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How To: Access Certificates 
 

1. Visit the UChicago CME website and click the “Certificates & Transcripts” button in the 
navigation bar beneath the slideshow. 

 

 
 

2. If you are not logged in, you will be prompted to do so. Afterward, you will be taken to your 
“Completed Activities” profile page. On this screen, you will see a listing of all claimed credit, 
whether from live and enduring activities or Regularly Scheduled Series (RSS). 
 
Find the activity for which you’d like a certificate and click “Download” under the certificate 
column. 
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Additional Filters 
 

• To filter for credit claimed from a specific live or enduring activity: Enter the title in 
the “Title” field and click “Apply”. Your claimed certificate will be available under the 
“Certificate” column. 
 

• To filter for credit claimed from a specific RSS: Enter the title in the “Series” field 
and click “Apply”. Your claimed credit will be available in transcript form by clicking the 
“Download PDF”. Certificates for sessions will also be available if offered. 
 

• To download all claimed credit for RSS: Click on the “Session Credit” tab. You will be 
able to download a transcript for only RSS credit.

 
 

Credit Tips 
 

• Certificates for live and enduring activities populate once you’ve claimed credit. You 
will need to complete a credit-claiming process to generate a certificate. 
 

• Credit for RSS appears once you’ve texted in the code provided for the session you 
attended. If you do not text in, you will not receive credit. 
 

• Certificates and Transcripts are permanently stored in your account. Once you’ve 
claimed credit, your documentation will always be available in your account. You can 
view, download, or print it at any time! 
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