
 

1 | P a g e  
 

Last Revised: 9/14/2023 

Application Instructions 

Step 1: https://ucsd.cloud-cme.com/default.aspx  
 
Step 2: Click Sign In 
 

 
 
Step 3: If you are a UCSD/UCSDH employee log in using the SSO Login option otherwise click on Sign-In 
or Create Account 
 

 
 
Step 4: Scroll down to the bottom of the page and click on Plan an Activity  

 
 
  

https://ucsd.cloud-cme.com/default.aspx
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Step 5: Click the Create New Application button: 
 

 
 
Step 6: Start by entering the activity information into the Basic Information tab.  

 
• Add any other pertinent information regarding this application, such as additional session 

dates, at the bottom of this page under application comments. 
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• After all questions in red have been answered please click Save and Continue at the bottom of 
the screen. 

 

 
Step 7: Enter faculty and planner information into the Planners and Faculty tab. 

 
o It is required for you to collect disclosures in CloudCME from all faculty and planners before you 

can submit your application.  
o Under the Planners and Faculty section be sure to use @UCSD.EDU email address and not 

@health.ucsd.edu email addresses for any UCSD/UCSDH employees.  
o You are required to assign at least one (1) meeting coordinator and one (1) course director.  
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 The course director must be a full time UC San Diego faculty member and must not have 
any relevant conflicts of interest.  

 If the course director has existing financial relationships that are relevant to the content 
area of your activity, an additional course director must be assigned, who does not have 
any financial relationships that are relevant to the content area of your activity. 

o If you are submitting the application and you are the meeting coordinator, you need to assign 
yourself to the application. 

o To add additional individuals, click on the green plus sign on the top right. 
 
Once this section is completed click on Save and Continue. 
 
Step 8: Complete the following section, Gap and Needs 
 
 

 
 
Once you complete all required questions in red click on Save and Continue on the bottom left 
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Step 9: Complete the following section, Objectives and Learning Outcomes 
 

 

Once you complete all required questions in red click on Save and Continue on the bottom left 

 
Step 10: Complete the following section, Financial Information 

 
• Once section is completed click on Save and Continue 

  



 

6 | P a g e  
 

Last Revised: 9/14/2023 

Application Instructions 

Step 11: (Not a required tab), Commendation Criteria 
 

 
This is not a required tab; however, if you think your activity touches on any of these items feel free to 
check the appropriate boxes.  
 
Step 12: Complete the following section, Signatures 
 

 
Once you indicate how you plan to pay the accreditation fee please sign and click on Save Application.  
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Step 13: (not required section), Files – upload/download 
 
 

 
 
If you have any other documents to share that would help during the application review process please 
upload them by clicking on the upload button on the top right.  
Step 14: Application Completed  
You will receive a notification indicating you have completed your CME application and that it is ready 
for submission pending review and submission. 

 
Step 15: When you have completed the activity application and all disclosures are on file, click the 
Submit For Review button.  
 

 
 
Once you have reviewed hit the Submit For Review you will receive a notification indicating that your 
submission has been emailed for review 
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You will receive a copy of your application emailed to you 

 
 
The activity application button will be greyed out until the review is complete. Activity application 
review times can vary but usually take up to 15 business days. You will be contacted by email when the 
review is complete, when the application has been approved, if the application requires additional 
information, or the application has been rejected. If an application has been rejected, click on the 
activity name. Then, click Comments to view the peer reviewer feedback and/or make any required 
changes. 


