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 IMPORTANT, PLEASE READ:   

Each user may have only one Login ID and password for the CE website.  Creating a second 

Login ID account will cause a system conflict and block the user from accessing the system.  If 

you already have an account but cannot access the system, please contact the NMLPDC CE team 

at the email on the bottom of the page. 

 

The CE Application website is located at:  

https://education.mods.army.mil/NavyCME/Default.aspx 

 

 
 

To Create a Faculty and Speaker Account:   
 

1. Only complete this section if you DO NOT already have a Login ID in this system.  If you 

already have a faculty Login ID, skip to the “Updating a Faculty or Committee Member Profile” 

section below. 

 

2. From a computer that has Internet access, connect to 
https://education.mods.army.mil/NavyCME/default.aspx  
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3. From the menu, click on Faculty and Speakers.  

 
4. At the logon window, click on the "Request Login ID" link. 

 
 

5. Fill in the information requested for creating a faculty login ID then click “Submit”.  You will 

receive a confirmation message with your Faculty Login ID and temporary password.  Please 

write these down and keep them in a safe location. 
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6. Click “Continue to Login Screen” and type your new Login ID and temporary password into the 

two login fields. 

 
 

7. Next, the system will prompt you to change your temporary password into a permanent password 

given the criteria specified in the password policy.  Complete this information and then click 

“Save.”  The system will when give you a nice that your password has been changed.  Click 

“Return to Home Page” to login to the system. 
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To Update a Faculty/Committee Member Account:   
 

8. Go to the homepage, click the “Faculty and Speakers Link”. 

 
 

9. Enter your Login ID and password and click “Log In” to enter the system. 
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10. Once logged in, you will enter the “Faculty and Speakers” portal into the Biographic Data screen.  

The Faculty and Speakers screen has several options on the left sidebar.  The section you are 

viewing at any given time has a golden-yellow underline.  
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11. Next, we will be updating the 4 tabs across the top of the Biographic Data screens.  Click the 

“User Profile” tab and update your information.  When finished, click “Save and Continue”. 

 
 

 

12. Next click the tab called “Work Information and update the information there.  When finished, 

click “Save and Continue”. 

 
 

13. Next click the tab called Area of Expertise and update the information there.  Use the “See 

Example” link for a sample short description of expertise.  When finished, click “Save and 

Continue.”  Note, the system easily times out on this field so copy your expertise narrative prior 

to clicking “Save and Continue” to prevent the need to recreate the expertise narrative if the 

narrative does not save the first time.  Immediately go back to the “Area of Expertise” tab to 

ensure you narrative was saved. 
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14. Finally, click the 4th tab called “Education”.  Enter and save each of your college degrees, 

residencies, fellowships and board certifications.  If you do not have any college degrees, click 

the bottom left box that says “No Degree Information to Report.”  Once done, click on “Finish”. 

 
 

 

To Complete Faculty and Committee Member Disclosure Information:   
 

15. Next, on the left side bar, click the “Disclosure” link. 

mailto:usn.bethesda.navmedprodevctrmd.list.nmpdc-ce@mail.mil


       Naval Medical Leader & Professional Development Command 

(NML&PDC) 

     Continuing Education Division 

     Instructions for Faculty, Committee Members 

 

NMLPDC CE Office:  301-319-0888/ 301-319-4742 Updated 2020-08-28 

usn.bethesda.navmedprodevctrmd.list.nmpdc-ce@mail.mil Page 8 
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16. In the middle, you will see one of two things.  Option 1 is says “No Information Available.”  If 

you receive this message, you must STOP and contact your CE Planner.  They must add you 

to the activity application for which you will be a faculty member.  You may not proceed further 

until the CE Planner has taken this step.  If your “Disclosure” area looks like Option 2 below, you 

may proceed.  Click the words “Current Disclosure”. 

 

OPTION 1:  NO INFORMATION AVAILABLE 

 
 

OPTION 2:  DISCLOSURE READY FOR YOU TO COMPLETE 

 
 

17. Read the definition of a financial relationship with a commercial interest in the narrative 

provided. 
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18. Next complete Section 1 of the Disclosure.  If you select the top option (nothing to disclose) then 

your Section 1 will look like the following.  You may then move to item #20 below to complete 

Section 3. 

 
 

If you select the bottom option (something to disclose) then your Section 1 will expand to include 

locations to disclose your financial relationships.  Fill in the names of the commercial entities 

with which you have a financial relationship and let your CE Planner know right away.  If you 

have questions as to whether an organization meets the definition of a commercial interest entity, 

please contact your CE Planner or the NMLPDC CE office at the email listed below. 

 
 

19. If you had a financial relationship to disclose, you must completion Section 2 of the Disclosure.  

Please read the two questions and select your answer.  If you chose the first answer (presentation 

is unrelated to the commercial interest entity), your screen will look like this.  After selecting 

your answer, you may move to Section 3 (step #20 below). 
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If you chose the second answer (relationship is relevant), the screen will expand to reveal two 

additional data fields.  Complete both Section 2.A. and Section 2.B.  Please note that relevant 

financial relationships are scrutinized closely and frequently are ineligible for CE credits.  If you 

select the “relevant” (2nd choice) option, please notify your CE Planner and NMLPDC CE 

immediately at the email provided below. 

 
20. Finally, all faculty must complete Section 3.  In Section 3, you will indicate your role(s) in the 

activity (i.e. Faculty, Author, Planning Committee member).  In the “Signature” field, type your 

system password.  Finally, click the “Save Disclosure” button at the bottom. 

 
 

When successfully saved, you will receive a pop-up message indicating success.  Click the OK 

button to close the pop-up. 
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To Update Faculty Activity Information:   
 

21. Scroll to the top of the screen and click the “Activity Info” link on the left sidebar. 

 
 

22. If you are the primary instruction for an agenda item, you activity information will be listed.  

Click on the “Select” hyperlink to the left of the desired activity. 

 
 

23. After clicking “Select”, the activity information will expand.  Review and updated your 

presentation fields as needed then click the “Update” button.  Let your CE Planner know if there 

are any changes required to the grayed-out fields. 
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When successfully updated, you will receive a pop-up message. 

 
 

24. Once your presentation is updated, you have completed your faculty responsibilities inside the CE 

application and you may log out of the system.  Please notify your CE Planner that you have 

completed your disclosure and activity update. 

 

25. If you have any questions or need assistance at any stage, please contact the NMLPDC CE 

Program at the email or phone numbers presented below. 
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