
Ethos RSS 
Module 
Coordinator 
Training



What 
changes?

Improve efficiency in 
managing RSS activities

All steps completed in 
cme.utsouthwestern.edu 

(Ethos) series pages

Flexibility on when you 
create session pages

Workflow system/email 
notifications

Upload documents to 
session page instead of 

SharePoint

Everything for your 
activity in one place!



What stays 
the same?

Faculty management

• Faculty list

• Disclosure collection and review

Mitigation of financial relationships

Event ID upon session approval

Approval timeline!



Process 
overview

Provide session documentation, Event ID to learners

Collect Event ID

Session feedback or approval

Set workflow to Needs Review

Upload documentation to Attachments tab

Review disclosure forms and notify CE office of listed financial relationships

Add faculty, track disclosure form completion

Edit session information

Create link for individual session

Series link provided



Step 1: Complete training, receive Series 
Homepage link

• After this training, you will be 
provided with the Series 
Homepage link for each of your 
RSS activities

• Bookmark this link!

• Use this link to:
• Create new sessions
• Access sessions

• (Replaces individual course links 
sent by CE office)



Step 2: Create link for individual sessions

• When to create links
• As soon as sessions are confirmed
• Minimum: 2 weeks prior-to session

• View template session 
(1st session of the year)

• Utilize "Repeat this session" 
function

• For activities that move around, 
use “Session” under “Add Content”

• (Replaces notification via 
SharePoint folder, link sent from CE 
Office)



Step 2: Create link for individual sessions 
(Repeat this session function)

• Set frequency

• Stop repeating on end date of 
activity
• 12/31 for most activities
• 8/31 for fiscal year activities only
• Last day before summer hiatus for 

activities with a hiatus

• Hit Generate
• Ethos will show skipped weeks 

• Go back to Series page to view 
sessions



How to browse to a session page

• Start at Series Homepage

• View session listing

• Click on Session
• Make edits

• Add faculty

• Upload session documentation



Step 3: Edit session information
(Title & description)

Title ### RSS title: "Session title" (mmddyy)
Note: use 1st session as template. This is 
how the session will appear on learner 
transcripts!

Body Optional (but need to provide direction) 
Learning objectives? Activity info 
from announcement?

Skip (Title & 
description tab)

Course instructions, format, category
(DO NOT select format or specialty for 
RSS activities)



Step 3: Edit session information
(Time & place)

Live Should be selected

Session date Date/time

Location In-person/hybrid: UT Southwestern Medical 
Center, Dallas, TX
May specify room location under 
"Additional"
Virtual: Online activity, Dallas, TX



Step 3: Edit session information
(Course settings)

• Skip: do not edit default 
selections on this page



Step 3: Edit session information
(Credit settings)

MOC Inactive (MOC credit is reported 
directly to the boards)

AMA Active: Set max to number of hours of 
session (1 hour = 1.0 credit)
Should match Attendance

Attendance Active: Set max to number of hours of 
session (1 hour = 1.0 credit)
Should match AMA

Ethics CE office use only per session. Only 
applies to approved sessions/activities

Educational time Credit amount

15 minutes 0.25

1 hour 1.0

1 hour 30 minutes 1.5

2 hours 2.0



Step 3: Edit session information
(Workflow)

• Leave “Target state” as New until 
session is ready for review
• After all disclosures have been 

collected

• You will come back to this page 
later to change the target state



Step 3: Edit session information
(Publishing)

• Skip: Do not edit default 
selections on this page



Step 3: Edit session information
(Attachments)

• You will come back to this page 
to upload session 
documentation for review



Step 3: Edit session information
(Save)

• Select Save at the bottom to 
complete editing the session 
page



Step 3: Edit session information
(Overview)

Where Series homepage -> Session listing -> click on session to update

Title ### RSS title: "Session title" (date)
Note: use 1st session as template. This is how the session will appear on learner transcripts!

Body Optional

Skip (Title & description tab) Skip: Course instructions, format, category (Do not make selections)

Session date Date/time

Location In-person/hybrid: UT Southwestern Medical Center, Dallas, TX
May specify room location under "Additional"
Virtual: Online activity, Dallas, TX

Course settings Skip: Do not edit default selections on this page.

Credit settings AMA, Attendance should match the amount of educational time for the session, to the quarter-hour.
Do not select other options without approval.

Workflow Leave Target state as New until ready for review

Publishing Skip: Do not edit default selections on this page.

Attachments Upload session documentation here

Save Save session



Step 4: Add faculty to Faculty list, track 
disclosure form completion

• When to add faculty
• As soon as session information is 

confirmed
• Minimum 2 weeks before session

• Search for user by name
• Add by email for new users

• Assign faculty role
• Assign form

• Disclosure attestation
• No form selected = no email sent

• (Same process as before)



ACCME Guidelines on the Mitigation of 
Financial Relationships

IDENTIFY

MITIGATE

DISCLOSE

All occurs PRIOR to the 
delivery of accredited content!



Disclosures in Ethos

• Who? Anyone contributing to educational content for the activity

• Course director, planning committee, speakers, moderators, peer 
reviewer

• Disclosure expiration check and how often are updates needed? 

• Implemented new ACCME Standards in our system on 11/11/21: 
any disclosures dated before 11/11/21 will need to be renewed

• Updates should be made to disclosure form every time there is a 
change to their financial relationships

• Disclose ANY financial relationships with ACCME-defined ineligible 
companies



Which form Should I 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 Educational 
Materials Permission 
Form

No Yes, if the session is 
being recorded, 
livestreamed to public, or 
posted online

No

UTSW Speaker 
Authorization Form

No No Yes, if the session is being 
recorded, livestreamed to 
public, or posted online



Step 5: Review disclosure information and 
notify CE office of listed financial relationships

• When to review disclosures
• Continuously until completed

• Browse back to session page
• Go to series home page

• Click on session

• Click on names in faculty list to 
review Disclosure tab in profile

• (Same process as before)



Reviewing the faculty list

Faculty list issue What does this tell you? What do you do next?

No faculty list appears Session faculty haven't been added Make sure to add session faculty as soon as 
you get the course link to populate the 
faculty list

No name No profile 1) Create profile
2) If email doesn't match, they will get an 
error: Re-add them to faculty list
3) Complete disclosure form
(cme.utsouthwestern.edu/my/edit/disclosure)

No date No disclosure Complete disclosure form
(cme.utsouthwestern.edu/my/edit/disclosure)

Dated before 11/11/21 Disclosure needs updating Update disclosure form
(cme.utsouthwestern.edu/my/edit/disclosure)

Do they have any Financial relationships? You won't know until you click on their name 
to view the disclosure tab in their profile!

1) Click on name in faculty list
2) Review disclosure tab
3) Notify CME program coordinator of 
financial relationship listings 1 week before 
conference

https://cme.utsouthwestern.edu/my/edit/disclosure
https://cme.utsouthwestern.edu/my/edit/disclosure
https://cme.utsouthwestern.edu/my/edit/disclosure


Step 5: Review disclosure information and 
notify CE office of listed financial relationships

• Notify your CE program 
coordinator by email

• When to notify CE program 
coordinator of financial 
relationship listing
• As soon as disclosure form is 

complete

• Minimum 1 week prior-to session

• (Same process as before) 



5) Notify OCME Admin of any listings on disclosure form

• What is a financial relationship with an ineligible company?
• The ACCME defines an “ineligible company” as those whose primary business is producing, 

marketing, selling, reselling, or distributing healthcare products used by or on patients.

• Occurring within the past 24 months

• Office of CME Program Coordinators manage mitigation

• Notify OCME admin/ assigned CME Program Coordinator of any 
financial relationship listings at least 1 week prior-to session
• Email your program coordinator!

• Peer reviewer assigned to mitigate financial relationships
• Process still handled via email in-advance of session review

IDENTIFY
MITIGATE

DISCLOSE



Step 6: Upload session documentation to 
Attachments tab

• Browse back to session page

• Click on Edit

• Go to Attachments tab

• Upload Announcement, DTL, Speaker 
Release form, etc
• Upload completed forms, not 

templates/placeholders!
• Use clear file names:

RSS#_Date_Announcement

• Save

• (Replaces upload documentation to 
SharePoint)



Transcribe information from 
online disclosure form



DISCLOSE
Mechanism: Announcement

Who: Distributed to Learners

When: Prior to Content Delivery

• Create template for your 
activity

• Update session details at top
• First half of form

• Overall activity 
information from annual 
CME application

• Second half of form
• CME language (do not 

change/delete)
• Credit hours



Speaker Authorization Release Form

• Guidance from UTSW Legal 
Department:
• Required for ALL external speakers 

(Non-UTSW) - DO NOT USE FOR 
UTSW SPEAKERS

• Required if live streaming and/or 
recording of lectures

• If revisions to the form are 
requested, they will have to be 
reviewed and approved by UTSW 
Legal Department

• If the Speaker is not agreeable to all 
of these terms, they cannot present.

• NOT A CME FORM



ACCME Guidelines on the Mitigation of 
Financial Relationships

IDENTIFY

Mechanism: Disclosure 
forms in Ethos

Who: Speakers, Course 
director, Planning 
committee

When: Prior-to delivery of 
content (1-2 weeks before)

MITIGATE

Mechanism: Notice to 
OCME Prog. Coord at least 
1-week prior-to event

Who: Anyone with conflicts

When: Prior-to delivery of 
content (1 week before)

DISCLOSE

Mechanism: Disclosure to 
Learner (DTL) handout, 
Announcement

Who: Distributed to 
learners

When: Prior-to delivery of 
content (provided to 
learners before session)

All occurs PRIOR to the delivery of 
accredited content!



Step 7: Update Workflow state to Needs 
Review

• When to update workflow state
• Everything is ready for review!
• All disclosures completed, notification of financial relationship, 

documentation uploaded
• Minimum 3 days before session

• Browse back to session page

• Click on Edit

• Go to Workflow tab

• Set Target State to Needs Review

• Add comment if needed: Address to CE program coord

• Email notification sent to prog coord

• Save

• ATTN: Check Junk Email folder!

• (New step in process!)



Check your Junk Email! 

• System notifications going to 
Junk Email

• Notify coordinator

• “It's not junk”

• May be forwarded from CE 
coordinator



Step 8: Session review (Approval, Feedback)

• CE Program Coordinator will review all session components 2 days 
prior-to activity

• If anything is missing, workflow state will be changed to Feedback. 
Once missing information has been fixed, you must set workflow 
target state back to Needs Review

• If Approved, you will receive a system-generated email. Proceed to 
next step



Workflow summary

New

• RSS Coordinator 
editing session, 
collecting 
disclosures, 
uploading 
documentation

Needs Review

• Ready for CE 
Office Program 
Coord review

• All disclosures 
collected, 
notification of 
financial 
relationships 
sent to CE Prog 
Coord, session 
docs uploaded

In review

• Receive email 
system 
notification

• CE prog coord is 
reviewing the 
session

Feedback

• CE Office Prog 
Coord has 
identified 
something as 
missing

• Notification 
sent back to RSS 
coordinator

Approved

• Session 
approved

• Event ID 
available

(No changes needed: skips feedback)

If changes are needed, gets sent back to RSS 
Coord for correction



Step 9: Collect Event ID (Session Approved)

• System notification email

• Collect Event ID (SMS Code)

• Provide to learners along with 
session documentation

• (Replaces email from CE office 
with Event ID)



Step 9: Collect Event ID (Session Approved)

• Go to Enrollments: Settings

• SMS options
• Open attendance: 1 hour before

• Close attendance: 24 hours after

• Leave other fields 
blank/unchanged



Step 10: Provide session documentation, 
Event ID to learners

• Provide Event ID to learners 
along with session 
documentation



Process 
overview

•Annually

•Upon training completionSeries link provided (Bookmark!)

•As soon as sessions are confirmed

•Minimum: 2 weeks prior-to sessionCreate link for individual session

•Refer to instructions
Edit session information

•As soon as session information is confirmed

•Minimum: 2 weeks prior-to session
Add faculty, track disclosure form 

completion

•Continuously until completed

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

•All session information is ready

•Minimum 3 days prior-to session
Upload documentation to Attachments 

tab

•All session information is ready

•Minimum 3 days prior-to sessionSet workflow to Needs Review

•CE office

•System notificationsSession feedback or approval

•CE office upon approval

•2 days prior-to sessionCollect Event ID

•Day of activityProvide session documentation, Event 
ID to learners



RSS 
Coordinator

CE Office

Minimum of 2 weeks before session
Create link for 

individual session

Edit session information 2 weeks before session

Add faculty, track disclosure form completion 2 weeks before session

Review disclosure forms and 
notify CE office of listed financial relationships

Continuously until disclosures are completed

Upload documentation to Attachments tab 3 days before session

Set workflow to Needs Review 3 days before session

Collect Event ID 2 days before session

Provide session documentation, Event ID to learners Day of session

Mitigation of financial relationships Week leading up to session

Session feedback or approval 2 days before session

Timeline overview



FAQ



Email your CE 
program 
coordinator!

Financial relationship 
notification!

MOC quiz questions

Ethics, other specialty credit 
requests



Can I get a copy of the slides?

https://cme.utsouthwestern.edu/rss-coordinator/

Updates coming soon!

https://cme.utsouthwestern.edu/rss-coordinator/


Process Reminders: When is it due? (Set workflow 
to Needs Review)

ALL Materials due! CME Review Session

Wednesday before Thursday before Monday

Thursday before Friday before Tuesday

Friday before Monday Wednesday

Monday Tuesday Thursday

Tuesday Wednesday Friday, Sat/Sun

3 bus. Day 
before

2 bus. Day 
before

1 bus. Day 
before

Day of Session

All steps 
complete!

CME review Session



Why didn’t I get an Event ID?

Cause Review steps

Disclosures not completed See Step 4: Please keep checking disclosures

Financial relationships not brought to CE office attn/ 
mitigation not completed

See Step 5: Review disclosure information

Didn’t mark session as “Needs Review” See Step 7: Note for next session

Didn’t follow timeline See Process Overview



FAQ
Issue Solution

What happens if a session gets canceled? • Update title to include "canceled" at the end
• If session is "In Review" or "Approved"

• Notify CE Prog Coord

I didn't do any of the steps and the session is 
tomorrow. Can I still get an Event ID?

• Please follow timeline outlined!
• All steps need to be completed before an Event ID 

can be issued

Can a secondary coordinator be trained? • Only if working in faculty list consistently
• Backup/alternate coordinators must complete the 

training before we can grant them Administrative 
rights in Ethos to work in the ‘workflow’

• System notifications get sent to 1 person

I will be out-of-office • Work with CE Prog Coord ahead of leave

What about SharePoint • We will no longer be using SharePoint in this new 
process, but will not be removing any info



FAQ: I have a last-minute change to my 
session
• Do not set workflow to "Needs Review" until all session info is 

confirmed

• If a session has already been marked as "In Review"
• Notify CE office by email

• Session sent to Feedback

• Make changes in session

• Set workflow as "Needs Review" once changes are complete

• If a session has already been Approved
• Notify CE office by email



We're here to help!

• Communicate!

• Having trouble collecting disclosures

• Notify of financial relationships!

• Keep course director in the loop

• Power = responsibility

• You have flexibility with this module, but please be mindful of the whole process 
and CE office deadlines!



Next steps

• View Series homepage, first session created

• Utilize "repeat this session" function to setup 
courses for rest of 2023

• Work in this new system for first April session 
starting mid-March



CE Office Hours: 
1pm Thursday 
3/16

Registration link

https://teams.microsoft.com/registration/lYZBnaxxMUy1ssGWyOw8ig,9oytKBUQUka2df8GHAijrg,BUv9DarGeUq9DpjjJtGiFg,QqNKI8nszEKQ2vEQ7LA3Jg,Aw-Rf903cEeFMze1a-pz8w,dCLysEm63kWo17SMTqHqsg?mode=read&tenantId=9d418695-71ac-4c31-b5b2-c196c8ec3c8a


Questions?

•Annually

•Upon training completionSeries link provided (Bookmark!)

•As soon as sessions are confirmed

•Minimum: 2 weeks prior-to sessionCreate link for individual session

•Refer to instructions
Edit session information

•As soon as session information is confirmed

•Minimum: 2 weeks prior-to session
Add faculty, track disclosure form 

completion

•Continuously until completed

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

•All session information is ready

•Minimum 3 days prior-to session
Upload documentation to Attachments 

tab

•All session information is ready

•Minimum 3 days prior-to sessionSet workflow to Needs Review

•CE office

•System notificationsSession feedback or approval

•CE office upon approval

•2 days prior-to sessionCollect Event ID

•Day of activityProvide session documentation, Event 
ID to learners



Series 
Homepage 
Link

https://cme.utsouthwestern.edu/
series/2023/###
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