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Editing Training Lines

Step 1: To edit training lines, click on the menu item called Learner Registration.

& & &

Leamer Rotation User Event

g Groups Manager

Step 2: Use the Learner Search to open learner profiles.

Q Leamer Search

‘Save Filter [ Q searcn ||

Last Name: ( ) Student# ]
Frst ame: | ) oPHRDC )

nown By: | ) Haspitsl Emaloyes #: | )
~ Registration
Training Session: | 2022- 2023 v Legal/Viss Status: | ~Seiect— v)
Leamer Status: Draft Histerical New Retuming
Withdrawn WA
Ve Tune: P v Wi W Wo .

Step 3: Select the learner(s) you wish to view the training lines for and view profile.

= Leamer Search Result Selected: 6 Total:6 & &
Searen: | 00000 Select all using the top box or individually select learners & View Profile
~  Student# Last Training Level Last Program Learner Status. Default Email Registratie

Darren, Rachel 40000008 Vear2 Bhisc - MEP Retuming Student memasterleamer? 1@memaster.ca

Doe, Jane 40000001 Year2 BHisc - MEP Retuming Student memasterieamer21@memaster.ca

Koals, Hia 40000004 Vear2 BHsc - MEP Retuming Student Ieameremail2@memaster.ca [

Moare, Chen 40000005 Year2 BHisc - MEP Retuming Student leameremail3@memaster.ca

Patel, Nina 40000002 Year2 BHsc - MEP Retuming Student leameremaiki@mcmaster.ca

‘Smith, Nick 40000003 Year2 BHsc - MEP Retuming Student Ieameremails@memaster.ca [
Showing 110 6 of S entiies Show 25 v entries [ 1]

Step 4: From the left-hand menu, select “Training Lines”.
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Step 5: Under the column “Program”, select the blue text and an edit window will open for the training line.

£ Session 2023 - 2024

Program Training Level Training Status Start Date

BHsc - MEP “ear 2 Active 01-5ep-20z

@ The police mcaM expired or missing. If you do not upload this document to MedS15, you will not be able to continue fraining.
@ The NRP is now expired or mising. If you do not uplead this document to MedSIS, you will not be able to continue training.

Step 6: Enter the needed information and save.

Tip: All FHS Programs should have their start date as “September 15t and their end date as “August 315 to reflect the full academic
year. If your learner(s) are on leave, these dates may be in two different training lines.

W Training Profile

£ Session 2023 - 2024 - Edit Training
Leamer Type®: | Student v|
Training Program® | BHsc - MEP v|
Training Level® | Year2 v| Training Status® | Active v
Campus. | Greater Cntario Area v| Employment Type. [FULLTIME |
StatDate | 01-Sep-2023 | EndDate | 31-8ug-2024 | 1_ Update needed
Training Completion information
Training Complefion Status*. | Continue Training v Promotion Date:  NiA
Comments
2.
4000 characters remaini
Last modified on 19-May-2023, 10:25 by System. Save

Updating Training Lines — Withdrawal
Step 1: In the” Training Lines” tab, select “Edit Registration”.
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(¢ Edit Registration

Retuming Student | Registered Download
Approval
B Type Campus FTE sr:us
Hamiltan

023 Student

Training Session: [lir]

Step 2: Enter Withdrawn Date and save.
[ o

# EditRegistration Info

FTE Overall: | 0.00

Source | ~Select-
FTE Funded: | 0.00

Payment Date: |
I Withdravin Date: | 16-Jun-2023 I
Save [

01-Sep-2021

Program Registration Date:

"D History | Last modified on 15-Jun-2023, 09:36 by System.

Step 3: Return to the “Training Lines” tab and ensure the a grey withdrawn status is showing for that learner’s training

line.

+ Add Training
[ Edit Registration

Start Date End Date T @ FTE Approval
a ype ampus Status
01-Sep-2022 31-Aug-2023 Student Hamilten

Adding Training Lines

Step 1: To edit training lines, click on the menu item called Learner Registration.

& & & 7
Leamner Rotation User Event
i i Schedult Groups Manager

=
d
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Step 2: Use the Learner Search to open learner profiles.
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Q Leamer Search

Save Filter

e
st Mame: ) Student ]
FistName: ) oPHRDCH: | )
a5y | ) Fosslal Emolsjee = | )
~ Registration
Training Session: | 2022-2023 v Legal/Visa Status: | ~Seleot—

Leamer Status: || Draft || Histarical New [ ] Retuming

[ ] withgrawn [ ] tuia

Vomrner Tura: B3 v P oo - PR Do

Step 3: Select “Add Training”

| + Add Training

(2 Edit Regisration

End Date T L= FTE S
" HE L Status
3 31-Aug-2024 Student Greater Ontario Area 0 Approved

Step 4: Select Learner Type. Training lines will be different based on the learner type selected.

Doe, John

OPHRDC # 920025133
Mac ID: memasterleamer31

Wl Training Profile

£ Add Training

Leamer Type': | —Setect—

= )

CLEAR

Elective
Stugent

Trainee

Step 5: Fill in Training Profile Information and save. The system will automatically fillin fields based off the last training
_. Please review and edit this information as needed to ensure the correct data is being saved.

Hl Training Profile

4 Session 2023 - 2024 - Edit Training

=
Leamer Tpes [ Sudent Y

aringProram. 5o EP

v)
Traning Lever [ vear2 v Traing Staus*: [ Acte )
Campus [Grasir oo s o -
StatDate [ 0t-5ep2023 Enapates | stawg202s | 1. Update needed
Training Completion information
Training Completion Status* [CunﬁnueTraining v Promotion Date:  N/A
Gomments

4000 characters remaini
"D History | Last moditied on 18.May-2023, 10:25 by System. save | [CEES
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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

