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What is CME Passport?

C M E  P a s s p o r t  i s  a n  o n l i n e  d a t a b a s e  
t h a t  c a n  h o u s e  b o t h  s e a r c h a b l e  
C M E  A c t i v i t i e s  a n d  L e a r n e r  C M E  
T r a n s c r i p t s .

I t  i s  n o t  a  r e q u i r e m e n t  t o  u s e  C M E  
P a s s p o r t ,  b u t  t h e r e  a r e  b e n e f i t s  t o  
b o t h  p r o v i d e r s  a n d  l e a r n e r s .

What is CME Passport?

cmepassport.org

https://www.cmepassport.org/


Free Advertising!

Providers can select in PARS to include their 
activity(ies) in CME Passport.

Must enter a Description and URL in PARS if 
selecting to include the activity on CME Passport

Learners can search for activities in CME 
Passport.

This allows providers to potentially reach a wider 
audience.

Benefits of Using CME 
Passport for Providers



Learners can find activities for CME Credits.

Learners can search a database of activities from 
around the nation to find ones that meet their 
needs.

This includes both live and enduring materials 
and activities offering MOC.

A filter allows them to narrow their search.

Anyone can use the search tool.

Benefits of Using CME 
Passport for Learners



Learners can Manage their CME Credits

CME Passport allows learners to keep track of 
the credits they earn. 

As providers upload credits earned in PARS, 
physicians can view a transcript of their credits if 
they create a free account.

Credits can be reported into PARS and viewed by 
learners on CME Passport even if you choose not 
to include the activity on CME Passport.

Benefits of Using CME 
Passport for Learners



Credit Reporting to State Boards

The State of Maine Board of Licensure in 
Medicine and the Maine Board of Osteopathic 
Licensure have collaborated with the ACCME to 
use CME Passport for reporting physician credit.

This reduces the administrative burden on 
physicians for tracking and reporting their 
credits.

Benefits of Using CME 
Passport



Tracks CME Credits earned from all reporting 
providers.

CME Passport acts as a single source of CME Credits 
earned if all providers are entering learner data into 
PARS.

Potentially reduces time spent issuing CME 
Certificates and handling inquiries regarding 
certificates.

MOC is also reported to all collaborating certifying 
boards.

Benefits of Using CME 
Passport



The CME Provider Passport Mark can be included on 
announcements and brochures to let learners know 
that the credits will be available on their CME 
Passport Transcript.

The Mark can be downloaded from the ACCME 
website.

The ACCME has a user manual for physicians that 
provides instructions on opening a new account.

CME Passport Flyer – one-two page informational 
handout.

Informing Learners of Using 
CME Passport

https://www.accme.org/publications/cme-passport-provider-mark
https://www.accme.org/publications/cme-passport-provider-mark


The following language can be used on activities 
to accompany the CME Passport Provider Mark:

"The CME credits that physicians earn from this 
activity will be submitted to ACCME's CME 
Passport, a free, centralized web application 
where you can create a personalized account to 
view, track, and generate transcripts of your 
reported CME credit. 
Visit www.cmepassport.org to create your 
account."

Informing Learners of Using 
CME Passport

http://www.cmepassport.org/
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How many of you already 
report individual learners in 

PARS and utilize CME 
Passport?

A n s w e r  i n  t h e  P o l l



Opportunity to report CME Credits earned by 
physicians directly into PARS.

The State of Maine Board of Licensure in Medicine 
and the Maine Board of Osteopathic Licensure are 2 
of 10 state boards (and growing) that have agreed to 
use this reporting system for obtaining CME Credit 
data for individual physicians’ licensing requirements.

The more providers that report learners in the PARS 
system, the more accurately the State Boards can 
access physician credit information.

Learner Reporting in PARS

Optional, but… you may 
want to consider



Changes in Practice 
to Support Learner 
Reporting

• Obtaining Physician Consent
• Gathering Additional 

Information



Obtaining 
Physician Consent

Physicians must agree to have 
credits reported for them on their 
behalf.

Their information and credits earned 
CANNOT be entered into PARS 
without their consent.



Birthdate (MM/DD)

License ID Number (DO or MD) 
and State

Number of Credits Claimed

Agreement to have credits 
reported on their behalf

Gathering 
Additional 
Information

In order to report physician credit, you 
will need to gather the following 
information:

Please note that this information is only 
required for those physicians (MD/DOs) 
wishing to have CME Credits reported on 
their behalf.



Birthdate (MM/DD)

License ID Number (DO or MD) 
and State

Number of Credits Claimed

Agreement to have credits 
reported on their behalf

Gathering 
Additional 
Information

Two ways to gather this 
additional information include

1. Evaluation Form

2. CME Credit Reporting 
Consent Form



Paper evaluations or digital online 
evaluations can be updated to request the 
necessary information:

Evaluation Form



Paper evaluations or digital online 
evaluations can be updated to request the 
necessary information:

Evaluation Form



Birthdate (MM/DD)

License ID Number (DO or MD) 
and State

Number of Credits Claimed

Agreement to have credits 
reported on their behalf

CME Credit Reporting 
Consent Form

Another option would be to have 
learners complete a CME Credit 
Reporting Consent Form.

This form would ask for the same 
information but be completed once a 
year or once per series.

The Number of Credits Claimed still 
needs to be collected.



Example of 
CME Credit 
Reporting 
Consent 

Form
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To Report CME 
Credits Earned, 
Learners can be 
added to PARS

• Individually
• As a batch upload for multiple 

learners at a time
• For one activity
• For multiple activities at a 

time
• ONLY Physicians – MDs and 

DOs can be reported in PARS



Click into the activity in PARS

Adding Individual 
Learners to PARS

Individual learners can be added to 
report credit earned from individual 
activities.



Under “Learners” Tab, choose “Batch 
Upload Learners”

Batch Uploading 
Multiple Learners

Learners claiming CME can be batch 
uploaded to PARS for each activity or 
multiple activities at a time.

Under “Learners” Tab, choose “Batch 
Upload Learners”

A menu of files 
will appear:
You will likely 
use the Excel 
File for CME
Click on it and 
download the 
file



Preparing the Spreadsheet

The Spreadsheet has space for reporting both CME and MOC.  
If reporting just CME, use only columns A-I.

The first three lines provide examples for how to 
enter data for reporting CME and MOC. They 
should be deleted before uploading the file. 
Do not delete any columns.



Preparing the Spreadsheet

After collecting information from participants in the evaluation forms or consent forms, 
transfer the data to a learner spreadsheet.

All learner information is required, or the learner’s information will not upload.



Preparing the Spreadsheet
Can report MOC on the Spreadsheet

- Need to complete columns A-F and at 
least J-N



Under “Learners” Tab, choose “Batch 
Upload Learners”Using the 

Spreadsheet to 
Report Learners

When the file is ready for 
upload, return to the 
learners tab.

Choose your saved 
spreadsheet to upload.

A notification will appear at the top of the screen



You will receive an email notification 
with a link to view results

What if Not All 
Learners are 
Uploaded?

Download the spreadsheet of 
rejected submissions.

Check information for accuracy 
and completion.

Upload the file with corrections.

Download a spreadsheet of the rejected submissions 



What if Not All 
Learners are 
Uploaded?

View Error Messages in the 
downloaded “Rejection” 
Spreadsheet

Check information for accuracy 
and completion.

Upload the file with corrections.

Error Messages in Column U can indicate what 
needs to be corrected



What if Not All 
Learners are 
Uploaded?

If there are still issues, you can make 
further corrections, or try to report 
learners on an individual basis.

Not all information is required to 
enter learners individually.  The 
system can usually report for the 
learner based on their name and 
autofill the remaining information.

Click into the desired activity

Enter learner information



Pre-Validating 
Learners

If you want to know 
whether a particular 
learner is in the 
system, you can use 
the Learner 
Validation Tool

You will enter information about a learner

Or batch upload a list of learners



Pre-Validating 
Learners

If you want to know 
whether a particular 
learner is in the 
system, you can use 
the Learner 
Validation Tool

And the system will tell you 
if there is a match or not



Your Learner Management System may be able 
to communicate directly with PARS.

The ACCME can help with this. 

Contact info@accme.org 

If communication is possible, then learner data 
only has to be entered once and the data can be 
accessed by physicians in CME Passport.

Learner Reporting through 
Other Systems

This Photo by Unknown Author is licensed under CC BY

https://iblnews.es/el-mercado-de-lms-crecera-de-13-4-mil-millones-en-2020-a-25-7-mil-millones-en-2025/
https://creativecommons.org/licenses/by/3.0/


Viewing 
Learners’ Credits

You can view a list of learners you 
recently added either via batch 
upload or individually through 
“Add Individual Learners”

The list will be low on the 
righthand bar

Click into the desired activity

View Recently 
Added Learners



Viewing 
Learners’ Credits

You can also view a 
list of learners under 
the Learners Tab and 
Learner Summary by 
Activity

Click “View”



Viewing 
Learners’ Credits

You can also view a 
list of learners under 
the Learners Tab

From here, you can also 
download a list of learners 
and the CME they earned 
for the activity



Viewing 
Learners’ Credits

You can also find a 
learner and 
download their 
transcript from the 
Learner Search Tab

From here, you can also 
download a list of learners 
and the CME they earned 
for the activity



Viewing 
Learners’ Credits

You can also find a 
learner and 
download their 
transcript from the 
Learner Search Tab

From here, you can also 
download a list of learners 
and the CME they earned 
for the activity



Report learner credits in PARS

Select to include activities on CME 
Passport

Encourage physicians to create a 
CME Passport account

Update the evaluation to collect additional 
information and/or create a prepared 
spreadsheet for your “usual” physicians

Summary

C o n s i d e r  m a k i n g  t h e  
f o l l o w i n g  c h a n g e s :







Exit Ticket

W h a t  d o  y o u  s e e  a s  t h e  
g re a t e s t  b e n e f i t s  t o  
L e a r n e r  Re p o r t i n g ?

W h a t  d o  y o u  s e e  a s  t h e  
m a j o r  o b sta c l e s  t o  
i m p l e m e n t i n g  t h e s e  
c h a n g e s ?

W h a t  a d d i t i o n a l  s u p p o r t  
d o  y o u  t h i n k  y o u  m i g h t  
n e e d  t o  m a ke  t h e s e  
c h a n g e s ?

E n t e r  Yo u r  Re s p o n s e s  i n  
t h e  W h i t e b o a rd .

O n  t h e  S c a l e  o f  L e g o  P a i n ,  I f  
y o u  w e r e  t o  i m p l e m e n t  l e a r n e r  
r e p o r t i n g ,  h o w  p a i n f u l  d o  y o u  
t h i n k  t h e  c h a n g e s  d i s c u s s e d  
t o d a y  w o u l d  b e  f o r  y o u  a n d  y o u r  
o r g a n i z a t i o n ?
M a r k  y o u r  n u m b e r  o n  t h e  
w h i t e b o a r d .



Questions?
E l i z a b e t h  C i c c a r e l l i  a t  e c i c c a r e l l i @ m a i n e m e d . c o m



Upcoming Sessions

Office Hours
Mondays from 9-10am

Next Session
Disclosing Relevant Financial 

Relationships to Learners
Thursday, April 27th

9am via Zoom

Reminder
Complete Year-End 

Reporting by March 31st

Invited To:
Managing Ancillary Activities

Thursday, April 6th

10am via Zoom



Exit Ticket

W h a t  d o  y o u  s e e  a s  t h e  
g re a t e s t  b e n e f i t s  t o  
L e a r n e r  Re p o r t i n g ?

W h a t  d o  y o u  s e e  a s  t h e  
m a j o r  o b sta c l e s  t o  
i m p l e m e n t i n g  t h e s e  
c h a n g e s ?

W h a t  a d d i t i o n a l  s u p p o r t  
d o  y o u  t h i n k  y o u  m i g h t  
n e e d  t o  m a ke  t h e s e  
c h a n g e s ?

E n t e r  Yo u r  Re s p o n s e s  i n  
t h e  W h i t e b o a rd .

O n  t h e  S c a l e  o f  L e g o  P a i n ,  I f  
y o u  w e r e  t o  i m p l e m e n t  l e a r n e r  
r e p o r t i n g ,  h o w  p a i n f u l  d o  y o u  
t h i n k  t h e  c h a n g e s  d i s c u s s e d  
t o d a y  w o u l d  b e  f o r  y o u  a n d  y o u r  
o r g a n i z a t i o n ?
M a r k  y o u r  n u m b e r  o n  t h e  
w h i t e b o a r d .
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