CMEVW EBTRACKER™

Portal fo pour CE Offica

Tutorial

Objective: Customizing User Defined Fields in CME WEB Tracker and

changing the Name of the User Defined fields to Track information specific to
your Institution.

Note: The steps are the same for user defined fields in the People, Events or
Register section. The example below is done in the People section.

Step 1: In the People section
a. Click the General tab.
b. Click twice on “Peo User Defined 1". (Fig.A)
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Step 2: The Explorer User Prompt Popup appears.
a. Type the desired name in the field
b. Click OK. (Fig.B)

Explorer, User Prompt [z|

Script Prampt:
Mew Label

(|5 pecial Meeds

C )
Cancel |

Fig. B

Step 3: “Peo User Defined 1” has now been renamed “ Special Needs”.
(Fig. C)

1 hitp:ffcmeiracker.net - CME Web Tracker Staff Editlon - - - Your Hospital [ User: ccadmind ] - - Microsoft Inter... |:||:|r$_\

CMEW E B TRACKER™

Fortal o e L Liea

@ Docmf..

o Task, Spedker - MD [1496]
Gereral “pecker Credits Heqistered Listing hEJarts
U Regs U Lredited £.0 Foe .00 o £.00 Lue
CME I Fitzt Mamne Lazt “arre Titlz Gender
1490 Speshker Test iG] W (CF v Spesksr
. S Al afinn Srediaty Stat 1z
Finc Credi: Eligiiling
- .
T Test &l ation anecthes ology ACTlwe
* S ‘c Suh.Spatizlty Gitearke Tyme Hire Mat= Tranfe: Dare
o Elighblity Salected Carciology AMences
Ieh Tille eI
TestIob T2
Firnay Adcress Cecordary Addiesz
1224 Some Shraet [+ Ziz Akaill [+ Zp Butchil
MNallas TY 75572
Ciallaz LT,
Phore Far Frinail ZarPhine Pager
2331 3333333 (399) 333-3933 laurle@cmetracke,Zam (3332 333-2333
Saulabian 2zdge Mame Spass bame Brth Care Chice
AT L soeakar | est
I Pea Use - Dadines 2 Pz Lzer Crefined 3 Peu UzzrCezfned 4 Zec Lzar Cefined 5
Pen _lzet Cefined & Ped User Cefned 7 AOTRE Leenze [Murnber S5¢ Recettfcadon
TevEed: coadmind OCf22 20 1820005
&] Done & Interet
Fig. C

Page 2



CMEVW EBTRACKER™

Portal fo pour CE Offica

Tutorial

Step 4: There are seven User Defined fields in the People/General screen.

(Fig. D)
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Step 5: There are six User Defined fields in the Events/General screen.
(Fig. E)
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Step 6: There are three User Defined fields in the Register/Register
screen. (Fig.F)

1 hitp:ffcmeiracker.net - CME Web Tracker Staff Editlon - - - Your Hospital [ User: ccadmind ] - - Microsoft Inter... |:||:,E

CMEW E B TRACKER™

Fortal o e L Liea

l |_-‘9_131| ctar Tesk Event |1 2/25/2205] [10C0] [Masker “esk, Speatker - MDLI496]
Reyisler KCster SE550NS KEpIIts
I Regstered oy I Lanceled £1U i Refund U Credited B.UL Req Hev
Sean [no I- Ciata Abandaa Type Faa
& Tendee IAL]
- _ Arnaunt Hand
Test, Speaker - MD [110€] C.oc [0 Chezke 00 Master (0 Zash (7 Decower ¥ Mare
Test alliauon ) Via I AMEY {7 Dther 1 Account
123 Enrra Strees Cheel J&C Munmber Expiratior Cale
Dallag, Tx TE222
Anestesiolagy
Card Marne

Test Event [12;25/2005] [1000] [Master] Speaker Test

12/25/2005 - §:00:20 &k
Test =acllty - CorfRaom 1 Sheta
Find &:tendes ~ype
Fee ochedue [ cancel tegimaton Feq Uzer Defined 2 Req zer Cefined 3
Mhysician 100 00

F=fund Crete

4 Zeqizter Ty
Refind Arnirt £ 2egister 3 Sracit [ Rejister/Zaarge

R=hird Waren

@ Done ‘ Inte ret

Note: When changing your User Defined fields, please inform your
workgroup so the field name will match at all workstations.
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