
 

 

Adding or Removing Faculty to Your Activity within CloudCME  
&  

Requesting Disclosures (COI) 
 

1.) Begin by logging into your account at: https://mainehealth.cloud-cme.com/ 
 

2.) In the lower left side of the screen click on the “Administration” button: 

 

3.) Next click on “Activities” from the panel on the left side of the screen:  

 
 

4.) Then click on “Activity Manager”:  
 

5.) Enter the name of the activity in the search bar as shown below: 

 

6.) Click on the activity title: 

 

7.) Once in the activity click the “Faculty & Roles” tab:  

https://mainehealth.cloud-cme.com/


 

 

 

8.) Here you can view Faculty and if a faculty member needs to be added, click the 
“Manage Faculty” tab: 

 

9.) Either begin typing a person’s name into “Add Faculty Already in CloudCME” to add 
them to the activity or if they are not found in the dropdown menu, select “Add 
New Faculty not in CloudCME”  

 

If you “Add New Faculty not in CloudCME” you will need to complete the 
information imaged below. Then scroll to the bottom of the page and click update: 



 

 

  

10.) If you need to remove a faculty member from an activity, find the name and 
scroll all the way to the right (far to the right) and then click “delete” 

 

 

 

11.)  Review your faculty to make sure all disclosures are on file: 



 

 

 

12.) Click the check box next to the faculty member 

 

 13.) Scroll up to the top and click the email tab: 

  

14.) Enter the subject, for example “Please update your CloudCME Disclosure”. You 
can also add someone to the “cc” section and send a test message to yourself. 



 

 

 

15.) When you are ready to send the disclosure request click the “send email 
button” 

 

 

 

 

Have questions or need help? Reach out to cloudcmehelp@mainehealth.org 

mailto:cloudcmehelp@mainehealth.org

