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Who should access this guide?

Individuals involved in the planning of continuing education (CE) activities who are tasked with 
completing the VCU Health CE Activity Application form.

Before initiating the online application process, please review the “Continuing Education Planning 
Guide”
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Terms & Definitions

CE Activity Application – required online application form that documents elements necessary for 
VCU Health Continuing Education to review and approve an educational activity for credit

CloudCME – learning management system used by VCU Health Continuing Education to maintain 
required documentation, including CE Activity applications, online course content, registration and 
payment processing, and learner credit records
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Contents
Creating and Navigating the CE Application - Slides 5 – 16 
Provides instructions to access CloudCME to create a new CE Activity Application and navigate the sections of the 
application.  Includes detailed instructions for submission.

The following sections include screenshots and helpful tips to complete each section of the CE Activity Application. 
Basic Information – Slides 17 - 32

Gap and Needs – Slides 33 – 41
Reference VCU Health Continuing Education Planning Guide for additional guidance in conducting needs assessments and 
identifying practice gaps.

Objectives and Outcomes – Slides 42 – 47
Reference VCU Health Continuing Education Planning Guide for additional guidance in writing learning objectives and 
evaluating activities.

Planners and Faculty – Slides 48 – 49

Services Requested – Slides 50 – 52 
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Accessing CloudCME

Visit https://vcu.cloud-cme.com and click “Sign In”
• If you have an @vcuhealth.org email address, click “Sign in with your VCU Health ID”
• All others should click “Sign in with your email and password” 
• If you do not have an account, click “Sign in with your email and password” to create a new 

account
o On the next screen click “Don’t have an account” and complete the required fields
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Select only if you have 
an @vcuhealth.org 
email

Select this option if 
you do not have an 
@vcuhealth.org 
email



Creating a New Application
After signing in, click “Application” on the home screen
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Creating a New Application

On the Application Screen, Click the “New Application” button
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Navigating the Application

Left menu bar allows user to navigate between sections.  
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Navigating the Application
Required fields are highlighted in red until data is entered.
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Navigating the Application
Cannot navigate to next section until all required fields complete.  
All required fields must be complete before system will save section.

Click Save and Continue once required fields complete to move to next section.
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Navigating the Application
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Once your application is complete, follow these instructions to submit for review.
1. Click “Submit” at the end of the “Services Requested” page to save the entries 

on that page.
2. Review your application to ensure it is complete.
3. Click “Return to Applications List” in the menu bar on the left side of the 

application form.



Navigating the Application
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After clicking “Return to Applications List,” the screen will display all of the user’s 
application forms.  Locate the application in this list.

If any planning committee OR presenter/faculty conflict of interest forms are 
outstanding, you cannot submit the application for review, as shown in the 
example below.

Contact VCU Health Continuing Education to 
assist in this situation to ensure timely review.



Navigating the Application
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Once all conflict of interest forms are submitted, click “Submit for 
Review” button to route the application for initial review. 

The page will reload with a pop-up message confirming the 
submission and notice that a PDF copy was sent via email.



Navigating the Application
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1. Initial application review.  If incomplete, VCU Health Continuing 
Education will contact the activity coordinator listed in the 
application.

2. If complete, the application will be routed to the appropriate review 
committee.

What happens next?



Navigating the Application
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3. Feedback will be provided in the “Comments” section of the 
application.  You should receive an automated email when this occurs. 

• Let your CE representative know if you have any questions and when 
corrections/clarifications are complete.

What happens next?



Navigating the Application
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4.  Upon approval of corrections/clarifications, a Letter of 
Understanding will be issued.

Visit the VCU Health Continuing Education “For Planners” website for 
more information, including timeline and required documentation:
https://vcu.cloud-cme.com/default.aspx?P=1200

What happens next?



Basic Information

Select all of the appropriate Accreditation Type based on who you designed the activity for, either 
as the primary target audience or as part of an interprofessional target audience:

• ACCME –physicians 
• ACPE – pharmacists and/or pharmacy technicians
• ASWB – social workers
• ANCC – nurses
• AAPA – physician assistants
• APA – psychologists 
• Joint Accreditation – select this option planned when 2 or more of the above accreditations are selected and the program 

is designed for the healthcare team, by the healthcare team.  
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Basic Information 

Select the appropriate Activity Type from the dropdown menu, including providership and 
type of program.

Note:
• Directly Provided programs are planned by VCU and VCUHS entities
• Jointly Provided programs are planned by organizations external to VCU/VCUHS

Most commonly used:
• Courses – partial day to multiple day live, in-person activities (ex. conferences, symposia, workshops)
• Regularly Scheduled Series – live, in-person activities planned for the same audience on a regular 

schedule (ex. case conferences, Grand Rounds, Journal Clubs, M&M, Tumor Boards)
• Enduring Materials – Internet – asynchronous online activities 

Examples:
• A workshop planned by a VCU Department should select:  Directly Provided – Courses
• A Grand Rounds planned by an outside organization should select:  Jointly Provided – Regularly 

Scheduled Series 
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Basic Information

For activities seeking ANCC credit, select the activity type that best describes the 
planned activity. 

Provider Directed, Provider Paced: The provider controls all aspects of the learning activity, 
including objectives based on needs assessment, content, method in which it is presented, as 
well as evaluation methods. (Ex. live, in-person activities and live webinars)

Provider Directed, Learner Paced: The provider controls the content of the learning activity, 
including learning outcomes based on needs assessment, selects the content and the method 
in which it is presented, as well as evaluation methods.  The learner determines the pace at 
which they engage. (Ex. online self-learning module, independent study)

Learner Directed, Learner Paced: The learner identifies his or her learning needs, 
formulates learning goals, identifies resources for learning, selects and implements learning 
strategies, and evaluates learning outcomes.  This type of activity is engaged in by only one 
individual. (Ex. manuscript review, test item writing, committee learning, performance 
improvement, internet searching and learning)
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Basic Information

For activities seeking ACPE credit, select the activity type that best 
describes the 
planned activity and the appropriate topic designator. 

Knowledge-based: designed to transmit knowledge

Application-based: designed to apply the information learned in the time 
allotted

Practice-based: designed to instill, expand, or enhance practice 
competencies through the systematic achievement of specified knowledge, 
skills, attitudes, or performance behaviors. Should include a didactic and 
practice experience component, and at a minimum provide 15 hours of 
educational content delivery.
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Basic Information

For activities seeking ACPE credit, select the appropriate topic designator that best 
describes the planned content. 
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Topic Designator Activity Content

Disease State
Management /
Drug Therapy 

Drugs, drug therapy, and/or disease states

AIDS Therapy Therapeutic, legal, social, ethical, or psychological issues related to the understanding and treatment of patients with 
HIV/AIDS

Law Federal, state, or local laws and/or regulations affecting the practice of pharmacy

General Pharmacy Topics relevant to the practice of pharmacy other than those included in the classifications of drug therapy related, 
HIV/AIDS therapy related, and law

Patient Safety The prevention of healthcare errors, and the elimination or mitigation of patient injury caused by healthcare errors

Immunizations Provision of immunizations, i.e., recommend immunization schedules, administration procedures, proper storage and 
disposal, and record keeping. This also includes review for appropriateness or contraindication and identifying the 
reporting adverse drug events and providing necessary first aid

Compounding Sterile, nonsterile, and hazardous drug compounding for humans and animals. This includes best practices and USP 
quality assurance standards, environmental test and control, record keeping, error detection and reporting, and 
continuous quality improvement processes



Basic Information

Select the strategy(ies) that will be implemented to engage learners in the activity.
Reference Continuing Education Planning Guide for definitions and examples of each.
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Basic Information

Select the requirement(s) for awarding credit to participants.  
NOTE:  If “Successful completion of a post-test” is selected, be sure to include the minimum 
passing score, as shown in the example below.
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Basic Information

Describe the techniques that will be utilized to provide participants to assess achievement of learned content.  This is 
required for programs seeking ACPE credit and must be aligned with the activity type.  
Knowledge-based activities – must include assessment questions to determine recall of facts.
Application-based activities – must include case studies structured to address application of the principles learned.
Practice-based activities – must include formative and summative assessments that demonstrate that the participants have 
achieved the stated objectives.

Examples: 
Self-assessment or pre-test/post-test questions developed to reinforce the learning objectives and to assess learners.
Question and answer sessions incorporated at the end of the activity to allow participants to assess their learning, with 
correct answers with rationale provided. 
Case study discussion exercises incorporated into activity with correct answers and rationale provided.
Demonstration exercises incorporated into activity allowing participants to demonstrate skills and receive feedback from 
instructors.
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Basic Information

Select all of the appropriate credit types for your activity.  
Most Frequently Used:
• AAPA Category 1 CME credit for physician assistants
• ACPE credit for pharmacists and pharmacy technicians
• AMA PRA Category 1 Credit™ for physicians
• ANCC credit for nurses
• APA credit for psychologists
• ASWB ACE credit for social workers

Note: Many other professions accept participation in activities designated for AMA PRA Category 1 Credit™ for Virginia 
licensure renewal, including but not limited to: nurse practitioner, occupational therapist, physician assistant, physical therapy, 
speech-language pathology
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Basic Information
The following credit types are not as common, may require additional fees, documentation requirements, and processing 
times: 
• AAFP – American Academy of Family Physicians – specialized credit for family physicians
• AAP – American Academy of Pediatrics – specialized credit for pediatricians
• ADA CERP – American Dental Association Continuing Education Recognition Program – dentists and dental 

hygienists
• ASET – The Neurodiagnostic Society ACE – electrodiagnostic technicians
• MOC Part 2 credits for physicians boarded by:

– ABA MOCA – American Board of Anesthesiology
– ABIM – American Board of Internal Medicine
– ABP – American Board of Pediatrics
– ABPN – American Board of Psychiatry and Neurology 
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Basic Information
The following credit types are not as common, may require additional fees, documentation requirements, and processing 
times: 
• AAFP – American Academy of Family Physicians – specialized credit for family physicians
• AAP – American Academy of Pediatrics – specialized credit for pediatricians
• ADA CERP – American Dental Association Continuing Education Recognition Program – dentists and dental 

hygienists
• ASET – The Neurodiagnostic Society ACE – electrodiagnostic technicians
• MOC Part 2 credits for physicians boarded by:

– ABA MOCA – American Board of Anesthesiology
– ABIM – American Board of Internal Medicine
– ABP – American Board of Pediatrics
– ABPN – American Board of Psychiatry and Neurology 
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Basic Information
Select the Activity Format which best describes how your content will be delivered to participants.  
• Most common:

– Live Activity for Courses, Regularly Scheduled Series
– Enduring Material for Internet Enduring Materials
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Basic Information
Enter the Activity Location (actual or proposed), Date and Times
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Basic Information
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If seeking Maintenance of Certification (MOC) Part 2 points for physicians, select Yes and 
complete additional fields.  

ABIM ABA MOCA



Basic Information
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If seeking Maintenance of Certification (MOC) Part 2 points for physicians, select Yes and 
complete additional fields.  

ABP and ABPath



Basic Information
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Upload an Agenda for the proposed program including any breaks/meals.

A draft that does not have confirmed speakers is fine however the topics need to be clearly 
indicated.

Click “Save and Continue” to save application and continue to the next section.
All required fields must be complete before system will save section.



Gap and Needs
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Reference Continuing Education Planning Guide for guidance on how to identify practice 
gaps and educational needs.

Enter the practice gap for the target audience the program is planned for.

If seeking ACPE credit and activity is designed for both pharmacists and pharmacy 
technicians, the gap for pharmacists and technicians should be different and appropriate for 
the respective scope of practice.  



Gap and Needs
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Reference Continuing Education Planning Guide for guidance on how to identify practice 
gaps and educational needs.

How did you figure out that this was a problem for your audience?
Select the evidence you used to determine that the professional practice gap exists. 
Provide a brief (1 paragraph maximum) summary.



Gap and Needs

35

Reference Continuing Education Planning Guide for guidance on how to identify practice 
gaps and educational needs.

Knowledge – knowing facts

Skill/Strategy – knowing how to use the facts

Performance – demonstrate the knowledge, 
skills/strategy in the educational activity.  If this 
option is selected, be prepared to share how 
you are going to assess performance.

At least one need must be selected. 
Multiple needs are not required.



Gap and Needs
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Reference Continuing Education Planning Guide for guidance on how to assess if 
educational needs addressed in the activity.

Hint: 
Bullets/phrases are 

acceptable!

Answers do not need to be 
written in complete sentences.  



Gap and Needs
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Reference Continuing Education Planning Guide for guidance on how to assess if 
educational needs addressed in the activity.

For interprofessional activities:  Tell us what you planned the 
activity to change in terms of the healthcare team.



Gap and Needs
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Reference Continuing Education Planning Guide for guidance on how to assess if 
educational needs addressed in the activity.

Describe why the activity format (live activity, online enduring material, etc) 
is appropriate to meet the objectives and educational need of the activity.  

Be sure to include how you will assess 
if the educational need was met during 
the activity.

Be sure to include how you will assess 
if the educational need was met during 
the activity.



Gap and Needs
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Reference Continuing Education Planning Guide for guidance on how to assess if 
educational needs addressed in the activity.

If planning to offer non-educational intervention(s), select yes and describe.
Otherwise, select no to move to next section.

Upload Documentation to support any of the previous fields.  Not required.



Gap and Needs
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Select the barrier(s) the learners may face in making changes in practice based on the 
educational activity.



Gap and Needs
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Select the target audience(s) and specialty that the 
activity is designed for.
If designed for multiple specialties, select “Multiple 
Specialties” option.

Be sure to click “Save and Continue” to move to the next section.



Objectives and Outcomes
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Enter the learning objectives for your activity.  Click the + sign to add objective 
fields.  Objectives should relate to the practice gap and activity content.

If seeking ACPE credit: 
Include separate objectives for pharmacists and pharmacy technicians. 



Objectives and Outcomes
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Describe the desired outcome as a result of participation in the learning 
activity.

For activities seeking ANCC credit, indicate the impact area of the learning 
outcome.



Objectives and Outcomes
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Describe how the learning will be measured.  For the majority of activities, 
this is a post-activity evaluation form or post-test.



Objectives and Outcomes
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Select the appropriate outcomes measure(s).  This should align with the practice gap.
For example, if the practice gap is a knowledge gap, then at least one outcome 
measurement strategy from the knowledge/competence list should be selected. 

A copy of the results of the outcomes measures must be submitted to VCU Health 
Continuing Education following the activity.



Objectives and Outcomes
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Select the appropriate competencies this activity is designed to address.
Resources for definitions are available:
• ACGME/ABMS: https://www.abms.org/board-certification/a-trusted-

credential/based-on-core-competencies/
• Institute of Medicine: https://www.ncbi.nlm.nih.gov/books/NBK221519/
• Interprofessional Education Collaborative:  

https://www.unthsc.edu/interprofessional-education/wp-
content/uploads/sites/33/Core-Competencies-for-Interprofessional-
Collaborative-Practice.pdf



Objectives and Outcomes
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Select the appropriate competencies this activity is designed to 
address.
AMA PRA Skills and Procedures - majority of activities should select: 

• Verification of Attendance
• Verification of Satisfaction Completion of Course Objectives
• Contact VCU Health CE if you think Proctor Readiness or Competence to 

Perform Procedure is applicable to your activity.

CAPE: https://www.ncbi.nlm.nih.gov/pmc/articles/PMC3806946/
PTCB: https://www.ptcb.org/docs/default-source/get-
certified/Guidebook.pdf



Planners and Faculty
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Be sure the planner and faculty email 
addresses’ are entered correctly. The 
system will automatically send each 
planner and faculty an email from 
ceinfo@vcuhealth.org with instructions to 
complete an electronic COI form. 

Planners entered will also have access to 
edit the application.

Enter the planning committee members and faculty/presenters, if known.  
Planning committee must represent your audience!  If you want to offer nursing credit, you 
must have a nurse.  If you want to offer pharmacist credit, you must have a pharmacist.

In this example, Andrea Perseghin has a disclosure form on file.

John Doe does not.  

Users can click on “Disclosure” to view the form and any relevant financial 
relationships.

This feature is replicated in the faculty/presenter fields (below).

All members of the planning 
committee must complete a conflict 
of interest disclosure form before 
the application will be reviewed.



Planners and Faculty
The Activity Coordinator serves as the primary point of contact for the activity.  VCU Health 
Continuing Education staff will communicate with this person regarding the CE Activity Application 
and subsequent activity documentation process.
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Services Requested
Use of the VCU Health Continuing Education registration system is not required.  
If planning to use, please share this information to facilitate building the registration form and 
website.
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Services Requested
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Please share how the activity is funded (actual or planned).  
If seeking independent medical education grants or in-kind donations, 
additional requirements and fees apply. 



Services Requested
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Please share the activity billing contact.
VCU Health Continuing Education will send invoices to this person 
directly.


