
How to complete your Faculty Bio Upload into the CloudCME Portal 

1. Please do not use Internet Explorer. Our system works best with Chrome and Firefox. 
2. Go to uwcme.org 
3. Sign-In to the portal using your email as your login and your password 
4. Select “MyCME” and “Profile” to update informa�on about your �tle and/or loca�on.  You can 

also reset your password from your profile. 

 

5. Select the “Faculty” tab from the menu 
6. You should now see My Tasks: 

 
 

7. Click on the Faculty tab. At the botom of the page, you will have three Task Tabs, depending on 
your role in the program, you may have assigned tasks under each tab for Global, Ac�vity, and 
Upcoming Presenta�ons: 

 
 

8. Under Global Tasks, select the Begin buton to the le� of Upload Faculty Bio.  
 
 
 
 
 
 
 
 
 
 
 
 

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


9. On the Upload Faculty Bio page, you will choose between uploading a document with your bio, 
providing a URL, or both.  (Please note whatever is uploaded or linked will be available to 
learners externally, so please make sure to remove any personal contact or demographic 
informa�on you wish not to share). 

 

10. When selec�ng the upload op�on, the upload instruc�ons will appear as well as the Add Files 
box.  

 



11. When selec�ng the add files buton, there will be a pop-up box. Click on the browse buton, 
select your bio, and click update.   Please make sure your file name does not contain any special 
characters and is less than 1.2MB in size. 

 

12. If providing a URL to an exis�ng bio, click on the text box to enter the URL, add the date, and 
then Submit.   

 

 



13. If providing a URL to an exis�ng bio, click on the text box to enter the URL, add the date, and 
then Submit.  

 

14. The bio submission will link to any addi�onal ac�vi�es in which you are assigned as faculty in the 
portal.  If there are changes, please update the bio for each ac�vity. 

 

 

 


