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Create New Committee User Groups 
 

1. From the MedSIS home page, click the Curriculum button. 
 

2. From the menu on the left, select User Groups. Click Add New. 
 
 
 
 
 
 

3. Choose Competence Committee as they type, assign a name to your committee, and assign your program. Click 
Save. 

 



 

4. Add the appropriate members to the committee. 
a. Click on Bulk Assignment to add new users to your committee (this method will allow you to add single 

users as well).  
b. Program Directors and Administrators do not need to be added to the committee as they will already 

gain access through there PD and PA MedSIS roles. 
c. For the most part, you will only be adding supervisors to your committee. These are the faculty 

members who sit on your committee. 
d. If you need to add residents or other users who do not evaluate/supervise trainees  to your committee 

please submit a ticket so we can add them to MedSIS as a CBME Committee Member.   
 

 
 

Update Previously Created User Group 
1. From the MedSIS home page, click the Curriculum button. 
2. Select “User Groups” from lefthand navigation menu and search for your User Group using the Search Bar 

 
3. Click on your User Group Name to open group and view membership:  

a. To Remove Members: click on user’s name to add expiry date. 



 

 
b. To Add New Members: click on Bulk Assignment” and search for users from our supervisor database to 

add them to your membership (same as step 4 of adding new committees).  

 

Questions? 
 
If you have any questions or difficulties with this process, please submit a help ticket. 

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

 

http://medsishelp.mcmaster.ca/
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