Coonrdinator’s Choice

CME TRACKER

Tutorial

Objective: Adding/Changing Credit Eligibility in the Events Tab

Scenario:

The Event you have previously Credited has changed from 1 Credit

to 2 Credits and you want to change credit for the Event and Attendees.

Step 1: Click on the Events Tab. Enter the Event that you want to change

Credit. (Eig. A)

H CME TRACKER Yowr Hespial - [EVENTS]
Fim Fdt FBecord Took Help

ENE L T LR

Firudd Ewas J E Ewwnt i

~ -

Cimid Eagibiiiy
Hadged Tapn = Edti Houms » | 0L

ARE PRA Cabagary 1 100 =

Moy @il Blas AHend

Tasgal dashair g
Frastioieg Frinss L Frasdisss
Samen Trze
P b e
T vt oo fipnilai Lol
Halad Jopaefe =

Famn N

=| |Suzmen

S | H

Evest ays =

¥ Appraid
{7 Canvabad
7 Cishrids

y (7 Eripetad a ['-, i

Falilmgling
¥ Pabian

U I T A O R A

s i - = Depwimant

= | Intensl Wk

Frsnpa i fulm
Sk b

[T
ot )

Tima
MMad =
Foasnmi
B |Cond Foon
Fowark i ar f

[ T

Hal okl
40 (1

s

O Hsra
0 Campheis
leduruplnly

reecs | mmveiue | eeesses | Tooo

nenera |

| T |




Coonrdinator’s Choice

cME TRACIER | Tutorial

Step 2: Click on the Category to Highlight. Click on Edit Hours. Click on 2.00
from the popup menu. (Eig. B)
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Note: This procedure applies only if ALL Registrations have been credited
previously for the full amount of Credits. If all Registrants are not credited,
you may wish to “FLAG” the non-credited Registrants. See: TIP Marking
Registrations for Registrants with no Credit.

Step 3: Click on the Register Tab. Click on the Roster Tab. Click on No Credit
All. CONFIRM REMOVE ALL CREDITS will pop up. Click on YES. (Eig.C)
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Step 4: Click on Credit All. (So all attendees will be awarded the full amount
of Credit.) (Eig.D)
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Result: People previously Credited with 1 credit at an Event now are Credited
with 2. To view, Click on the Register Tab. Click on the Printer Icon. Highlight
Attendee List with Credit. Click on the Magnifying Glass Icon.

(Eig. E)
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