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New Group or New Account Owner

New Group: Enroll as the account owner

The new group has no members. The person from the agency who will be the account owner
enrolls first. The sub accounts for the agency attach to this member’s account, and the member
self-signup URL is also attached to this person’s account. Account owners enroll using the link
provided by American CME (ACME), and they then request a role upgrade so that their initial
“subscriber role” is upgraded to a “group leader” role that lets them access the reporting
dashboard and tools for assigning education to the group.

New Account Owner: Enroll as a member and request a transfer

In the scenario where the group exists with members but there is a new account owner, contact
ACME Support at support@americancme.org to request the transfer of ownership. The steps
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will be for the new owner to enroll as a group member if they are not already and then ACME
will upgrade their role and make them the new owner of the account and sub accounts.

Add and Remove Members

Add a team leader

Team leaders enroll the same way a team member enrolls (see “Add team members” below).
Once enrolled in the group, team leaders request a role upgrade. Use the Request a role
upgrade button on the My Dashboard > My Agency card to open the form (Figure 1).

Figure 1. My Dashboard page > My Agency card > “Request a role upgrade” link

All assigned courses —
Join another group — /
Request a role upgrade —

Add team members

The Group Leader (account owner) and Team Leaders can enroll members into the group. On
the leader’'s My Agency card, click the Add team member button to get started (Figure 2).

Figure 2. My Dashboard page > My Agency card > “Add team member” button.

My agency
[ View my group pages — | | Add team member —

l Remove team member — ] t Assign a course — ]

| Detailed reporting — ‘ L Reports & LMS tools — ‘

On the Add Team Member page (Figure 3), select the group. If you manage one group, the
name of it will already be there. Select if you want to add a brand-new member or someone who
already has an account. Many members use personal email addresses. Confirm what emalil
address is on their account and attach that one to prevent duplicates and to ensure their CE
history is carried over. It is okay if their existing account has other groups affiliated with it.

Figure 3. Add Team Member page > Agency/group account filter > Who are you adding selector
B Payments

Add one member Import a CSV
> Subscriptions
Agency / group account *
@ Reports & LMS Tools : :
Type to filter agencies..
G -
@ My Groups — Select an agency — @ v
@ Add Team Member Seat availability is checked when you submit.

@ Remove Team Member Who are you adding?

G Eoest Role Upciads @ A brand-new member

© Someone who already has an American CME account

@ My Dashboard
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Member Self-Enrollment

New User without an ACME account—Self-Enrollment URL: Provide new members with the
self-enrollment URL. This URL is available on the account owner’s Subscriptions > Sub Account
page. To access this page, click Subscriptions in the Profile box on My Dashboard (Figure 4).
On the Subscriptions page, click the three dots to access the Sub Accounts page link (Figure 5).
On the Sub Accounts page, copy the Signup URL (Figure 6) to paste it in an email.

Figure 4. My Dashboard page > My Profile card > “View subscriptions” button

View payments View subscriptions ] | Change password

V)

Figure 5. Subscriptions page > Sub Accounts link
B Payments

Subscriptions

< Subscriptions

@ Reports & LMS Tools Membership Terms Status Dates \Act\'ons

(3 My Groups ACME Preview Panel Free Active July 22, 2026
mp-txn-6a6102193b4f6 Lifetime

@ Add Team Member Sub Accounts 4},.]

Figure 6. Sub Accounts page Signup URL and icon to copy URL.

Signup URL
People signing up with this link will be automatically added to your account

https://americancme.org/register/acme-preview-panel/?ca=6d26db8c4d24810d6463da438fecc80a

s

Existing ACME User—Access URL on My Groups Page: Your group’s member signup URL
link is also available via the search tool on the My Groups page. Send the user to their My
Dashboard page. A user without any group subscriptions will have a Join a group button
(Figure 7). If they have other group affiliations, they will have a Join another group link. On the
My Groups page, they can search for an agency by name or filter by region to select from the
agencies in that region (Figure 8). Type in the name or use the Region button to filter the groups
and then on the desired group, click the Enroll button (Figure 9).

Figure 7. My Dashboard page > My Agency card > “Join a group” button

My agency

You're not part of an agency group yet.
Join a group — I [ Learn more about agency accounts —

% |

Figure 8. My Groups page > My Groups search tool
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My Dashboard > My Groups

My Groups

When enrolled in one or more groups, you can access them under Enrolled Groups below. If no groups are listed, you are not currently enrolled in a group. Use
the Find My Group search tool to locate and enroll in your agency's group account.

‘ All regions v

343 agencies. Start typing to narrow the list.

Figure 9. My Groups search tool > Enroll button

Fenton \ All regions .

2 agencies

Fenton City Fire Department m
Includes: Fenton City FD

Fenton Township Fire Department Enroll

Includes: Fenton Township Fire Department

Remove a team member

The Group Leader (account owner) and Team Leaders can remove a member from the group.
On the My Agency card, click the Remove team member button to get started (Figure 10).

Figure 10. My Dashboard page > My Agency card > “Remove team member” button

My agency

[ View my group pages — J

l Remove team member Assign a course —

[ Detailed reporting — } [ Reports & LMS tools — J

On the Remove Team Member page, select the group. If you manage one group, the name of it
will already be there. Type in the member’s name or email address and click Show roster. Or,
leave the search field blank and click Show roster to see the full roster (Figure 11). Click the
Remove link next to the member’s name (Figure 12). This will remove the member from the sub
account, expiring their sub account membership along with any groups or courses attached to
that membership. It will not remove their course history or access to their transcript or
certificates.

Figure 11. Remove Team Member page > Agency/group account filter > Search members / Show Roster

B Payments Agency / group account/
— Select an agency — e

> Subscriptions

@ Reports & LMS Tools casiehivmbes

@ My Groups Name or email

(3 Add Team Member m
@ Remove Team Member

Figure 12. Remove Team Member page > Member’'s name, email, and Remove link
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@ Add Team Member

@ Remove Team Member 2 members

@ Request Role Upgrade
Name Email Actions

@ My Dashboard

Buddy Cat ccstar6b6@msn.com emove

Member Self-Removal

If a member enrolled in the group with two different accounts, they can remove one.
From the My Dashboard > My Agency card, the member clicks the “Leave a group” link
(Figure 13). This opens their My Groups page. In the Leave a Group section, the
members use the Leave button to remove themselves (Figure 14). This will remove
access to the group page and courses, but it will not delete their course completion
history or certificates.

Figure 13. Member's My Agency card > “Leave a group” link

My agency
Mecosta County EMS

Mothing started in this group yet.

All assigned courses —

Join another group —
Request a role upgrage

Leave a group —

Figure 14. My Groups page > Leave a Group section > “Leave” button

.
My Groups
When enrolled in one or more groups, you can access them under Enrolled Groups below. If no groups are

listed, you are not currently enrolied in a group. Use the Find My Group search tool to locate and enroll in
your agency’s group account.

All regions v
343 agencies. Start typing to narrow the list.

Learn more about Groups (agency accounts) on the Membership Plans page.

Enrolled Groups

Access assigned education on the group page. Click Continue Study to open the group page.

Mecosta County EMS

Leave a Group

Leaving a group removes you from the agency's groups and assigned courses.

Mecosta County EMS
Includes: Mecosta County EMS
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Edit Member Profiles and Change Passwords

Edit group member’s profile

Does a group member have an expired license? Members with expired licenses are
listed in the leader’'s My agency box (Figure 15). Click the member’s name to open their
profile. Select the date using the calendar tool (Figure 16) and then scroll to the bottom
of the page and click Update User (Figure 17).

Figure 15. My Dashboard page > My Agency box > Members with expired licenses

[ Detailed reporting — ] L Reports & LMS tools — ‘

‘f members  15expired  3expiringsoon 2 no date on fila
— expired May 31, 2025

— expired May 31, 2025
¢ — expired Aug 31, 2025

— expired Oct 31, 2025

Figure 16. Member profile page > EMS License Date field > Date selector

EMS License Date of irati
(Required with State EMS | May 31, 2029 |

License #)
— 7
2 | Aug v | 2026+ ‘ 2
NEMSID (12-Digit National “ W B & e
EMS D #)

1 2

NREMT Registry Number || |

(Leave BLANK if none. This 10) 11 12 13| 14 15 16

means, do not put any 17| 18| 19| 20 21 22| 23 |
abbreviations or words in this ‘
field. Simply leave the field !
empty if you do not have a | aaf
Reaistrv #) ’4%3

24 25| 26, 27| 28 29| 30

Figure 17. Member profile page > “Update User” button

Another route to a member’s profile

In the My Dashboard > My agency box, click Detailed Reporting (Figure 18). On the
User Report, search for the user and click the member’s name (Figure 19). Then click
the member’s name again in the Profile box (Figure 20). This opens the profile page
that you can edit. See Edit group member’s profile and Figure 16 for next steps.

Figure 18. My Dashboard page > My Agency card > “Detailed reporting” button

My agency

([ —— | e ———

‘ Remove team member — a course — ]
‘ Detailed reporting = Reports & LMS tools — ‘
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Figure 19. Tin Canny Reporting User Report > Report showing names of members

& Profile Course Report ‘ User Report i
& Tin Canny

Reporting Group | Al Users
User Report Tin Canny Reports User Report

@ Coliapse Menu
Users

Search...
ID % Na First Name
>

Amy Amy

Figure 20. User Report—User Profile > Name of user (hyperlink)

Course Report i User Report i

Group | All Users v Filter
Tin Canny Reports User Report * Amy Scott
Profile QOverview

@ny Courses Enrolled
.com

3

Change a member’s password

If a member doesn’t receive a password reset, you can check the roster (refer to the
roster on the Remove team member page or use the roster on the Tin Canny User
Report) to see what email their account is using. If they have an account and are
affiliated with your group, you can change their password by going to the LearnDash
Groups Plus Dashboard (https://americancme.org/learndash-groups-plus/).

1. Click Team Members (Figure 21).
2. Next to the team member’s name, click Change password (Figure 22).
3. Input new password and save (Figure 23).

Figure 21. LearnDash Groups Plus—Manage Teams > “Team Members” button
Team Member
Total

7 Team Members »

Figure 22. LearnDash Groups Plus—Edit Team Member Information > “Change Password” button

Manage Teams

= Edit Team Member Information

= Change Password >
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Figure 23. LearnDash Groups Plus—Edit Team Member Information > Change Password fields and Save button

CHANGE PASSWORD

b
B

Add or Remove Courses

Add or remove courses from the group

To add or remove a course, click the Assign a Course button on the My Agency card
(Figure 24). On the LearnDash LMS Groups page, click Edit under the group name
(Figure 25). On the editor, select the Courses tab. Search and select the course, use
the arrow to move the course to the Assigned Group Courses box. Click Save (Figure
26). To remove a course, do this in reverse.

Figure 24. My Dashboard page > My Agency card > “Assign a course” button

My agency

‘ View my group pages —+ | | Add team member — |

[ Remove team member — | [ Assign a course —/
" Detailed reporting — ‘ [’ Reports & LMS tools — ‘

Figure 25. LearnDash LMS—Groups > Group title and Edit button
#) LeamDash iMs

Groups Group Admir

All(511) | Published (510) | Dr

Bulk actions v| Apply
O Title ¥

[0 ——Mecosta
County EMS | North

L]
e Profile ‘Centra\ MCA

& Tin Canny Ejtj\ Quick Edit | View
~ Reporting

Figure 26. Group page editor > Courses tab > Group Courses Search and Assigned > “Save” button

Gmupm Courses | Users
Ctri=K 2000 m :

Mecosta County EMS - Group

Group Courses

” WMRMCC | ‘ | Search Assigned Group Courses |

a

WMRMCC 2024 EMT Protocol Test
WMRMCC 2024 Paramedic Protocol Test
WMRMQCC 2024 Specialist Protocol Test

WMRMCC 2023 Protocol Update Quiz
WMRMCC 2024 EMT Instructor Protocol Test
WMRMCC 2024 MFR Instructor Protocol Test

WMRMCC 2024 OB, Peds, and Peds Cardiac for Paramedic Remedial
WMRMCC 2024 Paramedic Instructor Protocal Test
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View Reports

See who has or hasn’t completed a test

In the My agency box, click Detailed Reporting (Figure 27). On the Tin Canny Reporting
dashboard, stay on the Course Report page. Click See Details next to the name of the
course (Figure 28). Click the % Complete column heading to sort list of users by
completions (Figure 29). Click See Details to see a specific user’s results. The Quizzes
tab (Figure 30) shows results with a detailed report of the specific questions answered.

Figure 27. My Dashboard page > My Agency card > “Detailed reporting” button

My agency

(7 T— | e e———
‘ Remove team member — a course — 1
‘ Detailed reporting = Reports & LMS tools — ‘

Figure 28. Tin Canny Reporting > Course Report > Report showing names of courses and “See details” link

s toca Tin Canny Reporting for LearnDash
)l LeamDash LMs y UNCANNY WL
& Profile Course Report User Report ﬁ @ @
& Tin Canny :
Reporting Group | All Users Filter
Course Report
User Report Ti ports > Course Report
Reports Recent Activities
5 2 Mar 2024 Mar 2025 Mar 2025 Mar 2025 Jun 2025 Dec 2025 Jul 2026
Users 1 |
3
3 2
Courses
TR ATATRTOL AT 1A (TR T (YR ATATATATATR AT ATAATA
Ware  Sepi7  Mars  Marf0  Mare  Ma23  Mar26  Mar2d  JnS  Aug2  Deci2  Apr2s 7
[0 Gourse Compietions O Tin Can Statements
Lxa
Courses
arch.. €SV Export
n o ciad
61335 WMRMCC 2024 EMT Protocol Test 52 29 1 22 87% SeRdetails
61339 WMRMCC 2024°S) Protocol Te 52 52 0 0 0%
61360 WMRMCC 2024 Paramedic Protocol Test 52 27 2 23 89% 45%
Showing 1to 3 of 3 entries  Show | 50w | entries First Previous 1 Next Last
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Figure 29. Course Report Details> List of enrollees, interactive headers to sort list, and “See details” link

Enrolled Users

! search... Excel Export CSV Bxpart
|
Name First Name Last Name Username Email Address Quiz Average Completion Date @mplete v  Details
94% July 2, 2026 7:00 AM 100% S
! details
, April 25, 2026 9:08 e See
e PM st details
Decamber 12, 2025 See
Dk 9:23 PM 10 details
August 26, 2025 6:44 See
80% 3 100% £
PM details

I August 15. 2025 2:58 — See v

Figure 30. User’s details > Quizzes > Detailed report icon and View certificate link

Status % Complete Avg Quiz Score Certificate Link Completion Date
Completed 100% 94% Wiew July 2, 2026 7:00 AM
Lessons Quizzes
Toni Search... Excel Export CSV Export
Qu@es Quiz Name 4 score Detailed report Date completed Certificate Link
Assignments. - .
WMRMCC 2024 Adult Cardiac for EMT-B 100 ﬂ:’ 1, 2026 10:40
Tin Can
o July 1, 2026 11:10
WMRMCC 2024 General Treatment for EMT-B 100 P
-~ I 1 OIS 11040

New! Protocol Section Scores Report

For tests delivered in sections based on protocols or topics, use the Protocol Section
Scores report (https://americancme.org/protocol-section-scores/) (Figure 31) to compare
section scores across all members in the group. Click Download CSV to view the report.

Figure 31. Protocol Section Scores Report > “Download CSV” button

¢ > @ % americancme.org/protocol-section-scores/ a o} O work

AM ERiC '\ Home Memberships  Courses v Support v | My Dashboard | Log Out

See performance data in a single spreadsheet to derive training and knowledge needs across the department by topic area and protocol section.

Mecosta County EMS

WMRMCC 2024 Paramedic Protocol Test Download CSV
WMRMCC 2024 Specialist Protocol Test Download CSV
WMRMCC 2024 EMT Protocol Test Download CSV

L

Each file has one row per member and one column per protocol section, showing each member's most recent score. A blank cell means no scored attempt on that section.
Scores reflect the current version of each section.
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Questions?

Contact ACME Support at support@americancme.org for help with the following:
e Creating new groups or dividing a group into practice levels.
e Creating lessons and tests. A Custom Education subscription is required.
e Changing the Group Leader - Account Owner.
e CAPCE discounts for agency members.
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