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• Who does this affect?
– Any CloudCME user who accesses the RSS Dashboard

• What is happening?
– CloudCME is updating the RSS Dashboard

• When is this happening?
– February 10th, between 6p and 10p
– Assured there will be no downtime

• Why is this happening?
– More organized and streamlined layout
– Easier review of all child session data
– Faster (!!!!!!!!)

• How do I access it?
– Optimized for Chrome

Dashboard Changes 
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What Is NOT Changing?

• The 5-day Rule is NOT changing
 Completed disclosures and mitigations must be received 5+ 

business days before an activity

• Cannot guarantee approval of child activities 
submitted with less than 5 days’ notice
 Email the whole team at ContinuingEd@hhchealth.org directly 

with any last minute changes
 Do NOT assume we will see any last minute changes or additions

 Include the parent name and child date/code in ALL emails

mailto:ContinuingEd@hhchealth.org
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Old Dashboard View



February 23, 2022Confidential and Proprietary Information 5

New Dashboard View



Set Search Parameters in the Dashboard

Find your programs easier
1. Check Parents Only (search through less activities)

2. Enter part of your activity name or the parent code
3. Edit Date Range as needed (defaults to next month)

4. Click “Search”
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1. Update the title 
• REMOVE the entire placeholder title 
• REPLACE with specific topic or title of this child
 Transcript shows more comprehensive view of educational activity
 Topic change NOT required for case based conferences/committee learning

2. Add/update learning objectives
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Required Information for Each Child (1)
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Required Information for Each Child (2)

3. Enter Faculty 
• ALL faculty must be listed
• All faculty must have a current disclosure on file

o Must be current as of the date of the child
o Disclosures expire after one year
o Exceptions determined by the CE team and topic of education

Must be checked



Child Status Definitions

Child is 
missing 

something 

Check  
speakers, 

disclosures, 
title (topic), 
& learning 
objectives

Disclosures 
complete, no 

potential 
conflicts 
reported

May need 
title and 

objectives 
updatedbefor
e review and 

approval 

Child is fully 
approved

Event code is 
now active 
and can be 

shared

Do NOT share 
this code if 
the child is 
any other 

status

Child rejected

Contact CE 
for further 
instructions

Disclosure 
incomplete or 
has disclosed 
conflicts that 

need 
mitigation

Remind 
faculty to 
complete 

disclosure OR 
initiate 

Mitigation 
Process
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Missing Speaker Disclosures
• Most frequent cause of delay in activity approval

– Enter your speakers AS SOON AS you know them, even if you don’t have their title

• AC should check the dashboard regularly to ensure disclosures are 
complete
– CE no longer contacts faculty for missing disclosures unless AC’s requests are being 

ignored
– Email faculty directly from the Dashboard OR via your Outlook

• CE does not review a child until all disclosures are complete

• Child remains in INCOMPLETE until all disclosures are complete
– Child moves to IN REVIEW when there are disclosures that need mitigation
– Child moves to PENDING when disclosures are complete AND mitigated (if needed)

• Activity Coordinators are encouraged to initiate the mitigation 
process to speed up approval
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Search for a Disclosure

1. From the main Application 
page, click “Find 
Disclosures”

2. Enter first and last name

– Be cognizant of spelling, 
spacing, and punctuation

• Also shows if a person has 
1+ accounts

On the main 
Application 

page



Duplicate Accounts
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• 2nd most frequent reason for delay in session approval

• Don’t assume a person’s CloudCME account is under the email at which your 
department normally contacts them

• If a faculty member is taking more than 1 week to complete their disclosure, try to 
add them as faculty again … many don’t read the instructions and create a new 
account, and they will appear in the dropdown list under both accounts

• Before creating an account for a person, confirm they don’t already have an account

o Try to add them to the child session under Faculty

• If you note a person has more than 1 account, email each of the accounts asking 
which they prefer to use for CME purposes

– Copy ContinuingEd@hhchealth.org on the email

– When they respond, we can merge the accounts

mailto:ContinuingEd@hhchealth.org


Add A Member
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1. Click Membership option 
on left menu bar

2. Click Add a Member
3. Enter: 

 First Name
 Last Name
 Degree (NA if unknown)
 Profession
 Email 
 Confirm Email 
 Password (anything – no 

one ever sees it)

4. Click Save
5. Cloud sends an automated 

email with log in 
instructions

CloudCME Membership

Complete ALL sections with a 
red star
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Current Process
1.CE sees in the RSS Dashboard that a speaker or planner has a 

disclosure

2.CE sends the disclosures, flowchart, and Mitigation form to Course 
Director and Activity Coordinator

3.Course Director mitigates the disclosures and the form is returned 
to CE

4.Activity is approved

5.CE sends the Activity Coordinator slides for THAT child only

Mitigation of Conflicts of Interest
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Future Process*

– Same as current OR you can self-initiate the Mitigation Process 
immediately upon noting there is a potential COI 

1. Access Flowchart and Mitigation form on our Tools & Resources page under 
“Planners and Directors”

2. Access Disclosure information under Disclosures and COI Status column in 
the Dashboard 

3. Send Disclosure, Flowchart, and Mitigation form to your Activity Director

4. Return completed form to ContinuingEd@hhchealth.org

– CE will continue to provide slides for children where a conflict was mitigated

*Allows for faster mitigation and approval of child

Mitigation of Conflicts of Interest

mailto:ContinuingEd@hhchealth.org


Mitigation Forms (on Tools & Resources page) 
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Review of Mitigation FormMitigation Flow Chart



Personalize Your Dashboard

Recommended KEEP Columns

– Status

– Details

– Topics

– Faculty

– Presentations & COI

– Planners

Recommended DELETE Columns

– QR Code (we don’t use QR codes)

– Targeted Audience

– Owners

1. Right click blue bar to add/delete columns
2. Drag and drop the columns into order
3. Click “Save Layout” 



Cancel a Session
• Click the red garbage can
• Enter a reason

Change Date/Time
• Click on the pencil icon or 

the topic link
• Edit in the Activity Editor 
• Do NOT use the calendar 

icon

Change Child Date / Cancel Child

X



Updating Flyers (1)

WHY?
• Update Zoom or VMR info so 

learners can find your program 
• Add a speaker bio or update their title
• Condense into one page

HOW?
1.Click on paper icon in the topic column
2.Download the Cloud-generated flyer 
3.Edit the flyer in Word

• If creating your own flyer, you MUST use the 
Disclosure and Accreditation Language 
verbatim on your new flyer

1

2



Updating Flyers (2)

HOW?
4. Save updated flyer
5. Upload new flyer to Cloud
6. Submit new version to Cloud

The updated flyer, with the live 
location or virtual link, will now be 
accessible to any person who clicks 

on the activity in the Attendee Portal

5

6
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1. Event Code Slide

• Enter individual event code on this slide for learners to text in 
their attendance

• Used for every activity

2. Evaluation Slide 

• Used only if there is an evaluation required for the activity

3. Financial Disclosure Slide

• Used for every activity

Mandatory Activity Slides 



Event Code Slide



Evaluation Slides

Slide 1 (has step 4) Slide 2 (if evaluation required)



Disclosure Slides

o Slides are activity specific
• Slide layout will change depending on what 

category of activity
 Top – didactic education with mitigation
 Middle – case based education or committee 

learning with mitigation
 Bottom – didactic education with no disclosure

• Slide template provided to planners of parent activity 
upon approval of parent

o Use these slides for every child unless 
there is a conflict that needs mitigation
• EXCEPTION: CE will send new slides for each 

child needing a disclosure mitigated

o Use of incorrect disclosure slide puts 
accreditation at risk for system

o Contact ContinuingEd@hhchealth.org with any 
questions

mailto:ContinuingEd@hhchealth.org
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• Sharing slides
1. At the beginning of each session

2. At the end of each session

3. Enter the event code in the chat room during the session
 TIP: Train your participants to look in the chat room if they are late

• Do NOT add the event code to any agenda or email to 
invitees
–Participants MUST be present in the activity to get the code

• If participants miss the texting window, email us

Sharing Slides and Codes



Mobile Application
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Benefits
– Use any smartphone or tablet
– Access the calendar, evaluations, transcripts, 

certificates, register for an activity
– Audience Response System for polling

Challenges
– Creates problems when learners attend a program 

that does require an evaluation 
• Allows learners to bypass all required evaluations
• Discourage use of mobile app to record 

attendance
– Learners can not take post-activity tests via the app

Mobile App Code: hhchealth


