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MyCME - How to register a new e-learning event and register parƟcipaƟon in it 
 

 

 

Log in to MyCME and go to <Register new acƟvity> 

 

The new window will open to Search for an event. 
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In the field <Event name> enter 1 max 2 words from a Ɵtle of your event. It can be in English or 
German. 

The results will be displayed below. Please check the total number of search results in the boƩom 
right corner. 

You may adjust the total of display rows in the boƩom leŌ corner. 

If you don’t see your event display in the list please c 

 

 

If you don’t see your event display in the list please click on <Add new event>. 

The issued cerƟficate of aƩendance include all required data to register your event. 

Enter Event name in English and your naƟve language (in dedicated fields). 

Type of event – in this case e-learning. The moment you start typing the list with probably matches 
start to show up. Just select the correct one from the list. 

City and Country – for e-learning events it is the organiser data. Date from/to. 

You have as well informaƟon on accreditaƟon – number of CME credits and the name of an 
accreditaƟon authority. 

If you have a file with a programme you may upload here. Do not upload your cerƟficate!  
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As this event is accredited you need enter Breakdown maximum credits per day. 

Click on <Add date>. The pop-up will show where you will be required to add Date and Credits. 

Click on <Save>. 

 
Next click on <Add new event>. 
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The new window will open where you will be able to register your acƟvity – in this case your 
parƟcipaƟon in this event. 

Under <The type of the acƟvity> select <ParƟcipaƟon in e-learning> 

 

Next select Date and if you sped less than 2 hours you may adjust it here. 

Upload an aƩachment – your cerƟficate of aƩendance under <Document> 

You may add a comment/explanaƟon in Notes filed. To finalise click on <Submit parƟcipaƟon>.

 


