Office of Continuing Medical Education

RSS Coordinator Workflow

The Inova Office of CME will create the Series and Sessions in the Inova CME Portal. RSS
Coordinators will be assigned the role of Group Administrator in the system for their specific series.

“Click on “My Account”

e~ Inova

Home My Account Howto C

2. Scroll to the bottom of the page to view all assigned series

Series

3. Select a series

4. Scroll to the bottom of the page to view all sessions available for the selected series

2023 INOVA Leadership Forum

5 Click on the session you want to edit
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Office of Continuing Medical Education

6. Click the "Faculty" tab

LVUZO TNUVA LTAUCTIOSINP TUIUINIT VSR Z 1T LV ZLO

View Edit Enroliments Reminders l Course outline Course reports Revisions Ry

Features Session date:
04/21/2023 - 8:30am to 9:30am EDT

Add to calendar:

NE 9
Add content 3 N 9 w

1.00 AMA PRA Category 1 Credit™

7. Click on "Add faculty"

Faculty list

View Edit Enrollments Reminders
~ Add faculty Faculty list All forms
Features T
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Office of Continuing Medical Education

8a. If faculty member is an existing user, type their name in the "User" field

This will search the system to find the matching registered user.

| Add faculty |

Features

Add content

Admin

Faculty list All forms Financial relationships

To assign a form to a faculty member, search for faculty by name in the "User" field below. If the faculty does not yet have an
account, you can invite them to create an account and assign the form by entering an email address in the "Email” field below

User

‘ IFaculty Member

Email

Faculty role
Program Director
CME director
Co-Director

e

8b. If the faulty member does not have an account, type the email of the faculty member in the
“Email” field

This will create a new account for the faculty member.

tures

nin

content

To assign a form to a faculty member, search for faculty by name in the "User" field below. If the faculty dog
account, you can invite them to create an account and assign the form by entering an email address in the|

User

Email

[facuilty.member @inova.org

Faculty role

[ Program Director
[0 CME director

[ Co-Director

[ Peer reviewer

[ Speaker
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9. Assign the faculty member a “Speaker” role in the session (Do NOT assign Forms)

Faculty role

] Program Director
) CME director
] Co-Director

Peer reviewer

] Speaker

10. Click “Send email notification” and "Add faculty"

Form type

Presentation request form

Published

Send email notification

Add faculty

Speaker Agreement Form (required if speaker is bein

11. This will trigger an email to the faculty member, letting them know they've been added to

your session.

This email will prompt them to submit their disclosures/financial and create an optional biography
page. If the speaker already has a disclosure on file, you can uncheck the “send email notification box.

12. TO CHECK DISCLOSURE STATUS: Click on Faculty list

Features
o Created new

Faculty Member

Add faculty Faculty list All forms Financial relationships

from

2023 INOVA Leadership Forum 04/21/20]
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Office of Continuing Medical Education

13. Here you'll see a list of all faculty members in the session

Features Niiia

Add content
Operations

row selected (reset)

Enroll Faculty Fetch relationships Modify Published State m Unenroll Faculty 1
Admin

Role

First
name

Last Role Email Disclosure Published Enrolled
name date
Speaker facultymember@inova.org 02/28/2023 No No

14. As faculty complete their disclosures, you'll see the completion date in the “Disclosure

date” column

Faculty list
View Edit  Enrollments  Workflow  Reminders  Faculty
Add faculty All forms  Financial relationships \
Name Role
-Any - v
Operations
L] First name Last name » Role
] Speaker
Faculty Member Speaker
O

Course outline  Coursereports  Revisions  Repeat this session

Apply
Email Disclosure date Published Enrolled Relation
faculty.member@inova.org No No Edit
facultymember@inova.org 02/28/2023 No No Edit

16. Once you've collected all disclosures for the session, you'll need to send them to the Inova

Office of CME for review
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17. From the session, click on "Edit"

Office of Continuing Medical Education

Review disclosures

View m ‘ Enroliments Reminders Faculty Course outline Course reports

Add faculty Faculty list All forms Financial relationships

Features

18. Click on "Workflow"

View Edit Enrollments Reminders

Title & description * Title *

Time & place *

Faculty

2023 INOVA Leadership For

Cour

Course settings

Credit settings B I
Workflow ”

Publishing

Attachments

[
[ih
il

u

BOdy (Edit summary

111
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19. Set your session to "Needs Review"

. 2 3 i
Title & description Target state

Time & place * - New
= /Needs review

Course settings
Workflow comment

Credit settings A comment to put in the workflow log.

Workflow
Publishing

Attachments

20. Click "Save"
21. The Inova Office of CME will review the session and mitigate any conflicts of interest.

22. If your session is approved, you'll receive an email notification and the session code will
be visible on the Session landing page.

23. If changes are needed, you will receive an email alerting you to the changes required. After
making these changes, repeat steps 17 thru 20 to set the session back to review.
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|
Important Timeframes ‘

|
46-90 days prior to first

Application Submission .
session

46-90 days before current

Application Renewal . )
application expires

Application Valid 3 calendar years

RSS Session Submission At least 7 days prior to
(to allow time to mitigate, approve, and publish) session date

Office of CME Session Approval At least 3 days prior to
(session code generated upon approval) session date

Don’t Wait! If you have your speakers confirmed in advance or if your speaker(s) remain the same
throughout the year, submit your sessions for approval as early as possible.
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