
MedSIS Training
Zoom Session

For PDs/CC Chairs
For Fall 2024
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Training Agenda

• Orientation to the training environment and logging in

• Brief demo of what the system will look like to residents and preceptors

• Orientation to your landing page

• Training on the Curriculum Module, including:

• Learner Curriculum: Viewing your resident’s files and assessments

• Learner Curriculum: Viewing and updating documents in Review Dashboard

• Learner Curriculum: Updating a resident file with competence committee meeting decisions

• Program Curriculum: Viewing your EPA suites

• Training on Procedure Log Module (if time permits)
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Log in to Training environment (UAT) – desktop

• Testing environment URL: please contact PGME

• Sign in with your UC or AHS affiliated email (only 1 is in there):
o@albertahealthservices.ca (not @ahs.ca)

o@ucalgary.ca

o@albertaprecisionlabs.ca

o@recoveryalberta.ca
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Training Environment

This session will be conducted in the Training (UAT) environment, not the 
production environment

Test environment same as production except we have added some fake residents 
and supervisors with some fake data to each of your programs

Your real resident files will be empty

Please note that email notifications are not available in the UAT environment

Everything you do in the test environment will get deleted and will not be seen in 
production

Please ignore any “Alerts”

Confidential 
Do Not Distribute



What will MedSIS look like for 
your residents?
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Resident - Home page
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Log Out

Trigger an assessment

Log a procedure

Do an EPA observation on 
another resident



Triggering EPA/Narrative Observations: on desktop (Home screen)
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Send a “blank” form to the Evaluator (preceptor gets an email 
notification with a link to form)

Prefill the form and send to the Evaluator (preceptor gets an email 
notification with link to form – can edit as needed)

Complete the form “Submit as Evaluator” (preceptor gets an email 
notification) (Residents should get permission from you to do this!)

3 Options for Residents:

Program Leadership (PA, PD, CC Chair) Cumming School of Medicine – MedSIS Training 8

Form Completion Options

Note: if you save the evaluation but do not send/submit it, it will stay as a draft.



Logging a Procedure: on desktop (Home screen)
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Triggering an EPA/Narrative, Logging Procedure via Mobile
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Resident View: Learning Path

Select Learning Path (= EPA suite(s)/Program)

Then click on a learning path to enter their “file”
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• EPAs: EPA description and progress

• Supporting Documentation: upload documents for EPAs when applicable

• Reflection Documentation: personal documents. Can be private or public (visible by assigned PA, PD, CC 
members, Academic Coach)

• Assessments: can be filtered by type, completion status, rotations etc (not implemented yet..still in one45 
until July 2025) 

• Program Evaluations: summary of program evaluations (evaluations of preceptors, rotations, half day etc) 
(not implemented yet..still in one45 until July 2025)

• Events: event list with attendance (half days, rounds, J club etc)

• Procedures: procedure log (can be filtered by procedure, EPA etc)

• Summary Report: can be filtered by date, stage, EPA and other criteria

• Review Dashboard: Competence Committee documents, decisions, feedback
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Resident View: Tabs in “Learning Path”
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Resident View: Learning Path – EPA tab
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Resident View: Course/Rotation Schedule

Click on rotation to see details (location, 
service, preceptor etc)



What will MedSIS look like for 
your preceptors?

Log in as yourself – you are a 
preceptor!  Follow along…
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You have 2 portals: Admin (PD/CC Chair) and Supervisor
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Admin Portal Supervisor Portal

Click to access 
Supervisor Portal

Click to access 
Administration Portal



Supervisor Portal - Home Page
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Log OutTrigger an assessment

Click on the # to go to 
your To Do list 

• Event Calendar: rounds, academic half day 
precepting, journal club …

• News: PGME news



Supervisor Portal > Learner Evaluations - Review Your Learner Assessments
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Filter (and pin) Evaluations: by date, learner, rotation, evaluation type and status (completed, pending, in progress etc)

Action: click on Continue to review the assessment, click on Decline if applicable 

Files: to open files attached by the resident (optional)

Trigger on demand: start a new evaluation/assessment



You have 2 portals: Admin (PD/CC Chair) and Supervisor
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Click to access to the 
Administration Portal



Orientation to your Landing Page (Admin Portal)
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Multiple modules available: shown on grey
sidebar and tiles (they are the same)



Some modules you can ignore for now
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LOST?

• If you find yourself lost in MedSIS as you try to follow along, get back 
to where I am by:

• Go to Home 

• Make sure you are in Admin Portal

 (will see “tiles”)

• Looking at top of my slide for navigation instructions
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Curriculum

Please go to:



Curriculum Module: key functions

• Find my program EPAs

• Set up my program competence committee meetingsProgram Curriculum

• Find my resident’s files and assessment data

• View my resident’s progress

• Update my resident’s EPAs, status, stage promotions

Learner Curriculum

• See a list of your competence committee members

• Add/remove membersUser Groups

• See a list of academic advisors

• Add/remove residents to academic advisorsAcademic Coach

• Review/edit lists of data elements that are needed for 
organizing your competence committeeLookup Tables
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Slide 
59

Slide 
25

We will 
train your 

PAs
(QRG 

available 
on-line)
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Learner Curriculum

Please go to:



Curriculum > Learner Curriculum
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Lists all residents that you have viewing rights to

Can search by learner name

Click on the 3 dots to filter especially if you have viewing rights to residents from more that one program

Click on ^ at top of column to sort it

Click a name to display a resident’s file 



Curriculum > Learner Curriculum
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Learning path = program and EPA version (resident will appear twice if in 2 different programs)

Current stage ***we programmed their stage as of July 2024***

Stage progress (how far along are they in the # successful EPAs needed)  ***data not transferred from eportfolio***

Overall Status  ***we put everyone as Progressing as Expected***



Filter - tips

If you frequently use the same filters, you can "pin" them to keep them
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To clear a filter, click “Clear”, then “Apply”



Learners enrolled in 2 programs?

Program Leadership (PA, PD, CC Chair) Cumming School of Medicine – MedSIS Training 29



Curriculum > Learner Curriculum
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Click a name to display a resident’s file:

Choose one of the “fake” resident profiles now (last name 
will end with “test”)



Curriculum > Learner Curriculum
Administrative View of Resident File
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Looks similar to resident view, but you have one more tab than the 
resident has – Details
Some tabs also have added admin features



• Details: to update learner stage and status

• EPAs: EPA description and progress

• Supporting Documentation: upload documents for EPAs when applicable

• Reflection Documentation: personal documents. Can be private or public (visible by assigned PA, PD, CC members, Academic Coach)

• Assessments: can be filtered by activities, rotations, event and type

• Program Evaluations: summary of program evaluations (evaluations of preceptors and rotations) requested and filled (fall 2024: not implemented yet)

• Events: Learner/Resident event list with attendance

• Procedures: procedure log (can be filtered by procedure, EPA etc)

• Summary Report: can be filtered by date, stage, EPA and other criteria

• Review Dashboard: Competence Committee documents and decisions.

Resident Dashboard – Exploring Resident Performance
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The resident will see a similar view when they open their dashboard except the Details tab. Residents will have read-only views for some elements



Curriculum > Learner Curriculum > Learner Dashboard
EPAs tab - Overview
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Click > to left of EPA to open all context variables.  Hover over an EPA to bring up:                             These 
icons allow you to add custom requirements (just for this resident), see more info on the EPA, see 
performance data and see an update history

Shows the progress on an EPA or context variable – click on a progress bar to bring up more details

Percentage of manually created evaluations completed for this learner

# of forms completed – click on the number to pull up viewable list of all forms

Note: for 2024 launch the previous stages will appear as 0% and achieved as stage 1 below



7 
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Shows # forms with each score level.  Click on any level to view forms with that score

Status of the overall stage or EPA

Here you can adjust the status of the stage or EPA. Marking the stage complete does NOT automatically 
promote them.  (will discuss this further a bit later)

Notes can be added to the EPAs if needed. Notes can be shared or private and can have keyword “tags” 
attached if helpful

Curriculum > Learner Curriculum > Learner Dashboard
EPAs tab - Overview



Curriculum > Learner Curriculum > Learner Dashboard
Assessments tab
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Click “All Evaluations” to filter by rotations, supervisors, assessment type, EPA, etc



Curriculum > Learner Curriculum > Learner Dashboard
Procedures tab
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Displays logged procedures

Filter by linked EPA

Export the procedure log



Curriculum > Learner Curriculum > Learner Dashboard
Summary Report tab
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Enter the report filters: dates range, stages, EPA, Procedure, Attendance …

Click Generate



Curriculum > Learner Curriculum > Learner Dashboard
Summary Report tab
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Download the report in pdf

To close the report, close the browser 

tab, do not click on the log out icon 



Curriculum > Learner Curriculum > Learner Dashboard
Review Dashboard tab
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This is the competence committee review dashboard for this 
resident.  Here you can:
     View and update documents related to your CC meeting – 

called a requirements checklist
     Document meeting details and decisions

This is all visible to resident!!!!



Additional tabs
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Curriculum > Learner Curriculum > Learner Dashboard
Supporting Documentation and Reflection Documentation tabs

Click to add documents.               Click to upload file.  

Enter a short description and link to CanMEDs role, Category or Stage/EPA if you wish

Reflection Document is 
used by the learner. He 
can choose to share the 
document with you or 
keep it private.



Curriculum > Learner Curriculum > Learner Dashboard
Program Evaluations tab
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Displays Program Evaluations completed by this resident including:

• assessments of preceptors

• assessments of rotations

To be implemented in July 2025
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Curriculum > Learner Curriculum > Learner Dashboard
Events tab

Displays the resident's registered events and attendance, including AHD, 

PGME events, and journal clubs.

Linked to 
Event 

Manager 
module



Getting Ready for a Competence 
Committee Meeting
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Step 0 – Creating the meeting in MedSIS – we are teaching your PAs how to 
do this

Step 1 - Review EPA progress and other assessments

Step 2 - Review checklist documents submitted by others

Step 3 - Complete and Upload any documents you are responsible for                           
   in the review checklists



• Details: to update learner stage and status

• EPAs: EPA description and progress

• Supporting Documentation: upload documents for EPAs when applicable

• Reflection Documentation: personal documents. Can be private or public (visible by assigned PA, PD, CC members, Academic Coach)

• Assessments: can be filtered by activities, rotations, event and type

• Program Evaluations: summary of program evaluations (evaluations of preceptors and rotations) requested and filled (UAT: not implemented yet)

• Events: Learner/Resident event list with attendance

• Procedures: procedure log (can be filtered by procedure, EPA etc)

• Summary Report: can be filtered by date, stage, EPA and other criteria

• Review Dashboard: Competence Committee documents and decisions.
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Step 1 – Exploring Resident Performance
Curriculum > Learner Curriculum 



Curriculum > Learner Curriculum > Learner Dashboard > EPAs tab 
STEP 1 - EPA review at a glance
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EPA Status
• Pending (automatic) = No progress has been made on this EPA/Stage

• In Progress (automatic) = At least one form has been completed for this EPA/Stage

• Ready to Review (automatic) =  The minimum requirements for this EPA/Stage have been met 
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Step 2 – Review Documents uploaded by others
Curriculum > Learner Curriculum > Review Dashboard

Click any file to 
download/view



Name of Requirement (will be 
blue if you are responsible for it – 
click it to open dialogue box)

Indicates who is responsible to 
completing document

Blank template (click to 
download)

Drop in box to upload completed 
file(s)

Step complete (= files are final/ 
ready for review)

The review dashboard displays 

documents related to a given 

Competence Committee Meeting
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Step 3 – Completing/Uploading documents
Curriculum > Learner Curriculum > Review Dashboard

Careful: This 
is all visible 
to resident



Click on requirement that you are 

responsible for – in blue

Click on Blank template (click to 

download)

Complete the document

Drop in box to upload completed 

file(s)

Step complete (= files are final/ 

ready for review)

The review dashboard displays 

documents related to a given 

Competence Committee Meeting
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Step 3 – Completing/Uploading documents
Curriculum > Learner Curriculum > Review Dashboard



What about the data in RC ePortfolio?

• The data in ePortfolio is NOT being transferred over to MedSIS

• After your launch date, residents should not enter any new data into 
ePortfolio

• Within a week of your launch date, residents MUST download an 
Observation Summary Report from ePortfolio so they will have a record of 
their EPA progress in their current stage

• We advise that Academic Advisors do the same

• PGME is downloading the raw data and an OSR for every active resident – 
it will be available to the PA and PD via secure program sharepoint site

• For upcoming meetings you will need to combine the EPA data from ePort 
(via OSR/CBD Dashboard) and MedSIS data

Program Leadership (PA, PD, CC Chair) Cumming School of Medicine – MedSIS Training 50



Options for making this easier

• If a resident has relatively few EPAs in their current stage in eportfolio, 
they could just enter them into MedSIS – then their MedSIS 
dashboard will be accurate

• If your residents already use their own spreadsheets to track EPAs – 
have them continue to do this – use the MedSIS reports to make 
adding to this spreadsheet easier – then they can upload the 
spreadsheet.
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Recording Decisions

After (or during) a Meeting
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Step 1 – Mark EPAs and Stages achieved on EPA tab
Step 2 – Record CC details and recommendations on Review Dashboard Tab
Step 3 – When decisions finalized (or ratified if needed), update status and 
promote in Details tab
Step 4 – Upload your Feedback to the Resident



• Details: to update learner stage and status

• EPAs: EPA description and progress

• Supporting Documentation: upload documents for EPAs when applicable

• Reflection Documentation: personal documents. Can be private or public (visible by assigned PA, PD, CC members, Academic Coach)

• Assessments: can be filtered by activities, rotations, event and type

• Program Evaluations: summary of program evaluations (evaluations of preceptors and rotations) requested and filled (UAT: not implemented yet)

• Events: Learner/Resident event list with attendance

• Procedures: procedure log (can be filtered by procedure, EPA etc)

• Summary Report: can be filtered by date, stage, EPA and other criteria

• Review Dashboard: Competence Committee documents and decisions.

Entering Competence Committee Decisions
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The resident will see a similar view when they open their dashboard except the Details tab. Residents will have read-only views for some elements



Curriculum > Learner Curriculum > Learner Dashboard > EPA tab
Step 1 - Mark EPAs and Stages as achieved as needed
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Open to the tab EPAs

Select the dropdown menu on the 

Action column 

Click on Mark as Achieved when 

applicable

Actions:

• Achieved (updated manually) = The Competence Committee has decided this EPA/Stage is 

Achieved.

• Approved (updated manually) – This step was designed to facilitate ratification from the RPC, 

but in practice, this is rarely done for EPAs/Stages – so you can just leave things as “Achieved” 

unless your TOR does involve RPC ratification – then feel free to use the “Approved” setting



Curriculum > Learner Curriculum > Learner Dashboard > Review Dashboard
Step 2 – Record details and CC recommendations
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Record what happened in 
meeting



Curriculum > Learner Curriculum > Learner Dashboard > Details tab
Step 3 – Enter official promotion and status
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All CC members are able to edit this tab.  We recommend limiting this task to either the PA, PD or CC Chair (or specific delegate)

Learning Path Start/End 
dates

Promote to new stage here
Add start date of stage
If system detects new 

version, will promote to new 
version 

Set Overall Status

Ignore this – means 
official CBD resident 

(keep at yes)



Curriculum > Learner Curriculum > Learner Dashboard > Review Dashboard 
Step 4 – Upload you Feedback to Resident
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After the meeting, upload your formal feedback to 
resident here – they will see it immediately
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Questions?
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Program Curriculum

Please go to:



Curriculum > Program Curriculum
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Select your program

You may click it directly 
or do a search



Curriculum: Program Curriculum > Details

• Details tab:
o The program name in the 

system

o The program CODE in the 
system

o The number of years in 
your training program
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Curriculum: Program Curriculum > Learning Path
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Program’s EPA Suite versions

Click on the EPA Suite to 
open the EPAs and to see 
how each requirements
has been configured for 
progress tracking

Note: most programs will only 
have a single active version, but 
some have 2 versions active
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Curriculum: Program Curriculum > Learning Path

Click to enter your learning path 
if you want to follow along



Curriculum: Program Curriculum > Learning Path
Within the EPA Suite: click on an EPA
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Click on the EPA name to open details

     Click on the arrow if the EPA has more than one part



Curriculum: Program Curriculum > Learning Path > EPA

Program Leadership (PA, PD, CC Chair) Cumming School of Medicine – MedSIS Training 65

• Click on EPA to see 
definition:
oDetails

oMilestones

oContextual Variables

oRequirements
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• Details tab shows:
o Stage

o Short name

o Long name

o Key features

o Form used

o RC Specified requirements

Curriculum: Program Curriculum > Learning Path > EPA
Details tab



Curriculum: Program Curriculum > Learning Path > EPA
Milestones tab
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Curriculum: Program Curriculum > Learning Path > EPA 
Contextual Variables tab
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Context variables 
collected on the form

Note: These can be 
modified by PGME 
upon request from PD 
or CC Chair.



Curriculum: Program Curriculum > Learning Path > EPA 
Requirements tab
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The learner progress dashboard is based 
on these requirements.

Note: These can be modified by PGME 
upon request from PD or CC Chair.

EPA/context variable requirements
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We created criteria to
satisfy “variety”

Note: These can be 
modified by
PGME upon request 
from PD or
CC Chair

Curriculum: Program Curriculum > Learning Path > EPA 
Requirements  tab



WARNING – this is a bit confusing

• Close the EPA “Edit item” pop up 

• We are now leaving the “Learning Path” and going to the “Requirement Checklist”

• ***Requirements tab in your EPA pop up window completely unrelated to Requirement Checklist tab
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EPA 
Require
ments

CC mtg 
Require
ments



Curriculum > Program Curriculum > Requirement Checklist
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Tile for each Competence Committee Meeting

Your PA will create 
a tile for each CC 

meeting



Curriculum > Program Curriculum > Requirement Checklist
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Click on CC meeting tile to display/update documents linked to  
this meeting
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Curriculum > Program Curriculum > Requirement Checklist
Adding a new CC Document Requirement

Go to Lookup Tables > Requirement Checklist
On Requirement tab, Click Add New
Pick a name for your requirement and select program, then Save
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Click “Add New Requirement”

Select name of requirement **

Select who is responsible

Select the order that you want them 
listed in

Select a due date (optional)

Drop the file template in

Click “Save”

Curriculum > Program Curriculum > Requirement Checklist
Adding a new CC Document Requirement



Curriculum > Program Curriculum > Requirement Checklist
Selecting Residents for Review
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Click on the 3 dots for the CC meeting

Click on Assign

Select the residents who you wish to review 
at the meeting. Can filter by training levels 
or stages to make them easier to find.

Click on Assign.

Note: if you don’t see a resident on the list, they 
have already been assigned to this CC meeting



Step 6 - Completing and uploading documents

• All templates attached to your meeting will appear in 
the Review Dashboard tab for each resident assigned 
for review at that meeting 

• You must enter a resident's file to review and edit 
the documents created for an individual learner

• Find your residents in Curriculum > Learner 
Curriculum
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Additional Features

Additional Features In 
Curriculum Module

Quick Reference Guides available on-line
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User Groups

Managing your Competence Committees & Membership

Allows you to create and manage 
membership for your CCs (and RPC if 
requested)
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Academic Coach

Allows you to add coaches and link residents to them



What modules have we covered so far?
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Allows you to pull/export reports on procedures
Can do at program level with variety of filters:
• By resident(s)
• By EPA
• By procedure
• Good for program CQI and planning
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Allows you to see your learners schedules
Can filter to see
• your home learners
• your off-service learners
• View by learner or rotation (service)
• We entered schedules you gave us over summer – 

there will be inaccuracies due to changes



Course/Rotation Schedule
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Drag and drop rotations in

Click on rotation for all details
• Location
• Preceptor
• Linked EPAs
• Linked assessments
• Linked documents

Color coded

Off service rotations are underlined 
in red

Can swap to view by rotation

Beginning July 2025, all assessments (daily feedback, ITERs etc) will be linked to rotations in Medsis
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• Lets you set up events in a shared calendar (AHD, rounds, J 
club etc)

• You choose who to invite (residents, preceptor, staff)
• Tracks attendance
• Can link evaluation forms
• Can attach files (like recording of event)
• Only those invited can see on their personal event calendar



Event Manager
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Links to Upcoming Events on Home Page
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• Questions?
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