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How To: Finalize and Publish your Activity’s Information Page  

This guide will walk you through how to add information for your activity’s landing page in CloudCME. 
We will start in the Overview Tab: 

 

Step 1: 
In the overview tab 
you can add a Synopsis 
and/or Description that 
will appear on the 
event page that you 
are creating. 

 
Annual Reporting 
Description: this 
information won’t 
appear on the event 
page, but will 
appear in 
accreditation 
reports.   
 
Gap Analysis:  
You can add 
information on how 
this activity will 
address known skill 
gaps and/or what 
those gaps are.  
 
After all content is 
added, scroll to the 
bottom of the page, 

and click Save. The 
button may also 
appear as Update. 

 

 

 

 
  



 

2 | P a g e  
 

We will now move over to the Marketing tab.  Here, we will add more specific 
instructions that participants may need to know about the activity.  

 

 
Click the Marketing tab 
 
Within the marketing 
tab you have options to 
add additional 
information to the 
page. 
 
To upload a marketing 
image to associate with 
the event, you can 
upload through Banner 
2 image 
 
  
In the textboxes, you 
can add instructions for 
participants on how to 
register for the event, 
where to find hotel 
information, or 
information on 
sponsors or 
commercial support 
providers for the event.  
 
 
Once done adding 
content scroll to the 
bottom of the page 
and click Update 
 

 

 

One thing to mention in this section is the Vanity URL. 
You can use this to individualize the link being used for the event 

You want to keep it short (ex. BIM2023). When you use the full link this is what it would look like 

https://nationwidechildrens.cloud-cme.com/BIM2023 
 

 
 

  

https://nationwidechildrens.cloud-cme.com/BIM2023
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We will now move into the Publishing Tab to make our information page live:  
 

 
Click the Publishing tab  
Check the Show in AP 
checkbox 
Click Update 
 
“Show in AP” will make 
the activity viewable to 
registrants too.  
“View in AP” will show 
you what your page 
will look like without 
making it active. 
AP = Attendee Portal 

 

 

 
 

Here’s an example of what a fully set up information page may look like: 

 
 

Please reach out to us at IPCE@nationwidechildrens.org if you have questions. 

mailto:IPCE@nationwidechildrens.org
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