Instructions for adding a course evaluation

Background: To meet ACCME requirements, all educational activities mustinclude a
course evaluation to measure learner performance improvement. For Grand Rounds, an
evaluation is required for every session. For Tumor Boards, Journal Clubs, M&M, Case
Conference, Chairs Conference, and similar activities, course evaluations are required four
times yearly (March, June, September, December). The following steps explain how to add
a course evaluation to your Ethos CE series.

Get started:

(1) From the CME homepage, click on RSS.

@ AHN e

Calendar My Account Resources About

CME is now able to submit your MOC for ABIM and ABS!
If you wish MOC for ABIM or ABS please update your profile with your board, board ID and birthdate.

Thank you

Before submitting a CME application for a live conference or enduring materials, please schedule a brief intake call with the CME
team. This will help ensure a smooth and efficient application process. Contact us to schedule your call: ahncme®@ahn.org
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(2) In the Title box, type in the title of the series name > Apply

’ .
< AHN ——

CME Home Calendar My Account Resources About

Home » Courses

Series

Title
‘ Medical Grand Rounds m

Title Location Date
o . 0/01/2025 to
Advanced Cardiac Life Support Provider Course 2025 12/21/2025
o M/0/2025t0
Advanced Cardiac Life Support Renewal 2025 12/21/2025
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(3) Click on the Title to be directed to the sessions.

Q?i AH N Find a course...

CME Home Calendar My Account BSOUTCES About

Home » Courzes

Series

Title

Medical Grand Rounds m

Title Location

- Medical Grand Rounds 2025 01/01/2025 to 12/31/2025

(4) Click on the session to add the course evaluation

(=]
(]
e
[-]

Medical Grand Rounds 2025

View Edit Features Financials Group Group report Revisions Clone

Features
Series date:
Home 01/01/2025 - 12:00pm EST to 12/31/2025 - 1:00pm EST
Sessions
Series location:
Add content PA
R United States
Session See map: Google Maps
Admin
Edit Series
Features
Members Sessions
Group menu
Group dashboard
Workflow Session Date
dashboard
PARS .
Medicine Institute: Medical Grand Rounds - Session1- 01/15/2025 -12:00pm to 1:00pm
0116.2025 EST
Medicine Institute: Medical Grand Rounds - Session 2 - 01/29/2025 -12:00pm to 1:00pm
1292025
Medicine Institute: Medical Grand Rounds - Session 3 - 02/05/2025 - 12:00pm to 1:00pm
2562025
Medicine Institute: Medical Grand Rounds - Session 4 - 02/18/2025 - 12:00pm to 1:00pm
2192025 EST

Medicine Institute: Medical Grand Rounds - Sessions 5-  03/05/2025 -12:00pm to 1:00pm
352025 EST
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(5) Click on the Course Outline tab

.:%" AH N Find a course... B

CME Home Calendar My Account Resources About

Home » Medical Grand Rounds 2025 » Medicine Institute: Medical Grand Rounds _

Medicine Institute: Medical Grand Rounds -
Sessions 5 -3.5.2025

View Edit Enroliments Workflow Reminders Faculty Course outline Course reports
Repeat this session Clone
Features Session date:
Home 03/05/2025 - 12:00pm to 1:00pm EST
Sessions ~
Location:

Zoom webinar
Add content United States

Session See map: Googls Maps

Add to calendar.

Admin Py
2 =)
Edit Series 3 9 &

Features
Members

Group menu
Group dashboard
Workflow
dashboard

1.00 Attendance

The course outline will appear as follows with two objects: Attendance and Credit.

Home » Medical Grand Rounds 2025 » Medicine Institute: Medical Grand Rounds - Sessions 5 - 3.5.2025

Medicine Institute: Medical Grand Rounds - Sessions 5 - 3.5.2025

View Edit  Enrollments  Workflow  Reminders Faculty  Course outline Course reports Repeat this session

Add object

- select object - v
Attendance
Enabled Attendance

Visible in outline

Completion required Course Signup
Wiew instance
Credit )
3 Enabled Credit
Visible in oudine BT

Completion not required
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(6) From the select object drop down menu, select Webform and click on Add object

Home » Medical Grand Rounds 2025 » Medicine Institute: Medical Grand Rounds - Sessions 5 - 3.5.2025

Medicine Institute: Medical Grand Rounds - Sessions 5 - 3.5.2025

View Edit  Enrollments  Workflow  Reminders Faculty  Course outline Course reports Repeat this session

- select object - v Add object _
e

Manual step -
Payment

Attendance
Poll

Quiz ired Course Signup

Quiz comparison

Quiz self .

assessment Credit

SCORM/TInCan Course Credit
‘equired

Warpwire video

Webform

4

You are now in the Settings for Webform.

Settings for Webform

Settings for Webform

Title & description

Settings

Webform

Content This is a description of the amount of time you expect the learner to need to complete this course object. Itis not enforced by the system.

Arcess
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(7) Edit the title. Changed Webform to Evaluation

Settings for Webform

Settings for Webform

Title & description Title *

Title of ttegurse object as it will appear to users in the course outline.

Settings f
| Evaluation )
Webform N
Timeto complete
Content This is a description of the amount of time you expect the learner to need to complete this course object. It is not enforced by the system.
Access |

Delete
(8) Follow the next four steps.
(1) From the left-side menu, click on Content.
(2) From Settings for course object content select Use template

(3) In the Webform template box type in M&M and wait a few seconds. The evaluation
template will populate.

(4) From the drop-down menu select M&M, Tumor Board, Case Conference Eval.

Click Update. In the next window, click on the X in the upper right corner

Settings for Webform

Settings for Webform

Title & description Settings for course object content.

Settings [=] Use template
Webform template 2
Webform Make a selection te copy the fields of the selected webform to this node.
M&M ]
Content

3 | Rrss Quarterly Eval (M&M, Tumor Board, Case Conferenc, Journal Club)

Access
M&M, Tumor Board, Case Conference Eval
Delete e v |

"] Use existing title
Use the referenced content’s title as this course object’s title.

[=] Private

This content will not be available to users who are not enrolled in this course.
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The Course Evaluation page appears as follows

Home » Medical Grand Rounds 2025 » Medicine Institute: Medical Grand Rounds - Sessions 5 - 3.5.2025
Medicine Institute: Medical Grand Rounds - Sessions 5 - 3.5.2025

View Edit Enrollments  Workflow Reminders Faculty Course outline Course reports Repeat this session

[ A Changes to this course have not yet been saved.

| - select object - v | Add object

Attendance

Enabled Attendance
Visible in cudine

Completion required Course Signup
Wiew instance
Credit
4 Enabled Credit
Visible in oudine Course Credit
Completion not required
Evaluation
Enabled webform

Visible in cudine
Completion required
Save course to edit object

Course Webform

(9) There are three objects: Attendance, Credit, and Evaluation. The objects need to be
reordered. The Credit object always follows the Evaluation object. To reorder, grab the grey
cross on the left side that appears by each object. Place your mouse cursor over the cross
(hint: your mouse cursor will change to a cross). Press the left mouse button to drag credit
below evaluation > Save Outline (far right, not pictured above)

The Credit object states Completion not required. This needed changed.

Home » Medical Grand Rounds 2025 » Medicine Institute: Medical Grand Rounds - Sessions 5- 352025

Medicine Institute: Medical Grand Rounds - Sessions 5 - 3.5.2025

Wiew Edit Enroliments Workflow Reminders Faculty Course outline Course reports Repeat this session

[ @ Successfully updated 2025-2025 PARS data for Medical Grand Rounds 2025.

[ & Updated course.

|—selecmbject— v ‘

Attendance
Enabled Attendance
Visible in outline

Completion required Course Signip

w instance

Evaluation
Enabled

‘Webform
Course Webform

Credit 5
Enatled Credit

Visible in outline Course Credit
Completion not required
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(10) Click on settings.

Credt ‘
4 Eatled Credit

Visihle mnautine Caurse Credit
Completion not required

(11) From Settings for Credit (left menu), click on Settings. Enable Completion required.
Click on Update.

Home = Medical Grand Rounds 2025 » Medicine Institute: Medical Grand Rounds - Sessions 5 - 3.5.2025

Settings for Credit

Settings for Credit

Title & deseription [=] Enabled

Enabled courss objects will become part of the course. Unchack this bos If you are not using this course ohject.
Settings [=] Visible in outline

Objects that are not visible will not be seen by the learner. Uncheck this box for course objects that you do not want the learner to see.

Credit [=] Completion required

Users must complete required objects. Uncheck this box if this is an optional course object

Access [] skippable
Users can proceed past this object but it can still be required for course completion. Note that completing the skippable object is not required to receive credit

Delete

(12) The Course Outline appears as follows. Click on Save Outline.

Home » Medical Grand Rounds 2025 » Medicine Institute: Medical Grand Rounds - Sessions 5 - 3.5.2025

Medicine Institute: Medical Grand Rounds - Sessions 5 - 3.5.2025

View Edit Enrollments Workflow Reminders Faculty Courseoutline  Coursereports  Repeat this session

[ & changes to this course have not yet been saved.

|-selectobject- - | Save outline.

Attendance

Attendance .
Settings
Course Signup
Evaluation
Webform -
Settings
Course Wetform
Credit
Credit <
Settings
Course Credit

You have successfully completed the steps to add the course evaluation.
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