
CloudCME Guide for Live Conference Coordinators 
Step Action 

1 View 
Administration 

Page 

1. Login at UCSD CloudCME website- https://ucdavis.cloud-cme.com/default.aspx 
• You’ll know you’ve logged in as your name will show up in the top right corner 

 
2. Navigate to the bottom of the page and click on Administration 

 
 
• This will take you to the backend/administrator side of CloudCME 

https://ucdavis.cloud-cme.com/default.aspx


 
 
3. The following menu items are available to you: 



 
2 Record 

Attendance 
1. Enter your activity name 
2. You will be directed to the page where you can manually add attendance for an individual user. 
3. Verify the activity displayed is your activity and select the ‘Add User’ button 

 
 

4. Enter the name of the learner from the ‘Search for Existing User’ field.  If the learner does not have a CloudCME 
profile you can create a basic account for them in the ‘Create New CloudCME User’ section: 



 
 

5. Once you have entered a learner’s name or created their account select the ‘Add User & Record Attendance’ 
button. 

6. The learner will be added to the attendance table on the page. 

 
3 Faculty 

Presentation 
Manager 

1. If a presentation if required for your speaker you can upload the presentation on this page 
2. Enter your activity name 
3. All speakers for your activity will be displayed in the table 

 
 

4. You will be asked to attest that the presentation does not contain PHI 
5. Select the checkbox to attest and click on the ‘Continue’ button 



 
 

6. Click on the ‘Select File to Upload’ button and navigate to the presentation file you are uploading 
7. You may only upload the following file types: .ppt, .pptx, .pdf, .mp3 

 
 

8. Click on the ‘Process File’ button to finish uploading 
4 Add Member  
5 Reports These are the available reports to view and download: 

• Registrations 
o The Registrations report allows coordinators to view registration and attendance information, email 

registrants, and print badges or sign-in sheets for an activity. 



• Transcripts 
o The Transcripts report allows coordinators the ability to generate transcripts based on various criteria and 

filters. 
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