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Adding a New Learner

Step 1: To add training lines, click on the menu item called “Learner Registration”.
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Leamer Rotation User Event
Registration Schedule Groups Manager

NEWS

Step 2: From the left-hand menu, select “New Learner”.

fi Home

Step 3: In order to prevent creating duplicate learner accounts, use the search input to check if the learner already
exists. Search by name, email, CPSO, etc.

Tip: If the learner comes up, please do not add them! This means they have an existing profile and possibly training lines in MedS]S.

=+ Add New Learner

In arder to prevent creating duplicate Trainee accounts please use the search input below to check if Trainee already exisis.

Search: | Last Name, First Mame, Email, Student #, CPS0 | | Q, Search |

If the user DOES exist in matched users:
The system allows you to:

1. Add Trainee Role — This will add a trainee (learner) role to the existing profile.
2. View Trainee Profile - clicking on this will open the learner’s profile in another tab.

Doz, Jane jane.doe@kdy.com Admissions Read Only - UGME + Add Trainee role
Admissions Super User - UGME
Program Manager

Do, John mcmasteresmer2 1 @momastercs Trainee MACID momasteriearmer3 1 @& \fiew Trainee Profile

Step 4: If the user does not have any matches, click “Add New”.
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In order to prevent creating duplicate Trainee accounts please use the search input below to check if Trainee already exists.

Search: [Doe l Q Search

‘& Matched Users

Traines

Details Actions

Name Emails Roles

Step 5: Fill in the learner’s information and then “Add Learner”. Last name, first name and default email are required.

&+ Add New Learner

In order to prevent creating duplicate Traines accounts please use the search input below to chedk if Trainee already exists.

Search: [Doe ] Q) Search
4+ MNew Learner

Last Mame*: [ Required ]

First Name*: | Required |
|

=+ Add Leamer I

Former Last Name: Default Email®: | Required
[ ) [

Step 6: Select “Add Training”.

Doe, John

OPHRDC # 920025133
Mac ID: memasterlearner31

&4 Email: @ mcmasterlearner3@mcmaster.ca

W Training Lines
+ Add Training

Thera are no training lines on the current or future training sessions.

Step 7: Select Learner Type. Training lines will be different based on the learner type selected.

e Elective: A PGME Elective Learner

e Student: A Nursing, Graduate E2 Add Training

Studies, Midwifery or UGME Leamer Type": | -Select- v
Learner |Q Search | {
e Trainee: APGME Home Learner CLEAR
Elective
Student

Traines
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Step 8: Fill in Training Profile Information and save.

All Training Lines have:
e Training Session
e Training Program
e Training Level
e Start and End Date
o For FHS Programs, the start date will always be “September 1” and the end date will be “August 31"
e Training Status
e Employment Type
e Training Completion Status

B Training Profile

&3 Add Training
Leamer Type®: | Student v]
Training Session*: [—Select— v]
Training Brogram®: [-5e|e.c1- v]
Training Level*: | —Selact- v] Training Status”: | —Seleet- v
Campus: | —Select v) Employment Type®: | ~Select— v

some: [ S

Training Completion

Training Completion Status*: [ —Seleci- W Promotion Date: NJ/A

Comments:

4000 characiers remaining
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PGME Home Trainees only:
e Base Program
e Funding Source

Wl Training Profile

£2 Add Training

Leamer Type®: | Traines v]

Training Session*: [—Select— v]

Training Program®: [—Select— v] Bass Frogram™: [-Select— v]
Training Level”: | —Select- v| Funding Source®: | —Seleat- v|
Training Stetus* | ~Select— v] Training Status Detail: | ~Select— v

Location: [—Select— v] Ernployment Typa® [—Select— v

Sase Locstion: | ~Select- v] Start Date": :]
Payment Agent: [—Select— v] End Data”: :]
v O

Training Completion

Training Compiletion Status®: [ --Select— v Promation Date: N/A

Comments:

4000 characters remaining
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PGME Elective Trainees only:
o Home School Training Information

Il Training Profile

£2 Add Training

Leamer Type": | Elective v]

Training Session®: | —Select— v]

Training Program": | —Select- v) Base Program": | ~Select- v]
Training Level*: | —Seleot- v) Funding Source: | ~Seleot- v]
Traning Ststus”: | _Selent- v] Training Status Detail: | ~Select— v

Loeation: [ —Select- v) Employment Type*: | ~Select— v

Bsse Losstion: | ~Selest- v] Start Date: :]
Payment Agent: [—Select— v] End Diate*: :]
wever: D

Home School Training

*not required, but on i i
Homs Schoot | --Seleci- ™ Heome School Academy: | —Select— v

Home Schoal Frogrem: | ~Selest- w]|  Home School Training Leve: | —-Select- v

Home Schoo! Start Date: :] Home School End Date: :] Home School Studant #: [

X Clear Q Select Other

Training Completion

Training Completion Status®: | -Select- W Promotion Date:  N/A

Comments:

4000 characters remaining
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QUESTIONS?

If you have any questions or difficulties with this process, please submit them through our ticketing system.

To submit a ticket, please visit medsishelp.mcmaster.ca

User Guide: How to Submit a Ticket



http://medsishelp.mcmaster.ca/
https://healthsci.mcmaster.ca/docs/librariesprovider30/default-document-library/how-to-submit-a-medsis-support-ticket-(jira).pdf

