
Access to CNE Conferences & Courses 

First Time Logging In 
You will be 
asked to 
accept the 
Terms of 
Use and 
Privacy 
Policy and 
verify your 
age. 

 
Once 
logged in 
you will 
need to set 
up your 
learner 
profile. 
 
There are 
required 
fields that 
must be 
completed 
in your 
profile. 

Required Fields 
• Prefix (Mr, Dr, Ms, Mrs, Miss) 
• First and last name 
• Are you employed by an organization that is part of the Mayo Clinic Care Network 

(MCCN) (Yes/No) 
• Primary address 
• One phone number 
• Date of birth 
• Special Needs (Select None if none apply/List needs) 
• Enrollment Type-select your role  

(Examples-Nurse, Retired Nurse, Social Worker, Physician, etc.) 
• Primary specialty 
• Do you hold a medical doctor Florida license number (Yes/No) 
• Credit eligibility-will default to AMA credit if nothing else selected 

**Nurses and some other allied health professionals should choose ANCC** 
• Click Save 

 There are additional fields in your profile that are not required-complete these as you choose. 
• Employer name 
• Job title 
• Credentials 

 Check your email account for an activation email with a link to click for the final step to activate 
your profile in the system. 

Edit Your Learner Profile 
Log in-click 
My 
Account in 
the black 
bar in the 
upper right 
corner. 

 

Click 
Profile. 

 



Ensure the 
correct 
credit is 
selected: 
ANCC, 
AMA, 
other 

 

Accessing Course Materials and Evaluation 
Log in-click 
My 
Account in 
the black 
bar in the 
upper right 
corner. 

 

Click My 
Courses 
located in 
the middle 
column. 

 
 
 

Click 
Registered 
Courses. 

 
Click the 
course link 
to access 
each 
course. 

 
 
 
 
 
 
 
 
 
 



Within the 
course, 
click Start 

 
A course 
progress 
tab 
appears on 
the left 
side. Click 
Start 
Course in 
bottom 
right 
corner to 
move 
through 
the course 
items. 

 

 
Click the 
Next 
button in 
the 
bottom 
right 
corner to 
advance. 
You can 
click 
Previous to 
go back.  
Course 
materials 
are loaded 
here for 
viewing or 
printing. 

 



Course 
Evaluation 
is an item 
in the 
course if 
you did 
not 
already 
complete 
it live. This 
is required 
to receive 
contact 
hours. 
Click 
Submit 
when 
finished 
completing 
it. 

 



Click Next 
in the 
bottom 
right 
corner to 
advance 
through 
the course. 

 
Print the 
Cover 
Sheet for 
your 
records. 

 



Download 
and print 
the 
certificate 
for contact 
hours.  

 
Accessing Historical Transcript/Certificate 

Log in-click 
My 
Account in 
the black 
bar in the 
upper right 
corner. 

 

Click My 
Courses 
located in 
the middle 
column. 

 
Click 
Transcript. 

 
*Look to 
the right 
side of the 
screen to 
locate the 
icon to 
Download 
a PDF of 
your entire 
transcript 
of all 
courses. 

 

 



Scroll 
down to 
see the list 
of all 
courses.  
 
*The right 
most 
column 
has a link 
to 
Download. 
 
 

 
There are separate rows for ANCC and Attendance certificates-ensure you’re clicking the correct 
one to download. 

 


