TROUBLESHOOTING

BADGESWIPE ATTENDANCE TRACKING

Office of Continuing Medical Education (OCME), Phone 661-7962

What if I swiped my badge through the clock and the clock did not register my attendance, or I got an "error message" on the clock face?

· Try reversing your badge and swiping it again (operator error!)
· If your badge still doesn't work - sign and print your name legibly on the paper "sign-in" sheet to assure that you will receive credit for attending the conference. 
· If everyone else's badge swipes are working – call Karen Fleming in the OCME (661-7962).  She will help you investigate why your badge is not working.  
· NOTE:  there is a lag time of 1 – 3 days between the production of a new badge and the entry of that new badge number into the clock's database.  Use the printed sign-in sheet during this period.  
· If no one's badge swipes are working – call Karen Fleming in the OCME (661-7962).  She will investigate why the clock is not working.
What if I lost my badge?

· Go to Creative Services during "badge production hours," and get a new badge.  The badge scanning database will receive periodic updates from Creative Services.
· NOTE:  if you find your "old" badge – cut it up and throw it away!  The old badge will never again be recognized by the clocks or any bar code door monitor!
I don't work for UAMS and therefore do not have a UAMS name badge.

· Sign and print your name legibly on the paper sign-in sheet.  If you are a regular attendee of an RSC, your name will be added to the sign-in sheet, eliminating the need for you to print your name.  When that has occurred, sign next to your pre-printed name.  
What if a clock is "off" or says "waiting for host"?

· Call Karen Fleming in the OCME (661-7962).  She will almost always be able to reboot the clock and get it working again.
· In the meantime – sign and print your name legibly on the sign-in sheet.
How do I know if I am registered in the OCME database?
· If you have previously completed a Physician Information Form for the OCME, and you have received a transcript of your CME attendance – you are in the database.

· If you have not registered in our database – go to www.uams.edu/cme and create a profile in the database.
· If you're not sure whether you are registered – call the OCME 661-7962.
· NOTE:  just because the clock recognized your badge DOES NOT confirm that you are registered in the CME database.  The clocks communicate with that database but do not contain the database registration information!
What if I need to change the time and/or date of a Regularly Scheduled Conference that takes place in an auditorium that uses the clocks to track attendance?

· Call the OCME as soon as you learn of the need for the change.  The new date, time, and location will need to be recorded in our database BEFORE the event takes place.
· If you move to a location with no clock, you will need to use “old-fashioned” sign-in sheets – and ASSURE that attendees print their names legibly.
Who should and who should not swipe their badges for attendance tracking?  

New help with attendance tracking for health professionals in addition to physicians!

· At present, physicians are the only category of health professional for whom the OCME tracks credits.  
· With the implementation of this new bar code system, the OCME will be able to track the conference attendance of any professional who provides the Office with the registration information required by our tracking system (CME Tracker).  Anyone wishing to have their attendance maintained by the OCME, must complete and return a "Conference Attendee Information Form". 
· NOTE:  The OCME has the authority to only grant AMA category 1 credit for physicians, but we will be able to produce transcripts of attendance for any professional who completes a Conference Attendee Information Form. Other health professionals should check with their professional organizations as to whether AMA category 1 credits will apply for discipline specific continuing education credits. If so, individuals may submit transcripts of attendance in support of receiving credit from their professional organization. 
· Medical Students and Residents should not use the badge-swipe clocks nor should they sign-in on paper sign-in sheets for purposes of CME attendance tracking.  If your department requires medical students and/or residents to sign into conferences – you will need to provide an appropriate paper sign-in sheet for them.   
**The clocks will be used to track attendance at some activities for which no CME credits will be granted (e.g. College of Medicine Faculty Meetings)**
