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This user guide is designed to familiarize you with some of the tasks and processes of the CME Tracker
software. The purpose of the CME Tracker software at McLaren Health Care is to enable the user to
attest to and claim credit that they have earned as a result of attending a CE event. This guide also
provides instruction on how to view/print course certificates and transcripts.
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LOGGING IN TO CME TRACKER 
(OVERVIEW)

1. Click link to go to cme tracker. https://cmetracker.net/MCLAREN

2. Click on the Sign In option on the top right menu bar. 

3. Enter the email address that you want associated with your CME account. 

4. Click on the Create Account button.

5. If the system detects that your email has been used before you may need to enter additional 
information in the “secondary lookup” screen to verify that you do not have an existing account.

6. If you do not already have an account, the message “Click on the Continue” will appear.

7. The profile screen will appear.  The information fields that have an * asterisk are required fields.

8. Enter all information with an *.  Once your information is added, click on the “Save Profile” 
button. You will receive the message “the account was created”.  Click on the “Continue” button 
and then Sign Out.

9. To sign into your new account, click on the Sign In option on the top right menu bar.  Enter your 
user profile email address and password and click on the Sign In button.  You will receive the 
“Sign In Successful” message.  Press continue to enter the MHC CME Tracker Website.

Note: Your user profile is specific to McLaren Health Care. This specific account 
will not track activity from other programs.
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1. Go to  https://cmetracker.net/MCLAREN

Creating your User Account
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To sign into CME Tracker click on the below link:

2. Click on the Sign In option on the top right menu bar.     

Existing Users: If you already have an
account, please enter your email address
and password to log in. If no match is
found, an error message will return: “No
Account: This email address is not
associated with an online account.” Once
logged in, you will be directed to the My
Profile page.

New Users: If you do not
have an account, please
enter your email address
and a desired password
and click the Create
Account button to create
your CME Tracker
account.

Forgot Password: If you do not
remember your password, you can
click Forgot Password to retrieve it by
entering your email address. If there is
no account associated with the email
address entered an error message will
return: “No Account: This email
address is not associated with an
online account” Click Create Account
to set up your CME Tracker account.

3. Enter the email address that you want associated with your CME account.

4. Click on the Create Account button.
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Creating your User Account (Continued)
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5. After clicking on the Create Account” button the Secondary Lookup window will appear so that 
you can verify that you do not already have an existing account.  Enter your last name and phone 
number and click on the submit button.

6. The CME Tracker system will verify if there has been a
previous account set up. If an account has not already been
created the message “Account Not Found” will appear. You
can now create your profile by clicking on Continue.
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Creating User Account (Continued)

7. The profile screen will now appear, please begin to enter your
personal information. The information fields that have an *
asterisk are required fields. When you have finished filling out
the new fields, click on the Save Profile button.

Note: There are two sections in your CME account profile: Account Information and

Profile Information. Please fill in the required fields marked with a red asterisk (*)
including email address, password, first name, last name, title, address, city state, zip
code, country, specialty, AOA number and phone number. If you cannot find your
specialty in the dropdown, select other.

DO: You will be prompted to add your AOA number for reporting purposes. If not
applicable select N/A

Pharmacist and Techs: You will be prompted to add your date of birth and NABP e-profile
ID for reporting purposes.
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8. When you are finished filling out the above fields, click on the Save Profile button.  You will 
see the New Account! Created! Message below.  Please press the continue button to sign 
out.

Online Profile
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Signing into to Your New Account 

9. To sign into your new account click on the Sign In option on
the top right menu bar. Enter your user profile email address
and password and click on the Sign In button. You will
receive the “Sign In Successful” message below. Press
continue to enter the MHC CME Tracker Website.

Page 8 of  22 



CME TRACKER WEBSITE NAVIGATION

The CME Tracker website provides an easy navigation system by clicking on my portal: The main
navigation on the left side will have drop downs for McLaren Health Care Site specific Activity’s.
The featured Activities tab will hold upcoming activities for all sites through out the organization. 
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MAIN NAVIGATION
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Activities specific to Graduate Medical Education Faculty.

View Past Activities.

View activities available for online interaction only

External Activities that MHC provide CE credit for.

View all currently available activities at a specific site.

View the most prominent activities.

Activities and credits specific to the user

7

6

5

4

3

2

1

The main navigation links are placed on the left side throughout
The site for easy access.  It includes the following menu items: 



MY PORTAL NAVIGATION
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View all the past activities you have attended and/or 
reprint the claimed certificates.

View your current and past registered activities.

Search to download your transcripts from all past courses 
attended.

Enter the activity code received at the event to claim 
course credit AND to receive your certificate. 

My Portal is specific to the user's participation in Activities. 

The menu option “My Profile” is visible after you login.      
With this option you can update your profile information 
such as address and password.



Activity REGISTRATION
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Finding a Class
The CME Tracker website provides several ways to help you find a current 
or upcoming activity based on the class types:  featured, individual 
courses, course series online only or archived.
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May 1, 2020 – May 1, 2020
Ballenger Auditorium, Flint

MC05-R3221

Thomas.doane@mclaren.org
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April 1, 2020

Name Title

Address

City, State, Zip

Thank you for completing your registration for the upcoming CME event:  Test Event please 

do not remove; to be held on 5/1/2020 at Ballenger Auditorium, Flint, MI.

Check-in will begin on the day of the event.  For directions to Ballenger Auditorium, Flint, 

Michigan, visit.  If you find that you are unable to attend the conference, please contact our 

office as soon as possible.

Thank you for participating in continuing medical education.  We look forward to seeing you 

at the conference!

Sincerely,

Continuing Medical Education
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Claim Credits & CE Certificates

Claiming Credit Using the Certificate Module

The “CME Tracker Certificate Module” allows a user to claim a certificate and credits.
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Claiming Credit – Portal (Certificate Module)
On the day of the CME event, you will be provided a code.  After signing in, Select “Portal” 
from the CME Tracker menu to enter your code, complete an evaluation and verify your 
attendance.  Please note that to ensure and verify actual attendance, activity codes are 
only valid for one week from the start of the meeting.  If you did not receive an Activity 
Code on the day of the event, please contact  your meeting coordinator.

Received 
a Code in 

Class

Login to 
CME 

Tracker

In“Portal”  
Claim Credit 
by entering  

Activity Code  

Redirected 
to CME 
Home

Attest 
The # of 
Credits

Receive 
Certificate 
& Credit

Complete 
Evaluation

Redirect to 
Certificate 

Module
and Login

Follow the steps below to determine the correct course of action.
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How to Download Your Transcript

To view previously claimed credits select the “CME Transcript” 
option from the “Portal” menu.

Generate Transcript:
You are able to log in and print your CME transcript report whenever 
needed.  To generate a transcript of past activities, enter the begin date and 
end date range and click on the Submit button.

A.  Enter Begin Date of Transcript: (mm/dd/yyyy) (NOTE: you can click on the 
calendar icon, then locate the desired date and click to have the date 
automatically inserted.)
B.  Enter End Date of Transcript: (mm/dd/yyyy) (NOTE: you can click on the 
calendar icon, then locate the desired date and click to have the date 
automatically inserted.

CME Tracker will search for credits that you have claimed within the date 
range and if found display your transcript. (see next page)

If there is no credit found within the searched date range, a No Credits found 
message will appear and you may expand the date range to view more 
results.
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Mclarencme@mclaren.org

OR 989-894-3296

Contact McLaren Health Care IPCE 

mailto:Mclarencme@mclaren.org

