
RSS DASHBOARD 

 

First, log into CloudCME 

https://utoledo.cloud-cme.com/default.aspx 

 

At the bottom of the screen, click the Administration link. 

 

 

 

 

Then, from the Main Menu, go to Activities > RSS Dashboard. 

https://utoledo.cloud-cme.com/default.aspx


 

 

The RSS Dashboard screen will display. 

The RSS Dashboard provides a view to easily manage RSS activities  

There are a variety of ways to search the RSS Dashboard. Search by the activity name, 
Date Range, Status, Owner, Administrator, Location, Department, Planner, Faculty or 
Specialty. 

 

 

Child Status - As the RSS child activity goes through the approval process, this column will 
continuously update the status to either 

Topic - This column displays the name of the RSS child activity as well as the option to edit, 
create a flyer, view recurrence settings, and deactivate the activity.  



 

QR - This QR code can be scanned by users logged in to the CloudCME® mobile app. The user 

will set up preference in Administration > Preferences > Credits > Enable Scan In/Out 

checkbox. 

Single Scan QR  is used for recording attendance 

Planners - Coordinators will be able to email, view, add or remove planners, add roles, and 
export planning committee member information. The Disclosure and Disclosure 
Submitted date will also be viewable in this column. 

Faculty - This column displays faculty assigned to the RSS child activity. RSS Coordinators 
can manage, email, and remove faculty members from this column. The disclosure status 
will display beneath each faculty name along with their disclosure submission date.  

Presentation & COI Status - This column displays the faculty’s COI status, as well as icons 
to Upload, Download and Remove a faculty presentation. 

 

 

Using the RSS Dashboard 

Calendar 

Click the calendar icon ( ) in the Topic column to display a pop-up window that will show a 

calendar with the reoccurrence dates of the child activities.

 

To change the date of a child activity, users can drag and drop the child activity to a new 

day. 



 

To edit a child activity, double-click on the activity in the calendar. A pop-up window will 

display.  

To create a new child activity, double-click on an empty space in the calendar and follow 

the steps below.  

The radio button will default to Edit only this occurrence. This option will only edit the 

child activity that was selected.  

To edit the entire series of child activities, select the Edit the series radio button.  

Click OK. 

 

To edit the title of the child activity, type the new title into the textbox that will display. To 

revise the date or time the activity will occur, click the Options button. 



 

A new window will display. Here, users can edit a child activity by filling in the text box, 

selecting the date and time the child activity will occur, and whether the activity have a 

recurrence.  

Click Save once the changes have been made. 

 

 

RSS Activity Editor 

Click the Pencil icon in the Topic column to display the RSS Activity Editor screen. 

 

Here, users can edit and/or add additional information and upload supporting 
documentation for the child activity.  

NOTE: The child activity title will display on users’ transcripts.  

When all information has been entered, click the Save & Close button. 

 

 

 

 

 



To Create RSS Parent Activity 

 (A parent activity is the main or overarching activity. It serves as the container for 
multiple related educational activities, which are called child activities) 

*Directions are starting after clicking the Administration Tab listed above 

1. Go to Activities > Activity Manager and click Create Activity 

 

2. Enter the Activity Name, Start Date, End Date, and Accrediting Bodies. 

NOTE: The Start Date and End Date will be the same date! The dates reflect the very first 

child session within the RSS Series. A recurrence pattern will be established later.  

3. Select Directly or Jointly Provided - Regularly Scheduled Series from the Activity 

Type drop-down. 

 

4. Select Create Activity 

 

NOTE: The date and time set on the RSS Parent Series should reflect the start and end of the 

first child activity offered in the series, not the span of the entire series. The start date and end date 

will be the same day. The span of the series will be determined when setting the recurrence 

pattern later. 

a. Select the accrediting body(ies) from the Accrediting Bodies drop-down list 

b. Select Directly Provided or Jointly Provided – Regularly Scheduled Series from the 

Activity Type field 

c. Click Create Activity 

 

NOTE: The Activity Editor screen will display. All information from the Create 

Activity screen will carry over. 

 

Under the Core Options tab at the top: 

1. Click the Basic Information sub-tab 

a. In the Location section, enter the City and State fields  

b. Click Save Changes button 

2. Click the Types & Formats sub-tab  

a. In the Types & Formats section, click the Add Joint Provider button to add a Joint 

Provider, if applicable 



b. Select a delivery method in the Delivery Method field 

c. In the AMA Activity Format field, select Live Activity  

d. Click Save Changes 

3. Click the Credits & Sessions sub-tab  

a. Review the Start Date and End Date. This will be date of the first child activity in the 

series. 

b. In the Credits field, enter the number of credits in the Hours field for the credit 

types shown 

c. Click Save Session 

NOTE: This credit hours should reflect the number of hours awarded for each child 

activity in the series, not the total number of hours for the entire series.  

1. Click the Portal Overview sub-tab 

a. Enter a description in the Portal Description field. This will display in the Course 

Details in the Attendee Portal. 

b. Click Save Changes 

2. Click the Evaluations sub-tab  

a. In the Assign Evaluation Form section, select the Universal RSS 
Evaluation form from the drop-down list. 

b. Click Create Evaluation Form  
c. In the Evaluation Settings section, enable the toggle Evaluation Required for 

All? - Optional 
d. In the Evaluation Reminders section, enable the toggle Enable Automated 

Emails For Incomplete Evaluations  
e. Create a recurrence pattern for the incomplete evaluation reminders  
f. Click Save Changes 

 

 

Under the Accreditation tab at the top 

1. Click the Competencies sub-tab 
a. Select one or more competencies from the Outcomes (required for 

PARS) section. 
b. For all other competences, click Select Yes for All or Select No for All. You 

can manually change each competency, if needed.  
c. Click Save Changes 

2. Click the Needs Assessment sub-tab - Optional 

a. Select any applicable Needs Assessment and/or Barriers  
b. Click Save Changes 



3. Click the Accreditation Statement sub-tab  

a. In the Accreditation Statement section, select an accreditation statement 
from the drop-down menu 

b. Click Save Changes  
 

Under the Faculty & Roles tab at the top 

1. Click the Faculty Overview sub-tab  

a. Click the Manage Faculty button 
 

NOTE: A new tab will open the Faculty Management screen 

a. On the Default Forms tab, select the faculty forms/tasks to assign to faculty 
members.  

b. Set the Date and Time that faculty should have access to the Faculty Portal 
to complete their assigned forms/tasks 

c. Click Save  
d. Click the View/Assign Faculty tab  
e. In the Add Faculty Already in CloudCME text box, type the last name of the 

faculty member(s) and select from the drop-down list 
f. Click the Return to Activity Editor button at the top 

 

NOTE: You will be redirected to the Activity Editor > Faculty Overview screen  

1. Click the Planners & Admin Roles sub-tab 
 

NOTE: Activity Ownership is typically given to RSS Coordinators working with 
an RSS Series. Assigning the RSS Coordinators as Activity Owners will limit 
them to only working with their specific series on all screens, in which they 
have been given User Screen Access. 

a. In the Select User field, type the last name of the coordinator/owner of the 
RSS Series and select from the drop-down list 

b. Under Select Administrative Roles, select Activity Owner  
c. Click the Add User with Role(s) button  

 

 

 



Creating RSS Child Activities 

Goals: 

• Create child activities for an RSS Series. 
• Set a recurrence pattern. 
• Auto-generate child activities. 
• Change a child activity’s date using the calendar icon.  

 
Steps to Creating RSS Child Activities: 

1. On the Activity Editor screen of the RSS Parent Activity, click 
the Recurrence/Children tab  

a. Click the Create Recurrence Rule button  
b. In the Edit Activity Recurrence Rule screen, select a recurrence pattern for 

the RSS child activities. 
c. Click the Generate Child Activities button  

Tip: Before generating children, please review information on all tabs in the Activity 
Editor. Most information will be carried down to each of the child activities generated for the 
series. 

d. In the Generate Child Activities screen, select the attributes from the RSS 
Parent that you would like to copy down to the RSS child activities.  

e. Click Save 
f. Click Generate 

In the Recurrence Management section on this page, all RSS child activities will be visible 
in the table. 

g. Locate a child activity and click on the three dots in the far right-hand side of 
the table.   

h. Click the View in Activity Editor link. The Activity Editor screen for the child 
activity will display.  

NOTE: To update an individual child activity in the series, click on the RSS child activity 
name to open the Activity Editor to make any changes.  Any edits made will only affect the 
child activity. 


