How to Create a
Session

FOR YOUR REGULARLY SCHEDULED
SERIES

BU




Logging In

1.Log in to the CME homepage by navigating to cme.bu.edu. OR,
click here.
2.Click on the upper-right log in button

& login C[>Register ™

 flv linkeg
Ql Hub SHIELD

NOTE: For BU and BMC email addresses, you will be able to log in

using your already existing credentials.

For all other email addresses, register an account.

Log in / Create account

Fleasa select an account type.

o . For all non BLU or BMC affiliated individual
BUSM CME Logln Logln = S SEIEiCnS
If you hawe a Boston University Email For all cthers, login here /

. . . e

1f you hawe a Bestan Medical Center Ema:
Croste frw scoount »

Login for BMC users » . [MC



https://cme.bu.edu/login?destination=homepage

Accessing your Series

1.After logging in, navigate and click on “My Account” in the upper
right corner

Al & My account (#logout ™
I

£l linkag
ut Us Help Ql Hub SHIELD

After clicking on “My Account,” scroll down and click on your respective

series under “Series” that you would like to add a session to.*.

After clicking on the series title, you will now be on the series level.

*IF YOUR SERIES IS NOT LISTED, EMAIL CMERSS@BU.EDU

Specialty Boards:

If you wish to have your maintenance of certification credits reported

Series -

« AP Series

s Test Serips 3 AP




Creating a Session

2. On the series level, navigate to “Add content,” then click “Session”

Any section with a red asterisk is required information to create a session

Features )
Series date:
":‘H i 01/01/2022 - 12:00pm EST to 12/31/2022 - 1:00pm E:

Prirmary Target Asdience:

Add content

Department of Surgery Faculty, mid-bevel providers, surgery resid
Session
Overall Obyective
Admin
Echt Ser 1) Discuss clinical topics and research topics
F-.. i 2) Discuss the core competencies
i 3) Identify areas of further study
Members

Grown dashboard

3. Under “Title & description,” enter in the title of the session.

4, Body Section

GRAND ROUNDS SESSIONS ONLY: SEE TEMPLATE BELOW FOR THE
“BODY” SECTION. PLEASE COPY AND PASTE IT INTO THE BODY SECTION.

ADJUST INFORMATION AS NEEDED

For M&Ms, Tumor Boards, and Case Conferences, proceed to next step.

Create Session |
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Creating a Session

NOTE: THE TEMPLATE BELOW FOR THE "BODY" SECTION IS FOR
GCRAND ROUNDS SESSIONS ONLY. ALL OTHER ACTIVITIES MAY
PROCEED TO THE NEXT PAGE.

Session Learning Objectives:
1. [INSERT]

2. [INSERT]

3. [INSERT]

Session Faculty:

*Use only one from below*

If nothing_to disclose:

[Insert Full Namel, [Insert Credentiall, Presenter, has no relevant

financial relationships to disclose.

If something to disclose:

[Insert Full Name], [Insert Credentiall, Presenter, receives
grant/research support from XX; is a consultant for XX; serves on the
Speakers Bureau for XX; is a major stockholder in XX.

Example:
If nothing_to disclose:

Susan Williamson, MD, Presenter, has no relevant financial
relationships to disclose.

If something_to disclose:
Susan Williamson, MD, Presenter, is a consultant for BioHubspot
Center.



Creating a Session

5. Under “Time & place,” include the date and time range for the session.

Include the location. This is MANDATORY, even though there's no
asterick.

Cre_gta Session

Tt & cecripiion * B Live
T & place * anl
Sassion B "

Coursn seltings

Credit sefings
Bo:®
Weorkdow Dale * Time * Duae * Tama *
Publishing - r . o
MAN0Z2 1 00am MNAE2 1008w
ARnchrwnks

Session location. If the meeting is virtual, note "Zoom” or the zoom link.

Location name P oe
Bosion Unrvorsily School of Medoine

Sirest

Additanal




Creating a Session

5. Under “Course Settings” DO NOT ADJUST ANY EXISTING
SETTINGS. LEAVE AS IS. Ensure that “show on calendar” is NOT

selected/checked

6. Under "Credit Settings," follow the following steps:

AMA PRA Category 1 Credit

a.Ensure that the credit is active, and enter the number of
credits for the session under “Max.”
b.Enter in the same amount under child credits if they apply

to the session
1HOUR =1CREDIT|1/2 HOUR = .5 CREDIT
Next, scroll down to Participation Credit
a.Ensure that the credit is active, and enter the same number

of credits for the session under “Max.”

Ensure all information is correct. At the bottom of the page, press
“Save” to create your session.



Creating a Session

5. Under “Attachments," please include the disclosure form for the

speaker of the activity.

View Edit Enmlmonts  Workflow Fominders  Facully Couseoufine Cousomports  Rowisions  Repeal this session

s tima fir 2 socurity chascke, Plodsa ravirs vour administrative usnns and disabls any unussd sooounts

Titko & description *
Tima & place * File attachments
Course soltings Add a new file
F s I35 Man 1 OB
Credit sattings. E frt oo docx xis Kisx paf ppt PRt pps ppsx odt ods odp
Wakficw Choose File | No file chosen Upload

Publishing

Under Attachments, click "Choose File" and select the disclosure
form PDF.

Then, press "Upload."

Title & description *
File attachments

Time & place *
Course settings add a new file
wan 1 GB
Credit setfings = |pa jpeg gif png txt doc docx xis xisx pdl ppt ppix pps ppsx odt ods odp

Workflow Choase File | No file chasen Upload

Publishing

Attachments

Ensure all information is correct. At the bottom of the page, press
“Save” to create your session.



Submitting your Session

10. Navigate to the "Edit" tab, and then "Workflow." change the
target state to “Needs review” and then press "Save.”

View Edit Enroliments Reminders Course outline Coursereporis Repeat this session

« This course has no required course objects. Leamers will be immediately complete upon enroliment

Title & description *
Target state

Time & place *
O New
C i —
T I I ® Needs review I 2
1 ChodR Souibgs Workflow comment
I Workflow I A comment to put in the workflow log
Publishing
Attachments




Email Updates

If feedback is given on your submitted session, you will be notified
via email with any updates that will require submission.

Your activity titled Multidisciplinary Thoracic Oncology Conference 2022: TEST needs your feedback.

& External images ane now more sacure. and shown by default. Change in Settings

Your activity titled Multidiscipiinary Thorackc Oncolegy Conference 2022 TEST needs the following changes/decuments in order for us to complete the approval process.
Comment (Ahmad A Perez) Tes! feadback

Phease contact us at shmadpi@bu edu if yo;hawe Yy GUestons of CONCHMS

Once your session is approved, you will also be notified via email.
You will be able to access the provided activity code for
participants to claim credit with by clicking on the hyperlinked
title of your session on the email.

Your activity titled Multidisciplinary Thoracic Oncology Conference 2022: TEST has been approved!
L2

-

“Vous ectivity Wtked Mulidiscipinary Tharack: Oncokigy Gonferessce 2022 TLAT has been approved! Remember 10 provide the paricipants wih smatent snilment code 5o hat Shey can sutpmatically recerd thee
attgertancy aoed clam cracs

Comament (Ahmad A Parsz) /




That's it!

You've successfully
created and
submitted a session
for review.

The CME department will now review
your session.

After your session is approved, you will
receive an automated email and the
activity code will be available for viewing
under the “Enrollments” tab or on the
home page of the session.




