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Year-End Reporting

Where are you at with 
Year-End Reporting?

Answer in the Poll
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Year-End Reporting

To fulfill your year-end reporting 
requirement, there are 6 steps to 
complete:

1. Accept the terms for the 
ACCME annual agreement

2. Enter all activities that occurred in 2022

3. Close all activities that ended in 2022

4. Update total learner counts for enduring 
materials

5. Complete and submit program summary

6. Review and update contact information
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1. Accept Annual 
Agreement  Terms

Where to find the agreement:
The Annual Agreement is located on the dashboard in PARS 
under Agreement Page.

Each year, all accredited 
providers are asked to 
accept the annual 
agreement regarding 
data submission and 
compliance with ACCME 
policies and procedures.



1. Accept Annual 
Agreement Terms

Click “Accept Terms”

The button will turn from purple to gray when the 
terms have been accepted.
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2. Enter 2022 
Activities

New to PARS?
If you are unsure how to enter activities into PARS, 
schedule a tutorial with the MMA or view the PARS 
Tutorials on ACCME Academy.

All activities that 
occurred in 2022 should 
be entered into PARS, 
even if they are still 
ongoing series or 
enduring materials.
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3. Close 2022 
Activities

Search for Ready to Close Activities
After you have entered all activities for 2022, you can use 
the filter categories on the left sidebar to search for and 
display only those activities that are ready to close.

All activities that ended 
in 2022 and are no 
longer being offered 
must be closed.



3. Close 2022 
Activities

Close Activities
1. Click on the name of the activity that is ready to close.

All activities that ended 
in 2022 and are no 
longer being offered 
must be closed.



3. Close 2022 
Activities

Close Activities
2. Update the Learners who participated in the activity

All activities that ended 
in 2022 and are no 
longer being offered 
must be closed.

OR



3. Close 2022 
Activities

Close Activities
2. Update the Learners who participated in the activity

All activities that ended 
in 2022 and are no 
longer being offered 
must be closed.

OR



3. Close 2022 
Activities

Close Activities

3. Click to “Mark Activity as Closed”

All activities that ended 
in 2022 and are no 
longer being offered 
must be closed.

Closed activities can be reopened up to 30 days 
after they are closed.  After 30 days, they are 
permanently closed.

After

Before
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To fulfill your year-end reporting 
requirement, there are 6 steps to 
complete:

1. Accept the terms for the ACCME annual 
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4. Update Learner 
Counts for 
Enduring Materials

Search for Enduring Materials
You can use the filter categories on the left sidebar to 
search for and display enduring materials.

Enduring Materials or 
other activities that will 
continue into 2023 
should be updated with 
the number of learners 
that participated in 
2022.



4. Update Learner 
Counts for 
Enduring Materials

Update Learners

The number of learners can be updated from the Program 
Summaries page.

Enduring Materials that 
will continue into 2023 
should be updated with 
the number of learners 
that participated in 
2022.



4. Update Learner 
Counts for 
Enduring Materials

Update Learners
Enter the number of physician learners and other learners 
who participated in 2022.  If data is already entered from 
2021, add the numbers from 2022 for a cumulative total.

Enduring Materials and 
other activities that will 
continue into 2023 
should be updated with 
the number of learners 
that participated in 
2022.

Do not close the activity if 
it is continuing into 2023.
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5. Complete and 
Submit Program 
Summary

Where to find the Program Summary:
The Program Summary is located on the dashboard in 
PARS.

Each year, all accredited 
providers are asked to 
submit information 
regarding income from 
CME.



5. Complete the Program Summary:

Income from Exhibitors

Income from Registration Fees

Government Grants Received

Private Donations Received



5. Complete and 
Submit Program 
Summary

Tips for Completing the Program Summary:

• Commercial Support is reported at the individual activity level, not in the 
Program Summary.

• Accredited providers are responsible for reporting funds received from 
jointly provided activities, even if the joint provider was the recipient of the 
funds.

• If the amount received is $0, then enter “0” on the Program Summary.  Every 
line must contain a number.



Complete the Program Summary:

When every box has a 
number in it, the “Submit 
Program Summary” 
button will turn purple, 
and the form can be 
submitted.

The form can also be 
saved as a draft.

5. Complete and 
Submit Program 
Summary



Year-End Reporting

To fulfill your year-end reporting 
requirement, there are 6 steps to 
complete:
1. Accept the terms for the ACCME annual 

agreement
2. Enter all activities that occurred in 2022
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6. Review and 
Update Contact 
Information

Where to Find Your Contact Information:
Click on “Back to Accreditation Management” found in the 
top bar.

Make sure all the 
information entered for 
the organization and 
primary contact is 
correct.



6. Review and 
Update Contact 
Information

To Edit Your Contact Information:
Click on the editing tool.

Make sure all the 
information entered for 
your organization and 
primary contact is 
correct.



6. Review and 
Update Contact 
Information

To Edit Your Contact Information:
Edit any fields that are incorrect, require updating, or are 
missing information.



6. Review and 
Update Contact 
Information

To Edit Your Contact Information:
Contacts can be added or removed but there can only be one 
primary contact.

Make sure all the 
information entered for 
your organization and 
primary contact is 
correct.
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Office Hours
Mondays from 9-10am

Zoom Invitation to be Sent

Next Session
Learner Reporting in PARS & 

CME Passport
Thursday, March 23rd  at 9 am 

via Zoom
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