
Application Submission 
Instructions 



Inova Continuing Medical Education System 
(ICMES) Sign-In 

• The Inova CME department will distribute 
your account credentials when ICMES initially 
launches.  

• If you do not receive an email with your log-in 
and password, you will need to create a new 
account. Click on “Create one now” and fill 
out your information.* 

• If you forgot your password, please use the 
“Forgot your password” option on the “ICMES 
Sign-In.” (see box on right). 

• Per Inova’s IT policy, you will be prompted to 
update your password every 90 days. 

*If you have attended an Inova 
CME event previously, but were not 
sent your password, email 
cme@inova.org and the CME office 
will check to see if you have a 
profile.  
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My Credits 
• Once you have successfully signed into the 

ICMES, you will land on your ‘My Credits’ page. 
• Click on the ‘My Submissions’ menu to manage 

your application submissions. 



My Submissions 
• Use this page to manage your existing submissions or click 

on ‘Create New Application’ to start a new submission. 
• Please note submissions will be removed 90 days after the 

initial date they were created. 

CME Helpful Hint #1: If you do not see the ‘My Submissions’ tab, send an 
email to cme@inova.org and it will be added to your profile. 
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Creating a New Application 

• You must complete the 
‘Activity Title’ step 
before you can move 
forward in the 
submission process. 

• Read all instructions 
carefully as you go 
through the submission 
steps. 



Assigning Leadership 
• You must identify an Activity Director before you can assign 

other participants.  
• It is the Activity Director’s responsibility to complete a 

Financial Disclosure form.  
• You must  also identify the Administrative Coordinator.  
• If you cannot locate a participant in the ICMES system, you 

will have the option to create a new profile.  



Learning Objectives 
• You must enter 3 learning objectives, but you may enter as many as 8 

learning objectives.  

• Please note the learning objectives will automatically copy over to the 
“Identification of Professional Practice Gaps” form required on the 
“Application Forms” step. 



Application Forms 
• You must complete all 4 

application forms. 
• Please note all questions 

marked with an asterisk 
are required and the 
form cannot be 
submitted until all 
required questions have 
been completed. 

CME Helpful Hint #2: Always remember to click the save button at the bottom of the 
page. You will need to refresh the page after saving to view your changes in the 
application forms section. 
 
CME Helpful Hint #3: If you change the learning objectives in the “Identification of 
Professional Practice Gaps” form, you must also change the learning objectives in step 
3.  



Supporting Documentation 
• Be sure to submit all required supporting documentation. 
• Add a brief description to each file for reference. For example, if 

you upload a literature review, please name the file “literature 
review.” 

CME Helpful Hint #4: If you do not upload the appropriate number of supporting  
documents, you will not be able to finalize your application. 



Preview 
• Preview your entire submission before finalizing.  

• Please note you will not be able to make edits 
once you have finalized your submission.  



Finalization 
• You cannot finalize a submission until all requirements are 

completed. 

• You will receive a confirmation email once the submission is 
finalized. 

CME Helpful Hint # 5: Keep in mind, you can no longer make edits to your submission 
once it is finalized.  
 



Review Process 
• Once your submission is finalized, the CME 

department will review the submission.  
• Once the CME department reviews the application for 

compliance, it is then sent to the department chair 
and the CME director for review and approval.  

• You will be contacted regarding the decision and 
further directions within 10 business days. 



Questions? 
• Please contact cme@inova.org  

• Or visit icmes.inova.org 
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