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Instructions for adding a course evaluation 

 

Background:  To meet ACCME requirements, all educational activities must include 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.  
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(2) In the Title box, type in the title of the series name > Apply   
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(3) Click on the Title to be directed to the sessions. 

 

(4) Click on the session to add the course evaluation 
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(5) Click on the Course Outline tab  

 

The course outline will appear as follows with two objects:  Attendance and Credit. 
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(6) From the select object drop down menu, select Webform and click on Add object 

 

 

You are now in the Settings for Webform. 
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(7) Edit the title.  Changed Webform to Evaluation 

 

(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 
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The Course Evaluation page appears as follows 

 

(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.  
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(10) Click on settings. 

 

 

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

 

 

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

 

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

 


