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MEDPORTAL EMAILS  

Medportal emails are created by Chris Sisson in the Medportal Office. Once a trainee is added into the system, their 

information will need to be sent to Chris to create the Medportal Email. At this point, Chris will also send a welcome 

email to the trainee letting them to log into MedSIS.  

How to Export Medportal Emails  
 

1. Click on the Trainee Registration Module located on the home screen of MedSIS.  

 
 

2. Filter on the following: 

 

Under the alerts tab on the same screen, filter on the alert called “Medportal Email – Missing” 

 



   
3. Check off all names listed using the top checkbox beside the word “name” in the heading 

4. Choose the export feature  

 

5. Within the export feature, choose the following:  

 

 



   
6. Open the excel file and clean up the data. If there is a column for PEAP and another for the Fellowship line, 

delete the fellow line as Chris only needs the start date. Add a column at the end called “medportal”. This is 

where Chris will enter the new emails and send back to you.  

 

 

7. Save the file and send to Chris Sisson at chris@medportal.ca. Here is an example of the email I would send to 

Chris with the attached excel file. 

 

8. Once Chris sends you the file back you can manually enter the medportal email under Trainee Registration  

Contact Info. Please ensure to make the medportal email the “Primary Email”. 
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