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PROMOTION DASHBOARD  

Programs promote their own learners through MedSIS. Promoting learners means that they are “promoted” into their 
next training level. Once a learner is promoted, they will have a training line for the next academic year and therefore 
can begin the registration process/appear in the next academic year’s rotation schedule. 
 
If learners do NOT get promoted: 

• They cannot register into the program  

• They cannot get licensed to train 

• They cannot be entered into the 21/22 rotation schedule  
 

HOW TO SET UP YOUR PROMOTION DASHBOARD  

Click on the Trainee Registration module:  

 

In the Trainee Registration module, there are 4 approval statuses that determine the status of promotion: 

1. NEW  - Promotion line automatically generated by the system, waiting for a PA to review/approve 

 

2. DRAFT - PA modified a training line and clicked “save” but not submitted 

 

3. PENDING APPROVAL - PA created/updated a system generated training line and submitted. This training line 

must be approved by the Postgrad Office 

 

4. APPROVED - PA had no changes required to a system generated training line and submitted. This line does not 

require PG approval 



   

 

 

1. Click on the training status of the next academic year and the status of ‘New’ to capture all trainees that require 

promotion. (ex. currently 2020-2021 so I will choose 2021-2022). 

 



   

 

2. Click on the gear icon in the top right corner of the search screen to set your filters for promotion.  

 

3. Choose the following filter options:  

Trainee Info: 

• Name (defaulted) 

Last Training Line: 

• Last Program 

• Last Training Start Date 

• Last Training End Date 

• Last Training Approval Status 

• Last training Completion Status  
 



   

 

Last Training Completion Status  

The last training completion status determines whether the learner will complete training at the end of the current 

academic year OR continue training into the next academic year.  

a) Continue Training - After the promoted training line has been completed, learner is expected to return for the 

22/23 academic year 

b) Completed Training - After the promoted training line has been completed, learner has completed all required 

years of the program. Learner WILL receive a training certificate 

c) Ended Training  - After this training line has been completed, the learner is NOT returning to the program and 

did not complete all years of the program. Learner will NOT receive a training certificate. 

 

 

 



   

How to Promote Your Learners 

There are 2 options to promote a learner:   

Option 1 - Directly from the trainee search screen (bulk approval) 
Option 2 - Drilling into an individual trainee’s details to approve  
 

Option 1: Bulk Approval (best practice) 

Tag all learners that do not have any issues based on the promotion report and submit. You can also select all using the 

checkbox beside “name” at the top.  These learners will NOT go through the PG Office for Approval.  

 

Once submitted, these learners will be considered fully promoted and will update to a status of ‘Approved’ under the 

Approval Status in their training line. 

 

Option 2: Individual Learner Approval  

Select all learners and choose “View Profile”: 



   

 

Click on program name to edit training line details: 

 

Make any necessary changes and outline the changes in the comment field. There will be a warning when you submit 

to confirm all change made.  

 

Once the updates to the line are submitted, the Approval Status will update from “New” to “Pending Approval”. 

Postgrad will review and approve the updates.  



   

 

Postgraduate Office Role  

PG Office will review training lines submitted by programs with a status of “Pending Approval” 

• Comments made by the program will be used by the PG office to support changes submitted. 
 

Once the training line has been reviewed by PG, the line will be saved and show as “Approved”.   

• NOTE: There is no feedback sent to the program once approved – Postgrad will contact you directly if necessary. 
 

PG will monitor all learners with training lines with a status of “Pending Approval” until all learners are “Approved”. 

How to See an Overview of Learners Promotion Statuses  

Once all your learners have been promoted, you can look at an overview of all learner statuses. 

1. Go to the Trainee Registration Module 

2. On the main trainee registration screen, choose all four options under the “Approval Status” filter and click 

“Search”: 

 

3. On the search screen, the column “Last Training Approval Status” will display the current approval status for 

each learner: 



   

 

Each year, the Postgraduate Office will provide the deadline for learners to be promoted by. Due to this only occurring 

once per year, there will be annual training sessions as a refresher to ensure your learners are properly promoted.  

 

QUESTIONS? 
If you have any questions or difficulties with this process, please contact MedSIS at medsis@mcmaster.ca 

mailto:medsis@mcmaster.ca

