

Competencies
Clhjectives

Curriculum

Faculty (0)

Agenda (0)

Tests

Evaluation

Registrants (0)

Activity Roles
Publishing

Documents

Motes

Application

Followups

Search Flags

Metrics

C Children
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Step 6:

Once in the
Children tab,
enter the name
of the module

Use the activity
name and then
a colon and the
name of the
module.

Set the start
and end time
for how long
you plan to
keep the
modules open
and available
for.

Select Add
Child.

Instructions: This screen alfows you to create individual child activities for all activity types (RSS, Enduring Courses, etc) an
To create a new child activity, enter the Child Name, Start Date/Time, and End Date/Time. If the child activity should inheri
child.

in the table, check the Roll Child Into Parent box to roll the child activity into the parent activity for the Program Summary
the box unchecked.

Child Name: I
Start Time*: 4/4/2023 %1 [C]
End Time*: 44442023 10¢ ¢}

[ Child should inherit objectives? [ Child should inherit planners? [ child should inherit faculty? O Child should inherit 1

Add Child

Event Name Deactivate Start Date

No records to display.

Instructions: This screen alfows you to create individual child activities for all activity types (RSS, Enduring Courses, etc) an
To create a new child activity, enter the Child Name, Start Date/Time, and End Date/Time. If the child activity should inher
child.

in the table, check the Roll Child Into Parent box to roll the child activity into the parent activity for the Program Summary
the box unchecked.

Start Time*; 4/4/2023 &1 [c]
End Time*: 4/4/202310¢ €]

[ Child should inherit objectives? [ Child should inherit planners? [ child should inherit faculty? O Child should inherit 1

Add Child

Event Name Deactivate Start Date

No records to display.
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Step 8:
Next VOU'” Instructions: This screen allows you to create individual child activities for all activity types (RSS, Enduring Courses, etc) and v
To create a new child activity, enter the Child Name, Start Date/Time, and End Date/Time. If the child activity should inherit ti
want to child.
Cl ICk on the In the table, check the Roll Child Inte Parent box to roll the child activity into the parent activity for the Program Summary Re
Chlld under the box unchecked.
the Fvent Child Name*: [ |
Name box Start Time™: 4/8/2023 9:% e
End Time*: 4/4/202310¢ o
[ child should inherit objectives? [ Child should inherit planners? [ Child should inherit faculty? [ Child should inherit fact
nt Name Deactivate  Start Date
LMS Conference: Test Child 3 ® 4/4/2023 9:12:14 AM
LMS Conference: Test Child 2 ® 4/4/2023 9:11:30 AM
LMS Conference: Test Child 1 ® 4/4/2023 9:10:07 AM
Step 9:
You'll need
. o
to adjust Setup
the credit Date/Time
hours for
that Overview
session. To .
Meeds Assessment & Barmers
get started,
click on the Target Audience
Credit and A
. ions (100)
Sessions
tab in the Marketing
child.
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Step 10:
Select the
type of
credit(s)
the activity

LMS Conference: Test Child 1 Apr 42023 9:10AM

Session Name

LMS Conference: Test Child 1

Session Begins:  4/4/2023 9:10 AM @  Session Ends: 12/31/202310:10 AM ®

Seat Capacity

Dec 312023 10:10AM

Credits

Credit Type

AMA PRA Category 1
Credits™

is approved " w0 | e
Description
fO ran d t h e O 0.00 Tontact Hour(s)
number of B .
a 0.00 AAPA Credit(s)
h ours Room: v
. = 000 APA Credit(s)
designated
fo r th e C 0.00 ACPE Contact Hour(s)
O 0.00 ASWE ACE Credit(s)
module.
a 0.00 IPCE Credit(s)
Make sure a 0.00 ADA CERP Credit
yOU C|0 SO = 000 ABS MOC Part 2
for each e
type that (CDR (Commission on
was C 0.00 Dwetd;uc;leg stration)
Credit(s)
approved, O oo | ey Cona
i.e. ANCC e e
Hours and .
- 0.00 Ethics
also
General
attendance
, etc.

Step 12
Next, go to
the
Objectives
tab and
enter the
speaker
objectives
collected
(learning
outcomes).

Introduction Text

At the conclusion of this activity, learners will be able to:

# Design <> HTML @ Preview

Instructions: Enter up to 20 objectives for this activity. These will be available in the Attendee Portal and in evaluations. Save each set of objectives before switching views.
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Step 11
Under the
Faculty tab,
you can
assign
documents
if needed
OR add
faculty to
the activity
if all
information
has been
previously
collected.

Date/Time

Setup

Faculty Management

Overview

Needs Assessment & Barriers Default Forms [

Target Audience

Email

ign Faculty to: LMS Confel Assign all faculty to a form

Instructions: The faculty fc isted below can.
diick Save, then proceed to the ‘Assign Faculty'tab.

new Faculty automatically, when they are added in the ‘Assign Faculty tab. Check/uncheck the forms as needed. When finished,

Credits & Sessions (100}

Iarketing
Budget
Competencies
Objectives

Curriculum

NO FORMS HAVE BEEN SELECTED. YOU SHOULD CHECK OFF FORMS SUCH AS THE DISCLOSURE & CLICK SAVE, BEFORE ADDING FACULTY.
[JForm ID# 15 - Audio Visual Requirements [JForm ID# 16 - Availability

[JForm ID# 18 - Hotel Housing Form [JForm ID# 19 - Presentation Release Form

[JForm ID# 21 - Travel Profile Form

[JForm ID# 23 - Upload Faculty Bio

[JForm ID# 39 - Upload Presentation Files

[JForm ID# 20 - Topic Suggestion Form
[JForm ID# 22 - Upload Curriculum Vitae
[JForm ID# 24 - Upload Photo

[JForm ID# 44 - Speaker Credentials and Agreement []Form ID# 2051 - Disclosure of Financial Relationships
[JForm ID& 4041 - Speaker Consent Agreement

Agenda (0)

Evaluation

Registrants (0}

Faculty will have access to the portal for this activity until: | 4/4/2023 91 [c]

Tests

T

If you select any forms make sure to click ‘Save’.

Step 12:
To assign
faculty to
the event
you will
enter their
name (last
name first)
in the Add
Faculty
Already in
CloudCME
box.

If they do
not have a
CloudCME
account
you can
add them
by selecting
Add New
Faculty not
in
CloudCME.

Faculty Management

View/Assign Facuty to: LMS Conference

You can add facusty by type ok
ot Jater 0 the Ema¥ tab, select thei 10w, then chck 2he Ema tad.

& When faculty are added to this activity, create a complimentary registration for them
v I Add Now Facaly ot in ClosdCHE

0 Faculty assigned to LMS Conference: Test Child 1 - Starts: Tuesday, April 4, 2023, Ends:Sunday,

Preview Faculty List

I Add Faculty Already in CloudCME

Optional Facuity Information. information entered into this box will appear above the faculty list You can
online and enduring materials, where you are not buliding an agenda. you should add your faculty here it

Mo records to dispiay
Faculty Management

View/Assign Faculty to: LMS Conference:  EuPISREIED

Instructions. You can add facufty by P -
ct ot Jater 0 the Ema¥ tab, select thei 10w, then chck 2he Ema tad.

& When faculty are added to this activity, create a complimentary registration for them

Add Faculty Already in CloudCME .

0 Faculty assigned to LMS Conference: Test Child 1 - Starts: Tuesday, April 4, 2023, Ends:Sunday,

Preview Faculty List

Optional Facuity Information. Information entered into this box will appear above the faculty list You can
online and enduring materials, where you are not buiiding an agenda. you should add your faculty here it

Mo records to disptay
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Step 13:
When you
y Faculty Management
enter last
name fl rSt, Default Forms View/Assign Faculty to: LMS Conference: Email Assign all faculty to a form
b Instructions: You can add faculty by typing a few letters of their last name in the faculty lookup fieid below and then selecting them from the list To edit
e S u re selact a faculty member to receive an emall that you can compose later on the 'Email’ tab, select thair row, then click the Email' tab.

that you

®/\When faculty are added to this activity, create a complimentary registration for them
are
selecting Add Faculty Already in CloudCME | Moran, v Add New Faculty not in CloudCME

Moran, Katie (83430) Katie Moran@nationwidechildrens.or

the correct 50 an ’

0 Faculty assigned to LMS Con Vicran, Raylee yleemarangginniynealin.com unday, Decen
pe rson an d Moran, Kimberly (76024) Kimberly Moran@nationwidechildrens.org
ve rlfyl ng Preview Faculty List Maran, Kristin (56403) kristin. moran@nationwidechildrens.org

Marand, Kenneth (87247) kmorand@cincytechusa com

the correCt Op!ional Faculty ]nfcrmal\qn: Info vou can list out
emall online and enduring materials. wr ty here instead
address
a SSOCi ated Save Faculty Information
with the
user.
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Step 14:
Once you've
selected the
participant,
you will see
the name
populate in
the box
below.

Email

Faculty tor LMS Conference:

Assign all fac

me in the faculty fookup. then sefecting them from the list. To edit the facuity member's assigned forms, profile or add 2 photo, double-click their row to dispizy 2 pop up window whe
on the Email'tab, select their row then click the Email'tab.

instructions: You an aod faculty by typing a few letters
selecta that

= When faculty are added to this activity, create a complimentary registration for them
‘Add New Faculty not in CloudCME

0 Faculty assigned to LMS Conference: Test Child 1 - Starts:Tuesday, April 4, 2023, Ends:Sunday, D

Preview Facuy List

Optional Faculty Information: Information entered into this box will appear above the faculty list. You can list out course directors and other faculty who need to be listed with prominence, by adding
online and enduring materials, where you are not building an agenda, you should add your faculty here instead

Add Faculty Already in CloudCME | Moran, Katie (83 +

- Internet

31, 2023, Type:Non-A ited -

Save Facully Information
B export X1 | @) savelayout | 2B ResetGria | 'O ResetSearch

chude | Non-
Facully Last Name Activity Activity Date From ical | Disclosure Disclosure Date:
Eval cceplion
T T T T T T T T

Katie Moran, BS LMS Conference: Test Nothing fo disclose -
I U s Moran child 1 a0z o 04/03/2023 PDE 30z I
Step 15: Setup Instructions: Store any documents related to the activ
T d d Date/Time _ .
Oa Zip & Download All | Collect Disclosures
Overview

documents
or handouts
to the
event, click
into the
‘Documents’
tab

Then click ‘+
Upload'.

Needs Assessment & Barriers

4 r | ®|(Q =m| X

Target Audignce
Jassets/nationwidechildrens/activities/30049
S0

im Disclosures

Credits & Sessions (100)
Marketing

Budget Filename

Competencies im Disclosures
Objectives
Curriculum
Faculty (1)

)

Tests

Agenda (|

Evaluation
Registrants (0)

Activity Roles

Publishing
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Step 16:
For people e

Date/Time

Instructions: The checkboxes below are related to activating various features of the activity along with giving the ability to make the course featured.

Publishing Options

to register o
f0r the Needs Assessment & Barriers O Registration Form Active Event Active O publish Agenda/syllabus D Featured O internal only U Hide from Search Engines View in AP

ns (100)

event, you
need to Marketing
Budget

make sure
o select o
ShOW in Faculty (1)
Agenda (1)
AP ' Tests

Registrants (0)

This can be
located
within the
Publishing
tab

Questions? Contact us at IPCE@nationwidechildrens.org
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