
How-to-Guide

CE Application



Purpose

▪ The purpose of this guide is to show step-by-step 
how to complete the continuing education (CE) 

activity planning application via CloudCME for 

educators internal and external to the American Red 
Cross.
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Terms and Definitions

▪ Continuing Education (CE) Planning Application

▪ Required form to ensure elements for accreditation 

are met for the Red Cross Training Services 

Continuing Education office to review and approve a 

CE activity for credit

▪ CloudCME

▪ Learning management system (LMS) used by Red 

Cross Training Services to provide application, 

registration, certificates, transcripts, faculty, 

scheduling and disclosures for CE activities
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Accessing CloudCME

▪ Visit https://redcross.cloud-cme.com/default.aspx
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▪ Click ‘SIGN IN’
▪ You will be redirected to hStream, 

to establish an account or sign-in. 

▪ hStream allows single sign-on for 

future log-ins.

▪ If you have an established 

account, log in with those 

credentials

▪ If you do not have an 

account, click ‘Register 

Now’ and enter all required 

credentials

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


Create a New Application

▪ Access the CE application by doing one of the following:

▪ Click the CE Application link on the CloudCME landing page

OR
▪ Click this link: https://redcross.cloud-cme.com/Application.aspx
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https://redcross.cloud-cme.com/Application.aspx


Create a New Application

▪ Click ‘Create New Application’
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Navigating the Application

▪ The left ‘menu’ bar shows all sections of an application.

▪ The once the Basic Activity Information is entered, all 

sections of the menu bar will be accessible.
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Navigating the Application

▪ Required fields are highlighted red - once completed 

they turn white.

Before        After
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Navigating the Application

▪ All required (red) fields must be completed before 

moving to the next section of the application.

▪ Click ‘Save and Continue’ to move onto the next section.

▪ If there is an error or section is not complete, the missing 

information will be highlighted orange.

▪ All fields in the application can be edited, as necessary, 

prior to submitting for CE review.
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Navigating the Application

▪ Once the application is complete, and all required fields 

are accurate, submit the application for review.

▪ Click the ‘Signatures’ tab in the menu bar

▪ Type or sign your name if you agree to the attestation and 

click ‘Save Application’.

▪ Click ‘Return to Applications List’ in the left-hand toolbar
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Navigating the Application

▪ Click ‘Return to Applications List’ in the menu bar
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▪ Click ‘Submit for Review’



Basic Information
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Basic Information

▪ Fields that have an       icon offer explanations and 

assistance for each section.  

▪ Click on the image for help with that specific question. 
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Basic Information
Accreditation Types

▪ Select the accreditation types based on the target 

audience of the learning activity.

▪ Based on the accreditation type(s) selected, additional 

questions may appear.  (next slides) 

▪ Note: If more than one accreditation type is requested, ensure 

‘Joint Accredited’ is also selected.
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Basic Information
Accreditation Type: ACPE (Pharmacists and/or Pharmacy Technicians)  

▪ If ACPE is selected, 

additional information is 

necessary - and will 

automatically appear

▪ These fields are not 

required by the system, 

but incomplete responses 

will result in rejection of 

the application.

▪ Descriptions of these 

options are given on the 

next 2 slides.
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Basic Information
Accreditation Type: ACPE (Pharmacists and/or Pharmacy Technicians)
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Activity
Activity 

Purpose

Learning 

Assessment

Credit 

Hours

Knowledge-based
Transit knowledge 

(i.e. facts)

Questions/recall of 

facts

Minimum credit of 

15 minutes or 0.25 

contact hours

Application-based
Apply information 

learned

Case 

studies/application 

of principles

Minimum credit of 

60 minutes or 1 

contact hour

Certificate program

Instill knowledge, 

skills, attitudes – 

should include 

didactic and 

practice experience 

components

Formative and 

summative

Minimum credit of 

15 contact hours



Basic Information
Accreditation Type: ACPE (Pharmacists and/or Pharmacy Technicians)
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Topic Designator Activity Content

Disease State 

Management/Drug Therapy
Drugs, drug therapy, and/or disease states

AIDS Therapy
Therapeutic, legal, social, ethical, or psychological issues related to the 

understanding and treatment of patients with HIV/AIDS

Law Related to Pharmacy 

Practice
Federal, state, or local laws/regulations affecting pharmacy practice

General Pharmacy
Topics relevant to the practice of pharmacy (economic, social, administrative, 

managerial aspects)

Patient Safety
Prevention of healthcare errors, elimination/mitigation of patient injury caused by 

healthcare errors

Immunizations
Provision of immunizations (schedules, administration procedures, storage/disposal, 

record keeping. Reviewing appropriateness or contraindications, 

identifying/reporting adverse drug events, providing necessary first aid.

Compounding
Sterile, non-sterile, and hazardous drug compounding for humans and animals. Best 

practices, USP quality assurance standards, environmental testing and control, 

record keeping, error detection and reporting, continuous quality improvement.

Pain Management
Treatment and management of pain (prescribing, distribution and use of opioid 

medications, risks, symptoms, and treatment of opioid misuse/addiction.



Basic Information
Accreditation Type: Joint Accredited

▪ If ‘Joint Accredited’ is selected, the following question 
will appear.
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Basic Information
Accreditation Type: ANCC (Nurses)
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▪ If ‘ANCC (Nurses)’ is selected, the following question will 

appear

▪ This field is not required by the system, but incomplete 

responses will result in rejection of the application.



Basic Information
Accreditation Type: AAPA (Physician Assistants)
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▪ If ‘AAPA (Physician Assistants)’ is selected, the following 

question will appear

▪ This field is not required by the system, but incomplete 

responses will result in rejection of the application.



Basic Information
Accreditation Type: CAPCE

▪ If ‘CAPCE’ is selected, the following question will appear
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Basic Information
Activity Format

▪ Activity Formats

▪ Directly provided activities are those provided by the Red Cross

▪ Jointly provided activities are those provided by an organization 

external to the Red Cross
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▪ For descriptions of activity types – refer to the 

Continuing Education Educator’s Toolkit

https://redcross.cloud-cme.com/assets/redcross/pdf/educatorstoolkit.pdf


Basic Information
Activity Description

▪ Insert a short description of the activity.

▪ This description is visible on the CloudCME detailed 

course page and marketing materials.

▪ It will be visible by all learners.  
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Basic Information
Type of Credit Requested

▪ Select appropriate credit types for the activity.

▪ Note: If CAPCE credit is requested, ensure the correct option is 

selected based on the CEH category of the activity.  
▪ See Continuing Education Educator’s Toolkit for category descriptions
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https://redcross.cloud-cme.com/assets/redcross/pdf/educatorstoolkit.pdf


Basic Information
Location, Date, Time

▪ Enter the location, start/end date, and start/end time
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▪ If an event is ‘online’ no 

City/State is required.

▪ Activity Start date must 

be more than 60 days 

prior to the application 

submission.



Basic Information
Joint Provider

▪ If the activity is Jointly Provided or Co-Sponsored, enter 

the Joint Providership/Co-Sponsorship provider.

▪ Note: If the activity is directly provided, this question will not appear.
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Planners and Faculty
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Planners and Faculty
Planning Committee and Faculty/Speakers

▪ Each person on the planning committee and each 

faculty/speaker must be included in the application.

▪ Reminder, the planning committee MUST represent your 

audience!*
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Planners and Faculty
Planning Committee and Faculty/Speakers

▪ Enter the information for each individual on the planning  

committee and each faculty/speaker. 

▪ Required fields:

▪ Email/First and Last Name/Degree/Profession

▪ If the induvial has an account in the system, the other required information 

will auto-populate.

▪ If the individual does NOT have an account in the system, all fields in ‘red 

are required.  

▪ Role in Planning Content

▪ Select the BEST, applicable role from the drop down.

▪ If an individual has more than one role, notify the Office of Continuing Education 

(Continuing.education@redcross.org) that additional roles need to be assigned to 
that individual  

▪ NOTE: ensure email is entered accurately!!!
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mailto:Continuing.education@redcross.org


Planners and Faculty
Adding additional planners/faculty
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▪ After entering the first individual, click the green (+) 

button in the upper right-hand corner to add additional 

planners and faculty.



Planners and Faculty
Financial Disclosure Form
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All members of the planning committee and faculty members must 

complete a disclosure before the application will be reviewed.

▪ The system will automatically send a disclosure form via email for 

each listed individual.

▪ IF there is a disclosure on file, the individual will receive an email 

and have an opportunity to review/update their disclosure form. 

▪ A disclosure that is on file will appear on the screen, in the individual's section 

of the Planners and Faculty page

▪ IF there is no disclosure, the individual will receive an email with  

instructions to complete the disclosure form. 

▪ NOTE: disclosures are valid for 1 calendar year.



Planners and Faculty
Financial Disclosure Form

▪ After a planner or faculty member is added to the application, an 

email will be sent (by the system) notifying them:
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Click the link in the email to review/complete financial disclosures. 

▪ They have been identified 

as a planner or faculty of an 

upcoming activity

▪ Either review or complete 

their disclosure form.



Planners and Faculty
Financial Disclosure Form

▪ Planners/Faculty that need to update their financial 

disclosure form can do that anytime:

▪ Log into CloudCME (https://redcross.cloud-cme.com/default.aspx) 

→ Click ‘Faculty’ → click ‘Global Tasks’ → click ‘Update’
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https://redcross.cloud-cme.com/default.aspx


Planners and Faculty
Financial Disclosure Form
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Planners and Faculty
Financial Disclosure Form (ctd.)
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Gap and Needs
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Gap and Needs
Practice Gap

▪ Refer to the Continuing Education Educator’s Toolkit for 

information about identifying practice gaps.

▪ Enter the practice gap for the target audience
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https://redcross.cloud-cme.com/assets/redcross/pdf/educatorstoolkit.pdf


Gap and Needs
Educational Needs

▪ Refer to the Continuing Education Educator’s Toolkit for 

information about identifying educational needs.
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The red boxes will pop up once the 

educational need is selected.
 (i.e. if the planner selects “knowledge need” the box 

for detailing the knowledge need will appear.)

▪ At least one educational need area 

must be selected and detailed

▪ Knowledge – knowing 

facts/information

▪ Skill/Strategy – knowing how to 

use the facts/information

▪ Performance – demonstrating the 

knowledge/skills/strategy in the 

educational activity

▪ State what the CE activity is 

designed to change

https://redcross.cloud-cme.com/assets/redcross/pdf/educatorstoolkit.pdf


Gap and Needs
Educational Needs
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▪ Refer to the Continuing Education Educator’s Toolkit for 

information about educational needs and active learning.

▪ Complete the remaining questions about the educational needs 

and active learning.

https://redcross.cloud-cme.com/assets/redcross/pdf/educatorstoolkit.pdf


Gap and Needs
Needs Assessment

▪ Select the needs 

assessment method used 

to plan the activity, 

summarize the findings

▪ Upload supporting 

documentation using the 

‘Add Files’ button.
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▪ Refer to the Continuing Education Educator’s Toolkit for 

information about needs assessment.

https://redcross.cloud-cme.com/assets/redcross/pdf/educatorstoolkit.pdf


Gap and Needs
Barriers

▪ Select the 

barrier(s) to 

learning for the 

activity and 

explain how the 

barriers will be 

addressed
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▪ Refer to the Continuing 

Education Educator’s 

Toolkit for information 

about barriers.

https://redcross.cloud-cme.com/assets/redcross/pdf/educatorstoolkit.pdf
https://redcross.cloud-cme.com/assets/redcross/pdf/educatorstoolkit.pdf
https://redcross.cloud-cme.com/assets/redcross/pdf/educatorstoolkit.pdf


Objectives, Learning Outcomes & 

Competencies 
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Objectives and Outcomes
Learning Objectives
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Objectives and Outcomes
Learning Objectives

▪ Enter the learning 

objectives for the activity.

▪ Click the green (+) sign 

to add an objective.

▪ Objectives must relate 

to the practice gap and 

educational needs. 

▪ If Joint Accreditation is 
requested, objectives 

must reflect impact on 

the healthcare team. 
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▪ Refer to the Continuing Education Educator’s Toolkit for 

information about learning objectives.

https://redcross.cloud-cme.com/assets/redcross/pdf/educatorstoolkit.pdf


Objectives and Outcomes
Competencies

▪ Select the 

applicable JA 

Outcomes and/or 

Competencies as 

appropriate
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▪ Refer to the Continuing Education Educator’s Toolkit for 

information about competencies.

https://redcross.cloud-cme.com/assets/redcross/pdf/educatorstoolkit.pdf


Commercial Support
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Commercial Support
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Commercial Support

▪ Determine if the activity has commercial support. 
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No… Yes…



Commendation Criteria
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Commendation Criteria

▪ Select the JA Commendation Criteria met in the activity 

(as appropriate)
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Signatures
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Signatures

▪ The course planner/director/applicant will electronically 

sign the application.

▪ Either by signing (with a mouse) or typing their name.
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Files – upload/download
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Files
Upload/Download

▪ Another location to upload/download documents

▪ May include: .ppt, needs, email communication - Any 

documentation that supports the activity file.

▪ Click the ‘+ Upload’ button to add any additional  documents 

to the activity file.
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Comments
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Files
Upload/Download

▪ Include any additional comments that support the activity 

file/application.

▪ Click the ‘+ Add Comment’ to add your comment and 

click ‘Insert’ when done.
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Continuing.education@redcross.org 

Questions? 

Please contact:
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mailto:Continuing.education@redcross.org
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