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Accessing the RTO Ledger 

1. Navigate to “RTO Ledger” from the left-hand navigation menu.  
2. You should now be able to see all of your trainee entitlement numbers filtered to the current academic year.  

 

Adding (Crediting) Days to the Trainee’s Ledger 
1. Click “+ Add Record” button on the top right-hand side of the trainee’s ledger:  

 

1. A new window will open. Search for your learner and enter the following: 
a. Request Type:  
b. Number of Days: 
c. Comment: enter anything you want here that can be referenced at any time.  
d. Post Date:  

• IMPORTANT – ensure that the post date falls within the current entitlement year. (in most 
cases, today’s date is fine as the majority of trainees accrue vacation on a July 1 – June 30 basis). 
See A Note Regarding Post Date below for more details on Post Date.  

e. Press “Save” button to save your changes 

 

Deducting (Debiting) Days from the Trainee’s Ledger 
1. Click “+ Add Record” button on the top right-hand side of the trainee’s ledger:  



   

 

2. A new window will open. Search for your learner and enter the following: 
a. Request Type:  
b. Number of Days: -xx 

• IMPORTANT: Ensure that you enter a “-“ before the number to deduct from the trainee’s 
remaining balance. 

c. Comment: enter anything you want here that can be referenced at any time.  
d. Post Date:  

• IMPORTANT – ensure that the post date falls within the current entitlement year. (in most 
cases, today’s date is fine as the majority of trainees accrue vacation on a July 1 – June 30 basis). 
See A Note Regarding Post Date below for more details on Post Date.  

e. Press “Save” button to save your changes 

 

A Note Regarding “Post Date” 
Most trainees accrue vacation on a July 1 – June 30 basis each year; this means that every July 1, their vacation balance 
resets. However, some trainees may accrue off-cycle due to PEAPs or unexpected leaves, etc.  

Therefore, it is important to ensure that you enter a post date that falls within the trainee’s current entitlement year to 
credit/debit from the appropriate entitlement balance. 

You can confirm your trainee’s entitlement cycle by checking the “entitlement year” column on the ledger.  

i. Example of an “on-cycle” trainee:  
• Trainee accrues vacation on a July 1 – June 30 basis 

 

ii. Example of an “off-cycle” trainee:  
• Trainee accrues vacation on a August 30 – August 29 basis 



   
• Therefore, their entitlement overlaps across academic years and it’s important to pay special 

attention to the” post-date” to ensure that you debiting/crediting from the correct entitlement 
year. 

 

Understanding the Ledger: Where are my Manual Entries?  
Once your manual records are added, you will notice that the “xx Remaining” column has been adjusted to include 
your manual entries. 

• NOTE: the “xx Entitlement” columns will remain unchanged as entitlement is directly correlated with the 
training lines entered into MedSIS.  

Example:  

• 2 vacation days deducted from trainee’s ledger. Therefore, the trainee’s “vacation remaining” balance 
decreased from (7) to (5).  

 

Viewing your Manual Entries 
To view your manual entries, click on the blue “hyperlinked” trainee name to open up each respective ledger:  

 



   

 

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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