
Live Series Application Instructions  
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Step 1:  Select “Live 
Activity.”  
 
Step 2:  Select the sub-
category, “Regularly 
Scheduled Series.”  
 

3 Step 3:  Enter the estimated 
amount of times that this series 
will occur. Examples are below. 
-Weekly = 52 
-Monthly = 12 
-Daily = 365  
Note: This number is an estimate 
and can be updated without any 
additional fees if additional 
sessions are needed.  
 

4 

5 

6 

7 
8 

9 

Step 5:  Select the appropriate date range for 
your activity. Series applications can have a 
maximum term of one year. 
 
 Step 6:  Enter the estimated number of 
credits requested for the entire activity (e.g. 
52 sessions with 1 hour of credit for each 
session = 52 Prescribed credits).  
 

Step 7:  Select your preference (Steps 
6-7 will vary depending on your 
selection). 
 
Step 8:  Check the box if you’d like to 
add t2p™. 
 
Step 9: Continue to Step 2 of 9. 
 

Step 4:  Enter the 
title of the overall 
activity.  
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Note:  This data is used by 
the AAFP and does not 
impact eligibility or the type 
of credit that’s awarded. 
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Step 10:  Select the option that is 
applicable to your organization (your 
answer does not affect eligibility).  
 
 
 

Step 12:  Fill out all the 
information under 
“Activity Director.”  
 
 
 

Step 13:  Fill out all the 
information under “AAFP 
member participation” if 
applying for Prescribed 
credit. 
 
Step 14:  Select the 
option that is applicable 
to your activity. If 
selecting “yes,” be sure 
to list the name of the 
supporters.  
 
 
 

Step 15: Continue to 
Step 3 of 9. 
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Step 11: Check the first box if 
you’re accredited with the 
AOA and offering AOA credit 
for this activity. Check the 
second box if you’re  ACCME 
accredited and offering AMA 
PRA Category 1 credit for this 
activity. Check neither box if 
you are not accredited. 
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Step 16: Check 
all the boxes 
that apply for 
both questions 
listed.  
 
 
 

Step 17: This section will only 
appear if you designated on 
Step 1 that you want your 
CME activity to appear on 
AAFP.org.  
 
 
 

Step 18: Briefly describe the 
overall activity. (The 
statement of purpose is also 
referred to as the overview).  
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Step 24: Continue to 
Step 4 of 9. 
 
 
 

Step 19: Enter overall learning 
objectives that briefly describe, in 
bulleted format, the expected 
measurable outcomes of the activity 
as a whole. 
 
 
 Step 20: The “Activity 

Content” section is 
optional. This is an area 
to attach additional 
documentation for the 
reviewer to access during 
the review process. 
 
 
 
Step 21: Enter the names 
of the identified or 
proposed faculty or 
presenters. CV’s and 
resumes are not 
necessary. 
 
 
 

Step 22: List the audience 
group(s) that this activity 
is targeting. 
 
 
 

Step 23: Upload a copy of 
the evaluation form or 
explain the method in 
which learners evaluate 
the overall activity. 
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Note:  The sessions will pre-populate with 
the overall activity details that were included 
in Step 3. Please update all information on 
the form as it pertains to each session. For 
example, the title, learning objectives, and 
faculty will need to be updated to reflect the 
specific session topic for each session. 
 

Step 25: 
Update the 
session title 
to reflect 
the session 
specific 
title. 
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Step 26: Update the date, time, and 
the amount of credit for each 
session. 
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Step 26: Update the 
location information for 
each session.  
 
Note: This information 
will pre-populate on any 
future sessions that are 
added. 
 
 
 

Step 26: Update the 
session contact 
information.  
 
 
 
 

Step 29: Be sure to 
update the learning 
objectives so that they 
reflect the specific 
session.   
 
 
 
 Step 30: Upload an 
agenda or list the 
start/end time for the 
session and the 
faculty/presenter.   
 
 
 
 

Step 31 & 32: Check all 
the boxes that apply for 
both questions listed. 
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Step 33: Be sure to click this button before clicking “Save and Exit Application” or “Finished 
Adding Sessions: Continue.” Your changes will not save if this button isn’t clicked first. 
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Step 34: Click this 
button after clicking 
“Save this Session.” 
 
 
 



 
 
 
 
 
 

Next Steps—Finished Adding Sessions:  Click 
the “Finished Adding Sessions: Continue” 
button to go to Step 5. 
 
Next Steps—Add More Sessions:  Click the 
“+Add New Session” button to add a new 
session. 
 



 

Example of adding an additional session  
 
Note:  All sessions do not have to be added at 
the time the application is submitted. The 
reviewers just need one session entered in 
order to process the review. Additional 
sessions can be added at a later time. 
Instructions on how to do this are located at 
www.aafp.org/cmea/addsessions. 
 

Follow the previously listed steps for 
25-33 when adding a new session.  The 
areas that are outlined in red will need 
to be updated. 
 
The location information should pre-
populate with the previously listed 
session information. 
 
 
 

http://www.aafp.org/cmea/addsessions


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

Be sure to click the “Save As a New Session” button before clicking “Save and Exit 
Application” or “Finished Adding Sessions: Continue.” Your changes will not save if this 
button isn’t clicked first. 
 
 
 

Next Steps—Finished Adding Sessions:  Click 
the “Finished Adding Sessions: Continue” 
button to go to Step 5. 
 
Next Steps—Add More Sessions:  Click the 
“+Add New Session” button and repeat steps 
25-33. 
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Step 35: 
Check all the 
boxes that 
apply. 
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Step 36: Continue to 
Step 6 of 9. 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 

Note:  Step 6 and 7 will look 
different depending on 
whether you chose to have 
your CME activity featured on 
AAFP.org.  
 
This view will appear when 
you did select to have your 
activity appear on AAFP.org.   

Fill out the 
information 
outlined in red. 
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Step 37: Continue to 
Step 7 of 9. 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 7 will feature a preview of what 
your CME activity listing will look like 
on the AAFP website. 



 
38 
Step 38: Continue to 
Step 8. 
 
 
 



 
 
 
 
 
 
 

 
 
 

 
 
 
 
 

Note:  Step 6 and 7 will look different 
depending on whether you chose to have 
your CME activity featured on AAFP.org.  
 
This view will appear when you did not 
select to have your activity appear on 
AAFP.org.   
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Step 38: Continue to 
Step 8 of 9. 
 
 
 

37 
Step 37: Continue to 
Step 7 of 9. 
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Step 39: Be sure to check both 
checkboxes and read the terms and 
conditions before agreeing. 
 
 
 

Step 40: Enter any 
additional comments in 
the text box for the 
CME application 

 
 
 

Step 41: Continue to 
Step 9 of 9. 
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Step 43: Click the 
continue button. This 
will take you to a 
confirmation page. 
 
 
 

Step 42: Select the payment option that best suites you.  
 
Note: Once the “Print and mail an invoice with payment” option has been 
selected and the “Continue” button has been pushed, you cannot change the 
payment option to “Pay now by credit card.” You would instead have to call the 
AAFP Credit System to apply a credit card payment at 800-274-2237. 
 
 
 


