Coonrdinator’s Choice

CME TRACKER

Tutorial

Objective: Adjusting Credits Awarded to an Individual

Scenario: You have an individual that attended only part of an Event and you
would like to adjust the Credit accordingly. There are 2 ways to do this: from

the Register tab and from the People tab.

Method: From the Register tab

Step 1: Find the Event in which you want to change the Person’s credit. Click
on the Roster tab. (Fig. A)
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Step 2: Click on the black triangle located in the Adj column for the person
whose Credit you want to adjust. (Eig. B)
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Step 3: The Adjust Credit Hours popup appears. Enter the new amount of
hours. Click on Adjust. (Eig. C)
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Result: The Person’s Credit hours for this Event are now changed to reflect
the new amount. Click on Close. (Eig. D)
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Method: From the People tab

Step 1: Find the Person you would like to change Credits for. Click on the
Credits tab. (Fig. E)
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Step 2: Click on the black triangle located in the Adj column for the Event
that you want to adjust Credit. (Eig. F)

BB CME TRACKER Youwr Hespital - [PEOPLE]
Ein Ede Becord ook Help

(@i Bmau Ry KLY X $ T B DT 3

Fobil okl Heww. B0
Fuofl ARehd i Dale POV Lan ARsnddrea Date: QQeQdDe Len Perdad
CERDIT LISTIHG

el Fioaam ammen D Esarl Dain
i LN

2m L 3 Q2

[ Pt B vmrt 208 Al

Pesson, Tos C [1006]
= &

EsariHars

Tadt Evanl iz el




Coonrdinator’s Choice

cME TRACIER | Tutorial

Step 3: The Adjust Credit Hours popup appears. Enter the new amount of
hours. Click on Adjust. (Eig. G)
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Result: The Person’s Credit hours for this Event are now changed to reflect
the new Amount. Click on Close. (Eig. H)
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