Ethos RSS Module Coordinator Training
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Qj Overview of Continuing Medical Education (CME)

»2= Roles and Responsibilities in CME Activity Management

vz Ethos Process Overview & Demo

Q FAQ/Resources



Continuing Medical Education (CME) Overview

What is CME? Why is CME Important?

e CME is an essential component e Ensures high-quality patient
of lifelong learning for care through updated practices.
healthcare professionals e Meets licensing and

e [t supports the maintenance credentialing requirements for
and improvement of clinical healthcare providers.
knowledge, skills, and e Enhances professional
professional performance development and career

growth.



1%
Other/Blended Learning

CME at UT
Southwestern




Total Learners By CME Activity Type
UT Southwestern Medical Center (2022)

Sum of Total Other Learners  Sum of Total Physician
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**Physician, Other Learners: # Learning Encounters

The largest number of CME learners
are those who attend RSS activities!



* Faculty Disclosure Requirements

* All speakers/authors must disclose
relevant financial relationships with
ineligible companies.

C M E * Disclosures must be submitted and
reviewed prior to the activity.
* Transparency ensures compliance

with ACCME Standards for Integrity
and Independence.

Accreditation

Requirements

* Mitigation of Relevant Financial
Relationships

* |dentifying and addressing conflicts of
interest through mitigation strategies.
* Includes steps like peerreview,

altered presentation content, or
exclusion of biased individuals.




ACCME Guidelines on the Mitigation of

Financial Relationships

womwenmromnem| MITIGATE | S
formsin Ethos ——‘ DISCLO_SE

Mechanism: Notice to
Who: Speakers, Course | c\ig Prog. Coord at least

director, Planning 1-week prior-to event Mechanism: Disclosure
committee e - to Learner (DTL) handout,
o: Anyone wit
When: Prior-to delivery of conflictsy Announcement
content _ . Who: Distributed to
When: Prior-to delivery of | |carners
content . .
When: Prior-to delivery of
content

All occurs PRIOR to the delivery of accredited content!



Journal Club Requirements
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1 Learn about best evidence to 2. Learn about important new evidence

inform clinical decisions that should change practice



Process for Journal Club RSS Activities

DEADLINE

TASK

PERSON

2 weeks prior to session

Create session page in Ethos

RSS Coordinator

* Follow prescribed RSS process for CME certification

1 week prior to session

Upload the following to Ethos session page:

RSS Coordinator

* Copy of journal article(s) being discussed
Email to your assigned CME Program Coordinator:

* Quiz questions with correct answer provided (Use Quiz Template)

1 week to 3 business days prior to session

Builds quiz in Ethos session page

CME Coordinator

Creates reminder email in Ethos session page

Day of Session

Sign in at Journal Club session using Event ID

Learner/Attendee

Recemves auto-generated email with instructions for completing guiz

Day of session to 1 week after session

Completes quiz and then CME/Attendance credits awarded

Learner/Attendee




Journal Club - Quiz Template

Quiz template Journal Club - Excel

Home Insert Page Layout Formulas Data Review View PDF-XChange '-'-;’ Tell me what you want to do..

= % Cut Calibr -1 - A A = - # Wrap Text Genera - .= 4 | Normal Bad Good €= 2ol
X b — i G : r 4 =
3 Copy = o - ol Iy
Paste " i B I U- .| Py - i_ = 3 = Merge & Center = $ = 9% 3 %% = Conditional Format as Meutral 3 at : _ | Insert Delete F
x Format Painter Formatting - Table - = =
Clipboard b Font 5 Alignment 5 Mumber 2 Cells
B26 E J
A B C (§] E F G H | J
1 uuid ### - Name of Journal Club question correct answer WrONE answer Wrong answer 2 Wrong answe Wrong ans Wrong answer 5
2
3
4
-
6
T
8
9

10



ournal Club - Quiz Sample

210 Liver Transplant Journal Club (052324)

Quiz

e Edit results Ghuiz ake
Courss progress o You hawve already pazsed this Guiz
Qutz Quiz
0 HEQUIHED
Credit -
B Question 1
e-blind controlled clinical trial by Simon et a hich looked at the benefit of

In the phase-2 randomize
= found to be superior to placebo in reduction o the following items except

aspinn

aspinn place

for which of the following:

Choose ona

d) Weight loss = 3%

NN



Journal Club - Email Notification

to Learners

Dear Colleague,
Thank you for your recent attendance at 210 Liver Transplant Journal Club (052324).

To complete the Journal Club regquirements, please sign in and proceed to the following link to complete the Journal Club Quiz:

The gquiz will be available for 7 days following the session.

For reference, here are links to the Liver Transplant Journal Club articles discussed at this session:

A Phase 3. Randomized, Controlled Trial of Resmetirom in NASH with Liver Fibrosis
Aspirin for Metabolic Dysfunction-Associated Steatotic Liver Disease Without Cirrhosis - A Randomized Clinical Trial

Thank you for your participation,
University of Texas Southwestern Medical Center
Office of Continuing Education



MOC/CC Reporting Process Update




Board ID in Ethos Profile

(MOC/CC)

Board Certification

+ CE Office Reporting to Boards on behalf of the

(=] learner
+ Learners can expect 60-75-day delay between the
Ahernate £ Mail Addre activity date & reflection in learner's board profile.

+ Post-Test/Evaluation sent to learner (when
ADA/Special Naeds applicable)
+ NEW!Board ID and DOB to be added to ethos
profile for reporting (prev. MOC form)

Revision information

Foervisnican hoxg ressage



Ethics, other specialty credit
requests

=
Emalil your
I CE m MOC Quiz/Credit

Coordinator

e Financial relationship
E notification!



Roles and Responsibilities in CME

Activity Management

Task/ Responsibility CME Coordinator RSS Coordinator

Compliance Management

Mitigation of Financial Relationships

Document Sharing

SMS Code Distribution

Credit Reporting

Ensure information provided in ethos
RSS module adheres to accreditation
standards.

Initiates peer review when financial
relationships are disclosed.

Provides templates (RSS Coordinator
Resource Page)

Generates SMS code after approving
session in ethos

Verifies attendances and reports credit
on behalf of learner

Inputs/provides activity information into
ethos RSS module

Adds faculty to each session, tracks
faculty disclosures, notifies CME
coordinator of any financial relationships

Shares approved documents with
learners prior to the session.

Collects code and shares with learners
during activity.

Ensures that learners sign in during
session timeframe to receive credit



Process Overview




Ethos Workflow Summary

If changes are needed,
workflow resetto needs

*Setsession to "Needs Review" no more than 30 day prior to the session da

skips feedback

review
*RSS *Ready for CE *CE Coordinator *CE Coordinator *Session

Coordinator Coordinator to reviewing has identified approved,
collecting review session somethingis EventID
disclosures, All *Received missing avaliable
editing session, documentation automated sAutomated
uploading uploaded; emailwith emailsent with
documents Faculty indication feedback

Disclosures message

complete included

*Notification of

financial

relationshipsto

CE Coordinator

(if applicable)

\_ \_ J \_ J \_
No changesneeded;



Demo

Overview

- . eAnnually
Series link provided (Bookmark!) s e

5 e s *As soon as sessions are confirmed
Create link for individual session S AMInIimuin: 2 weeks bilortoisession

. . . . eRefer to instructions
Edit session information

Add facu|ty’ track disclosure form *As soon as session information is confirmed
completion eMinimum: 2 weeks prior-to session

Review disclosure forms and notify CE MEUNIEIEATQ NS
office of listed financial relationships *Notify CE office of financial relationships minimum 1 week prior-to session

Upload documentation to Attachments [aUEEHEUREUEIIIRLEEDY
tab eMinimum 3 days prior-to session

. *All session information is ready
Set workflow to Needs Review eMinimum 3 days prior-to session

. *CE office
Session feedback or approval «System notifications

*CE office upon approval
Collect Event ID 2 days prior-to session

Provide session documentation, Event VA0
ID to learners



eAnnually
eUpon training completion

Series link provided (Bookmark!)

000 RSS Coordinator CME Compliance Training 2024 -
2025

Series Homepage

- Homepage for all sessions
within RSS Series

- This is where you will add
your individual sessions




eAnnually

Series link provided (Bookmark!) s EsE s

Session Homepage Overview

000 RSS Coordinator CME Compliance Training (011824)
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. . - . e As soon as sessions are confirmed
Create link for individual session e MINIHGH: 2 weeks priot-to sesslon

000 RSS Coordinator CME Compliance Training 2024 -
2025

Click "Session" to add

Features

M . Series dote
n eW SGSS' 0 n On Se I’I eS Growp nome 01/0%/2024 - 12002 CST 10 12/31/2024 « 11 00pm CST
Homre
Sez120ns Serien location
h Om e pa ge UT Southwestern Medical Cantetr Virtual « Teoms
Add content Dotiaz, T
3 Sl
— 9 eiE0n See map: Google Maos

Admin
EQnt Senies
Features
Mesrtors Sessons Sessions will appear
it BB l/ here once created
Seqsicn

Werkfiow dasrtoord




eRefer to instructions

Edit session information

Step 1

View Edit Enrollments

Title & description *
Time & place *
Course seitings
Credit settings
Workiflow

Publishing

Attachments

Workflow  Reminders  Faculty Course outline  Agenda  Course reports  Revisions

Tithe *
Step 2
000 RSS Coordinator CME Compliance Training “TITLE™ (MMDOYY) h
Body (Edit summary)
B I UE & 2 E I 2 E - ™ A % m, 9 [@Sawee — T, ) Forma: -

Step 1: Select "Edit" Tab
Step 2: Insert Session Title

### RSS Series Title "SESSION TITLE" (MMDDYY)
Example: 123 Internal Medicine Grand Rounds "Equity Teaching Rounds" (041423)

Repeat this session




eRefer to instructions

Edit session information

Vi Eddin Erralmarts Wil g Rerninders Faculty Cowrge cuthne  Agends Cowrte repartd Riraigigng Repest this sessicn

Tizie & description =1 Live
Step 1 )
Tiewse & plase =
a Sesgion date *
Cousrse SEtings The currare site time is $:02am C5T. Please eroer o zimeg in 0800 Aemerica/Chicage.
S ek Daze = Tirrsgs = vee*  Date® Tierug =

Step 1: "Time & ] £ eI B O I Step 2
Pl " L 0372042025 0l:30pm 032072025 02:30pm (

Pubiighing

Lacatian
ACBCNMETS

Locacion name

Step 2: Check 44 2ocn o uious v wing oot ¢ Step 3
Date & Time

Sareet
Step 3: Insert e
info about -
location
Courrry
urited Saates

SrateiProvince




. . . . eRefer to instructions
3c Edit session information

Wiew [a  Evolvens Workflow  Remingent  Feduty  Cousecutine Agends  CoumenepdE RevEend  Pepedt I SEEGA

S

tep 1
—

lStepS

I | oD

Tizts L dascription ™
Tora & b * et thie oredi sefngs Tor 0 Course
Courss esings .
Step 2
| dcrioe
gl SerLmavgs
| Varisble oredi
ek Increments | (.25 ki | 0.00
Code
Fuzdzhung
L
Expirasion ype
=
] AT H
| Wnriptie credis
ncrements | 0225 Wi | D00
e

Expiration type

Pt

Iiax | oD

Step 1: Click Credit
Settings

Step 2: Expand AMA &
Attendance Sections,
ensure BOTH are
marked "ACTIVE"

Step 3: Input the # of
Credits for the Session
in the Max Section

Step 4: Select "SAVE"



. . . . eRefer to instructions
3d Edit session information

\/

View FEdit  Enrollments Workflow Reminders Faculty Courseoutlne Agenda  Course reports

Step 1: Select "Enrollments”
Tab and then select 'Settings"
Administer  Search and enrall  Waithist Import  Imported récords  Signup broadcast  Sign-in sheet g
Step 2: Ensure settings
reflect 1 hour before and 24
hours after

Enrollments are
Open

Send signups to
Email address where notification of new signups will be sent, Leave blank for no notifications,

STEP 3: Scroll down and click

- 55 l
C"p‘E'” attendan:e 1 I‘t‘n-ur!' I] m' nutes tlE'r':IrE' N slart da[e ffqr?'hr:iw A WG LI BT B SO Bnen ane sutmmasically ciored, F bes o 0L S i g lmis
. M :
Close attendance | 24 hiours | O minues | after ~| start date




*As soon as session information is confirmed
eMinimum: 2 weeks prior-to session

4 Add faculty, track disclosure form
completion

Step 1
N4
wiew Bt Enrolimess Workflow Remicdiers  Faculty Course cutiine
S

Step 1: Select "Faculty" Tab e > fooviyine 41 ts Foancel eonanon

To assgn & formm 18 Facuiy meminer, sesrTh Tor Raculny by neme in o "Uner™ Tield Delow
Step 2: Select Add Faculty e R ——

Stepi_)

Ema
Step 3: Type Faculty Name/Email address in the o el v & et
user/email box, Select Faculty Role & Form Type (see L
next slide for form type) .

Coirge Diregzor
Step 4: Select Send Email Notification (to have L’Lm
automated email sent to faculty to inform them to <o
complete their disclosure) ) Dcasere Aesaien
Step 5: Select Add Faculty L
(Repeat for All Faculty) Stop 4 ot
—9 Serdl perpil notificaion s 5
oy | €—=°P




Which form should | use?

Form

Course director,
Planning committee
member

Speaker (UTSW)

Speaker (External)

Disclosure Attestation

Yes, if you want Ethos

to send a system-
generated email to
complete their disclosure
form

(No form = no email)

Yes, if you want Ethos to send
a system-generated email to
complete their disclosure form
(No form = no email)

Yes, if you want Ethos

to send a system-
generated email to
complete their disclosure
form

(No form = no email)

CME Yes, if the session

Educational Materials No is being recorded, livestreamed No

Permission Form to public, or posted online

ursw e
Speaker Authorization No No g ’

Form

livestreamed to public, or
posted online




Review disclosure forms and notify CE  JEUELTEIEIA IREEITdEE,
office of listed financial relationships *Notify CE office of financial relationships minimum 1 week prior-to session

I Step 1 \

Faculty list ¢
Wiew Bz Ernrgimenss Workfidw  Reminders Faculty  Courie futing Agerds C5urse reperts Reviang Rapent i Segicn
o @ siorme Praec einconerics
If Disclosure date is
MHame Rz blank = I’lO
: (e disclosure on file
Cioerations
: N e roll Foculy Step 2 If First/Last Name is
Blank = no ethos
L e — e = frrstes — fetere forms account
. Ryans Plarcar bridunarybtE Bt ioutiwesiarL 8l TR0, Ha 5] Edet elmie st
o TStep 3

Step 1: Select "Faculty" Tab
Step 2: Ensure all faculty listed have disclosure date thatis within 1 year of the session
date.
Step 3: Click the Last name of faculty and select "Disclosure" to view their disclosure.
(repeat for all faculty)

*If financial relationship is reported, notify your CE Coordinator Immediately!



Upload documentation to Attachments RallE=S RIS ENIEEIEERY
tab eMinimum 3 days prior-to session
lStep‘I

Wiew Edit Enrodiments Wiorkflow Remindears Farulty Course outline Agenda Course reports Revisions Repeat this session

Tithe & description *
File attachments
Time & place Add a new file

Files rmugs be less than 1 GB

Course s4ings Allgwed file types: jog jpeg Bif png o doc doni xds sdsk paf ppe ppo: pps ppsx odt ods odp.
Credit settings [ Choose File | No file chosen ﬁ
Wiarkflow te P
Publishing
ﬁ | Awachments | lSte p3
| J

Step 1: Select "edit" tab and then select "attachments sub tab
Step 2: Select Choose file and upload both Announcement and Disclosure to Learner (DTL)
documents
- naming convention for documents ###_MMDDYY_DTL / ###_MMDDYY_Announcement
Example: 123_041223_Announcement

Step 3: Select SAVE




Templated Documents

UT Southwestern

Medical Center

Department Name
RSS Tithe

Day, Date
Time
Location

Presentation Tivle
Speaher Name

1 it be/ ATV othom

tomeve Dvoitor Nonrre Owenlor Name!

Prpoee end Lommens
Pargve owl wed v minty

Toget Atonn
A R M

L e )
S 0ATREen of ThE AT The SANNCBE BRI Be 0 e
L Owered maheg shan i weinl hr site iy
L0 e g SRRt ) N BT gty

Thw ol o Wt
L e e L

Ascrodiatie. he Uawn ipty of T Sedban g s Ve daw Croec 8 maredind by B ot rmd het e Copne /S
Contmurg W d oo 1000 1 prin e Covtinung med<n sdcon Yo phacerd

Cradll Dursignation: " nam oty o "anm bontnam Ba n Ve da o Carder dosgrates g bom o iniy S o manmgm of
§ AN P Cotrpory | Cosey™ Psc ara ovd e oy e 1788 Comeme st I wh e #itew of e
P e
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Templates available on Ethos RSS Coordinator Resource Page

 Share Announcement & DTL with learners prior to the session

[ NamE

UT Southwestern

Medical Center

OrsCLOs0KE OF FINANGIAL RELATIONS M Wi TH INta@ a0t COMPANES

RSS Title
Day, Date

1t s the policy of the CME Office at The Univer sity of Texss Southwezern Medical Conter
10 endur¢ balance, iIndependence, objectivity, and sclentific rigor in all directly spoasored
or jointly provided educational activities, In sccordance with the Accreditation Councll
for Comtinuing Medical Education (ACCME) Standards for Integrity and independence in
Accredited Continuing Education, all persons in the position to control the content of an
education activity are requited to disclose all Fmancial relationships in any amoest
occurring within the past 24 months with any ineligible company (any entity whose
primary Suiness is producing, macketing, selling, re-selling, or distributing health care
£00ds o wrvices consumed by, or used on patients]. UT Southwesern also considers
Ineligitle those companies producing, marketing, selling. re-selling, or Jitributing
healthcare products in development for future use o patients, such as healthcare
product resmarch companies.  All reported financial relationships with Ineligithe
companies are reviewed for relevancy and then mitigated through a content review
process prior 10 the acthvity (where spplicatie)

The following is a listing of all individuals that contributed to the educational content
of thin activity and any reported financial relationships within the last 24 months:

ROLE RELATIONSHIP | company




Set workflow to Needs Review

lStep1

Step 1: Select "Edit" Tab
and then "Workflow"
subtab

Step 2: Change Target
State to "Needs Review'
*Change Target State at
least 3 business days

prior to session date.

Step 3: Select "SAVE"

eAll session information is ready
eMinimum 3 days prior-to session

Wiew Edit Enrollments

Title & description *
Time & place *
Course semtings

Cradit sattings

Publishing

Attachments

Workflow  Reminders  Faculty  Cowurse puthine  Agenda  Course reports  Revisions  Repeat this session

Target state
Step 2
Meeds review b

Workflow comment
A gomimens 1o put in the worldiow log,

TStep3




. *CE office
Session feedback or approval «System notifications

If additional information is needed, CE
View Edit Enrollments Workflow  Reminders Coordinator will change the target state to
"Feedback"
Target state
Naeds review This will initiate a system automated email to
 Feedback €—— the RSS Coordinator with the session link for
review.
Old state Mew State By Comment
Comments from your CE In review Feedback Briauna Ryans Feedback will appear here
Coordinator can be found in the Needs review In review Briauna Ryans
"WOI‘kflOW" tab Mew Meeds review Briauna Ryans
[creation) Mew Briauna Ryans




o CE office upon approval
Collect Event ID *2 days prior-to session

000 RSS Coordinator CME Compliance Training (011824)
Step 1: Click link
in system email ew | e | o T v T receae . e [ arports | Fe
after "approval Repsotinis session | Clone
received"”
Features
Step 2: Collect L . —
Event ID/SMS o N
Code Add contant o/ el 3024 - 1-B0pm to 230pm CET
Step 3: Share Admin N850
Code with e o
session Workficrw dashbosrd T —




1 0 Provide session documentation, Event RReVAEE0%Y
ID to learners

- Retrieve Event ID (after session is approved) from session homepage
- Template slide (shown below) available on RSS Coordinator Resource Page

Sign-in to receive CME credit

TEXT <Event ID> to 972-573-8343

or log in and enter at cme.utsouthwestern.edu/code
to receive CME or attendance credit for this session.

The Event ID is available today only.
You will receive a message confirming your attendance

UT Southwestern
MiscBeal Canter



Wednesday Before

Thursday Before

Friday Before

Monday
Tuesday

Day of Session

Monday

Tuesday

Wednesday

Thursday
Friday

RSS Process
Reminder

* Be sure to mark activity as 'Needs
Review' at least 3 business days in
advance

* CME Review 2 Business days prior
to session date

* Please send your coordinator an
email if you do not have session
approval 1 day prior to session.



What happens if a session gets canceled?

| didn'tdo any of the steps and the session is tomorrow. Can | still get
an Event ID?

Can a secondary coordinator be trained?

| will be out-of-office

Attendees are receiving "error" message when using SMS Code

e Update title to include "canceled" at the end

e |f sessionis "In Review" or "Approved"
¢ Notify CE Prog Coord

¢ Please follow timeline outlined!
e All steps need to be completed before an Event ID can be issued

¢ Only if workingin faculty list consistently

e Backup/alternate coordinators must complete the training before we
can grant them Administrative rights in Ethos to work in the ‘workflow’
e System notifications get sentto the originator of the session

* Work with CE Prog Coord ahead of leave

¢ Sign in with the event ID on your phone
e Check"enrollments" tab on session page in ethos, select settings
and ensure it reflects 1 hour before and 24 hours after.



RSS Coordinator Resource Page

Faglures sordinators!

)

Welcoms 1o the neew BRS Coordirator Rescurce Pages® Thin i your gusds fo working in the RSS Module in [5xca

Agd contant

Can | get a copy of
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https://cme.utsouthwestern.edu/rss-coordinator




Thank you!

Thank you for all your hard work!
Please feel free to reach out to
your CE Coordinator for any
questions or concerns
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