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How to Manage Your Enduring Material: 

Setting up additional modules under a Parent Activity 

Step 1: 
Once logged 
into CloudCME, 

Click Activities 

then Activity 
Manager. 
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Step 2: 
The activity 
manager is where 
you’ll enter in your 
activity ID or 
activity name.  
 
Tip: CloudCME will 
be able to pull up 
your activity more 
quickly with the 
activity ID. 

 

 
 

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.  
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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. 

 

 
 

 

Step 5: 
To add modules to 
your activity you 
will need to go to 

the Children tab 
at the bottom. 
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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. 
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Step 8: 
Next you’ll 
want to 
click on the 
child under 
the Event 
Name box 

 

 
 

Step 9: 
You’ll need 
to adjust 
the credit 
hours for 
that 
session. To 
get started,  
click on the 

Credit and 
Sessions 
tab in the 
child. 
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Step 10:  
Select the 
type of 
credit(s) 
the activity 
is approved 
for and the 
number of 
hours 
designated 
for the 
module.   
 
Make sure 
you do so 
for each 
type that 
was 
approved, 
i.e. ANCC 
Hours and 
also 
General 
attendance
, etc. 
 
 

 

 
 

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

 

 
 
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. 
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Step 13: 
When you 
enter last 
name first, 
be sure 
that you 
are 
selecting 
the correct 
person and 
verifying 
the correct 
email 
address 
associated 
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. 

 
 

Step 15:  
To add 
documents 
or handouts 
to the 
event, click 
into the 
‘Documents’ 
tab 
 
Then click ‘+ 
Upload’. 
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Step 16: 
For people 
to register 
for the 
event, you 
need to 
make sure 
to select 
Show in 
AP. 
 
This can be 
located 
within the 
Publishing 
tab 

 

 

Questions? Contact us at IPCE@nationwidechildrens.org 
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