
1) Once Vanessa sends you the course page link, you add your faculty there for that session and assign the Disclosure 
Attestation form.  

 
 

2) I recommend saving that email as a task in Outlook so it’s easily accessible to go back to in order to track the 
progress of your faculty completing their disclosure form.  
 

3) On the course page, you’ll track progress by looking to see if there is a date in the “Disclosure date” column on the 
Faculty list tab. No date means they haven’t completed their forms.  

 



 
4) To view if they have a conflict of interest or not, you will need to click on their name in the table and view their 

disclosure forms in their profile.  
Example with disclosure: 

 

Example without disclosure: 

 
 

 
 

5) When you see that someone has a conflict of interest, please let the CME office know so that resolution may be 
done. We are requesting that notification 1 week in-advance of the session.  
 

6) An automatically-generated email is sent out when someone is added as a CME course faculty member from 
cmeregistrations@utsouthwestern.edu. In follow-up emails, you can include this link to take them to their pending 
forms: https://cme.utsouthwestern.edu/my/faculty-relationships  
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