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Year-End Reporting

How many times have 
you done Year-End 

Reporting?

Where are you at with 
Year-End Reporting?

Answer in the Poll
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Year-End Reporting

To fulfill your year-end reporting 
requirement, there are 5 steps to 
complete:

1. Complete and Submit 
Program Summary

2. Accept the terms for the 
ACCME Provider Agreement

3. Close all activities that ended in 
2025

4. Update all continuing activities

5. Review and update contact 
information
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1. Complete and 
Submit Program 
Summary

Where to find the Program Summary:
The Program Summary is located on the dashboard in 
PARS.

Each year, all accredited 
providers are asked to 
submit information 
regarding income from 
CME.



1. Complete the Program Summary:

Income from Exhibitors

Income from Registration Fees

Government Grants Received

Private Donations Received



1. Complete and 
Submit Program 
Summary

Tips for Completing the Program Summary:

• Commercial Support is reported at the individual activity level, not in the 
Program Summary.

• Accredited providers are responsible for reporting funds received from 
jointly provided activities, even if the joint provider was the recipient of the 
funds.

• If the amount received is $0, then enter “0” on the Program Summary.  Every 
line must contain a number.



Complete the Program Summary:

When every box has a 
number in it, the “Submit 
Program Summary” 
button will turn purple, 
and the form can be 
submitted.

The form can also be 
saved as a draft.

1. Complete and 
Submit Program 
Summary



Year-End Reporting

To fulfill your year-end reporting 
requirement, there are 5 steps to 
complete:

1. Complete and submit Program 
Summary

2. Accept the terms for 
the ACCME Provider 
Agreement

3. Close all activities that ended in 
2025

4. Update all continuing activities
5. Review and update contact 

information
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2. Accept Provider 
Agreement  Terms

Where to find the agreement:
The Provider Agreement is located on the dashboard in 
PARS under Provider Agreement(s).

Each year, all accredited 
providers are asked to 
accept the annual 
provider agreement 
regarding data 
submission and 
compliance with ACCME 
policies and procedures.



2. Accept Provider 
Agreement Terms

Click “Accept Terms”

The button will turn from purple to gray when the 
terms have been accepted.



Year-End Reporting

To fulfill your year-end reporting 
requirement, there are 5 steps to 
complete:

1. Complete and submit Program 
Summary

2. Accept the terms for the ACCME 
Provider Agreement

3. Close all activities that 
ended in 2025

4. Update all continuing activities

5. Review and update contact 
information
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3. Close All 
Activities that 
Ended in 2025

New to PARS?
If you are unsure how to enter activities into PARS, 
schedule a tutorial with the MMA or view the PARS 
Tutorials on ACCME Academy.

Step 1: All activities that 
occurred in 2025 should 
be entered into PARS, 
even if they are still 
ongoing series or 
enduring materials.



3. Close All 
Activities that 
Ended in 2025

Search for Ready to Close Activities
After you have entered all activities for 2025, you can use 
the filter categories on the left sidebar to search for and 
display only those activities that are ready to close.

Step 2: All activities 
must be updated with 
the Number of 
Learners.



3. Close All 
Activities that 
Ended in 2025

Update Learners
Option 1: Update Learners in the Activity Summary

Click on ‘Update Learners’

Enter number of physicians and number of other learners



3. Close All 
Activities that 
Ended in 2025

Update Learners
Option 2: Update Learners in the Activity Information

Click on the name of the activity that is ready to close.

Step 2: All activities 
must be updated with 
the Number of 
Learners.



3. Close All 
Activities that 
Ended in 2025

Update Learners
Option 2: Update Learners in the Activity Information

Update the Learners on the Right-Hand Sidebar or 

At the bottom of the page

Step 2: All activities 
must be updated with 
the Number of 
Learners.

OR



3. Close All 
Activities that 
Ended in 2025

Close Activities

Step 3: Mark Activity as 
Closed

Closed activities can be reopened up to 30 days 
after they are closed.  After 30 days, they are 
permanently closed.

Individual learner credits can still be entered.

After

Before

With learner numbers entered, the option to close the 
activity will be available in the right-hand sidebar



Year-End Reporting

To fulfill your year-end reporting 
requirement, there are 5 steps to 
complete:

1. Complete and submit Program 
Summary

2. Accept the terms for the ACCME 
Provider Agreement

3. Close all activities that ended in 
2025

4. Update all continuing 
activities

5. Review and update contact 
information
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4. Update Learner 
Counts for 
Continuing Activities

Search for Enduring Materials or RSS
You can use the filter categories on the left sidebar to 
search for and display enduring materials and/or RSS

Enduring Materials or  
Regularly Scheduled Series 
or other activities that will 
continue into 2026 should 
be updated with the number 
of learners that participated 
in 2025.

Note: A Regularly 
Scheduled Series should 
only last for one year, 
then be re-entered as a 
new activity.



4. Update Learner 
Counts for 
Continuing Activities

Update Learners

The number of learners can be updated from the Activity 
Summary page.

Enduring Materials or  
Regularly Scheduled Series 
or other activities that will 
continue into 2026 should 
be updated with the 
number of learners that 
participated in 2025.



4. Update Learner 
Counts for 
Enduring Materials

Update Learners
Enter the number of physician learners and other learners 
who participated in 2025.  If data is already entered from 
2024, add the numbers from 2025 for a cumulative total.

Enduring Materials or  
Regularly Scheduled Series 
or other activities that will 
continue into 2026 should 
be updated with the 
number of learners that 
participated in 2025. Do not close the activity if 

it is continuing into 2026.

2024 Data

2025 Data



4. Update Learner 
Counts for RSS

Update Learners
Enter the number of physician learners and other learners who 
participated in each session during 2025.  Each session of an RSS 
counts as a live activity. The learner count for an RSS should be a 
total of all participants for each session of the activity.

Enduring Materials or  
Regularly Scheduled Series 
or other activities that will 
continue into 2026 should 
be updated with the 
number of learners that 
participated in 2025. Do not close the activity if 

it is continuing into 2026.

1st Session

2nd Session



Year-End Reporting

To fulfill your year-end reporting 
requirement, there are 5 steps to 
complete:

1. Complete and submit Program 
Summary

2. Accept the terms for the ACCME 
Provider Agreement

3. Close all activities that ended in 
2025

4. Update all continuing activities

5. Review and update 
contact information
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5. Review and 
Update Contact 
Information

Where to Find Your Contact Information:
Click on “Back to Accreditation Management” found in the 
top bar.

Make sure all the 
information entered for 
the organization and 
primary contact is 
correct.



5. Review and Update 
Contact Information

Check to make sure:

Address is correct

Phone is correct

Emails are correct

New Staff have been added

Former staff have been archived



5. Review and 
Update Contact 
Information

Check the Information on your Home Page

Make sure all the 
information entered for 
your organization and 
primary contact is 
correct.



5. Review and 
Update Contact 
Information

To Edit Your Contact Information:
Click on ‘Contacts’

Edit any fields that are incorrect, require updating, or are 
missing information.

If you have trouble editing information, contact 

Elizabeth Ciccarelli at 
eciccarelli@mainephysicians.org



5. Review and 
Update Contact 
Information

To Edit Your Contact Information:
Click on ‘Contact Info’ to change the primary contact, title 
or role

When changing the primary contact, one will need to be 
turned off before another can be turned on, there can only 
be one primary contact.

If you have trouble editing 
information, contact 

Elizabeth Ciccarelli at 
eciccarelli@mainephysicians.org



5. Review and 
Update Contact 
Information

To Archive a Contact:

Click on ‘Contact Info’ 

Fill in the Start Date and End Date for the individual.

If you have trouble editing 
information, contact 

Elizabeth Ciccarelli at 
eciccarelli@mainephysicians.org



5. Review and 
Update Contact 
Information

To Edit Your Contact Information:
Click on ‘Person Info’ to change email address or phone 
number.

Note that if an email address changes and the person uses 
PARS, a new contact account will need to be created.

If you have trouble editing 
information, contact 

Elizabeth Ciccarelli at 
eciccarelli@mainephysicians.org



5. Review and 
Update Contact 
Information

To Edit Your Contact Information:
Contacts can be added or removed but there can only be one 
primary contact.

Make sure all the 
information entered for 
your organization and 
primary contact is 
correct.

To Add a New 
Contact

Search for the person you want to add, when they don’t 
show up, choose the option to add a new person



5. Review and 
Update Contact 
Information

Check the Information on your Home Page

Make sure all the 
information entered for 
your organization and 
primary contact is 
correct.



5. Review and Update 
Contact Information

Check to make sure:

Address is correct

Phone is correct

Emails are correct

New Staff have been added

Former staff have been archived



Year-End Reporting

To fulfill your year-end reporting 
requirement, there are 5 steps to 
complete:

1. Complete and submit Program 
Summary

2. Accept the terms for the ACCME 
Provider Agreement

3. Close all activities that ended in 
2025

4. Update all continuing activities

5. Review and update contact 
information
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Questions?
E l i z a b e t h  C i c c a r e l l i  a t  e c i c c a r e l l i @ m a i n e p h y s i c i a n s . o r g

Office Hours
Mondays from 9-10am
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