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Mayo School of Continuing Medical Education (MSCME) 
 

Registering for Academic Career Development Workshops 
• Pre-registration is required for each workshop. At this time, we cannot accommodate on-site registration. 
• Each workshop has a $170 registration fee and your department will be charged separately for 

each workshop that you attend. 
• The registration process is the same for all three Mayo sites. 

• Secretaries can register for physicians or others who might attend the workshops. Please use a 
username and password that both people will remember. If you register for someone else, make 
sure the registration is in their name.  

• Contact the CME registrars at 507-284-2509 or cme@mayo.edu if you have any additional questions. 
 
 
Workshop Registration Fees 

• For all participants except Nurses and MSHS instructors, workshop registration requires a 
Company/PAU number (format: 111/000000) to charge the registration fee. Your department 
has the appropriate Company and PAU to use for education. See Figure 1 for an example. 

• For Nurses and MSHS instructors, you’ll need to enter one of the following codes for your 
registration:  

Health Sciences: Enter the code MSHS in the appropriate text box. See Figure 2 below. 
Nurses:   Enter the word Nursing in the appropriate text box. See Figure 2 below. 

• The registration fee is transferred to the Mayo School of Continuing Medical Education after the 
workshop. You do not need to do anything. 

 
 
Register Online at the MSCME website (Intranet only) 

• Online registration closes four days before the workshop date. After this date, you will need to 
call the CME Registrars. 

• The online registration link (Register Now) is placed under each workshop description at the 
Mayo School of Continuing Medical Education (MSCME) intranet 
http://mayoweb.mayo.edu/cme/faculty-development.html   

Note: Faculty Development courses are NOT listed in the course catalog on the 
MSCME website http://www.mayo.edu/cme

• You need to create a User Profile if this is the first time you have registered online for a CME course. 
• On the Registration page Session grid, select a site location where you will attend the 

workshop(Rochester, Jacksonville, Scottsdale). 
 
 
Create a User Profile 
• The first time you register you will need to complete a User Profile. For access, you can choose 

any username and password that you prefer. An email with username and password is sent to 
you as a reference for future use. 

• If you want nursing credit, you must select ANCC as an additional credit type. The default credit 
type is AMA PRA Category 1 Credit(s) ™ for physicians. See Figure 3 below for an example. 

• Mayo staff should select I am a Mayo Employee. You must use the Look Up feature to select 
your location as a Company (see Figure 4 below). For example, you could enter Mayo to search 
the main campus sites or the name of another location such as Franciscan Skemp. 

Note: If this step is not completed, you will receive an online invoice to pay by credit card. 
 
 
Cancel a Registration 

If you register but do not attend a workshop (NO SHOW), your department is charged the full 
registration fee ($170). Please contact the CME registrars at 507-284-2509 to cancel your registration. 

 

mailto:cme@mayo.edu
http://mayoweb.mayo.edu/cme/faculty-development.html
http://www.mayo.edu/cme


 
Figure 1 – Entering Company and PAU accounting information 

 

Enter your Company/PAU

 
 
Figure 2 – Using special codes for Nurses and MSHS instructors 
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Figure 3 – Selecting ANCC credit for Nurses 

 
 
 
Figure 4 – Selecting a Company Name to avoid credit card charges 
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