Inova CME System (ICMES) Quick Administrative
Coordinator Tutorial

How to Upload Files in 5 minutes or Less

Step 1: Go to http://icmes.inova.org

Step 2: Log-in with your ICMES username and Password. This is not the same
as the Inova username and password.
Note: If you do not have a profile, you will need to create one in order to
access the system. If you have a profile but forgot your password, please
click on the “Forgot Your Password” option.
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Step 3: Click on “My Ready Room” and scroll to the event for which you need
to upload materials. They are organized by date and time.
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& INOVA CME
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Welcom My Credits | My Ready Room | My Submissions | My Account | Sign Off
My Ready Room

If you are a Speaker: You have been designated as a speaker in the activities listed below. Use the preview schedule button fo view your events and you
can also email the schedule to yourself. You are required to complete all forms and upload all documents listed below two weeks before the event date.

If you are an administrative coordinator (AC): You have been designated as an AC and you will find the activities you are in charge of listed below by
date. You must upload a compliant flyer (click here for sample) BEFORE the activity date. AFTER the activity. please upload the completed attest form
which will have been emailed to you by your CME contact.

Schedule

Use this section to review your schedule and submit any additional documents or forms.

Only showing activities after: October 28, 2011

M - indicates a required item. PREVIEW SCHEDULE [l EMAIL SCHEDULE
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Step 4: Once you have found the meeting, click on the “Upload Materials”
button.

Thursday, December 22, 2011

Event Title: 1181095802 - Anesthesia OB Section Meeting
Type: R3S (Reqularly Scheduled Series)

Time: 4:.00 PM - 5:00 PM

Role: Administrative Coordinator

Upload Electronic Files

« Preview | EditRemove (Status: Approved; Submitted On: Mon, 112312012 @ 2:08 FM)

+ Upload Materials

Wednesday, January 18, 2012
Event Title: 11810705 - Anesthesia Grand Rounds

Type: RSS (Regularly Scheduled Series)
Time: 7:00 AM - 800 AM \h )

Role: Administrative Coordinator

Curriculum Vitae (CV) Documents

Use this section to upload your CV.
No documents have been uploaded.
UPLOAD CV

Physicians Conference Center
3300 Gallows Rd.
Falls Church, VA 22042

Retumn To www.Inova.org ©2003-2012 Attendee Interactive, LLC - All rights reserved.

Step 5: Before the activity you must upload the activity flyer. After the
activity, upload the attestation form your CME coordinator will email you.

Note: From February — May 2012, please upload a sign-in sheet.
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|_cmEHome | cMEcredits | Educational Opportunities | Activity Planning | _Aboutus | Fags |

My Credits | My Ready Room | My Submissions | My Account | Sign Off

RSS/Activity Materials

Please upload the flyer BEFORE the meeting and the attest for each speaker within 10 business days AFTER the meeting.
If there is financial support from a commercial entity or a 3rd party vendor (i.e. medical education company) please upload the following

« contract/letter of agreement
+ copy of the check
« receiptinvoices/speaker's reimbursement of expenses covered by financial support

* —indicates a required item
CLICK THE UPLOAD BUTTON BELOW TO COMPLETE YOUR FILE SUBMISSION.

\ * Click Browse to select file

Browse... | ClearFiles |

‘ Step 2: Click on “Upload” once
o= | you have selected your files.

Step 1: Click on “Browse” and
then search for the file you ce Center
would like to upload. “
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Note: Please contact your CME coordinator if your meeting will receive
financial support from a commercial entity (pharma, med device, etc.)

for directions on what additional documentation should be uploaded to
your meeting.

You have now uploaded the required paperwork for your meeting. If you have

any questions please check the FAQs page on http://icmes.inova.org or email
cme@inova.org.

Note: This tutorial offers a refresher on how to upload files ICMES. If you
would like more detailed instructions please look at:

- the Online Portal - http://1325.sydneyplus.com/cme/Portal.aspx
- www.inova.org/cme

- htto://inovanet.net.inova.oreg/?id=52&sid=1
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