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Learners who are missing student numbers should be sent in a weekly file to the MacDrive account shared with the 

Registrar’s Office. Nada Pasko paskona@mcmaster.ca is the main point of contact in the Registrar’s Office  that 

processes learner Student Numbers and Barcode.  

Exporting File to Send to Registrar  

1. To export the learners with a missing student number, click on the PeopleSoft module:  

 

2. Choose “Export Data” from the left-hand side menu. Choose “PG Trainee Registration – New Trainees” from the 

drop-down menu:  

 

The Reference Date will automatically set to 3 months form today’s date in order to capture upcoming learners in 

advance. (This date does not need to be changed). 

 

3. Click on “Export” and the file will generate. Click on the file to download it: 
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4. Save the file out with the name called “mdapplicants”. You can create a file on the S Drive to keep all of these 

downloads in.  

 

5. Open Mac Drive and click on “#Medicine-Admissions-Ro”. Then select “MEDRS”: 

NOTE: If you require access to MacDrive, contact Nada Pasko to set it up.  

 

6. Drag and drop your file into the MEDRS folder: 

 

7. Email Nada to let her know that you have uploaded a new file. Here is an example of the email sent:  

Subject: RE: New MEDRS file 
 
Hi Nada, 
 
The new MEDRS file is uploaded to the macdrive. If there are any issues let me know 
 
Thanks, 
Andrea  
 

8. Go back to Peoplesoft in MedSIS and click on “Log History”. Check to see if the export has a warning: 



   

 

9. Click on “Warning” to see the issues. If a learner is missing an Address, Date of Birth, or Citizenship, they will 

NOT get pulled into the file to send the registrar as the information is mandatory to create a student number 

for a learner.  

Send this information to the postgraduate office to have them fill in the missing data. Once they complete it, 

these learners will appear in the next file you export.  

NOTE: DO NOT uploaded a new file until you have received the last file from Nada.  

 

 
 

NOTE: Learners with a “break in training” does not need to be sent to the postgraduate office.  

Import File from Registrar  

To import the file, download it from Macdrive and save. Go back into PeopleSoft and upload file: 

 

If there are errors, you will need to clean up the data. If there are errors that seem to be glitches, you can submit a JIRA 

ticket to Knowledge for You.  


