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How to Promote a Learner to the Next Stage 
 
TARGET AUDIENCE: ADMINISTRATORS AND PROGRAM DIRECTORS 
 
This guide outlines the process for promoting a learner to the next stage. The current stage does not 
need to be marked achieved to promote a learner to the next stage. There are different ways to do this 
in MedSIS: 
  

1. Promote your Learner from the ‘Curriculum’ module, or  
2. Promote your Learner from ‘Learner Registration’ module. 

 
Both ways are equivalent, you can choose the one you prefer. If you are promoting multiple learners, 
the second option may be more efficient, as it allows you to switch between learners more easily. 
 
Curriculum Module 
 

1. From the MedSIS home page, click Curriculum. 

 
 

2. Go to Learner Curriculum and the side navigation menu. 
 

 
 

3. Click on the learners’ name to access their EPA Dashboard. 



 

 
 

4. Under the details tab, update the Current Stage to the stage you want to register your learner 
into and update the Start of Current Stage date to the date the learner will be starting the 
stage. Click Save. 

 
The learner is now registered into the new stage.  
Note: The Achieved Date of the previous stage will reflect the date that it is marked achieved. 
The stage status can be marked as achieved from the learner dashboard. 
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Versioning Note: when promoting a resident to the next stage, MedSIS will automatically 
register the resident in the most up to date VERSION of their EPA suite.  For example, if a 
discipline publishes a new version of their EPA suite while a resident is in the middle of 
Foundations, they will complete Foundations in the old version and MedSIS will load the new 
version of Core when they are promoted to Core.   
If the resident reached ahead in the old version and completed EPA observations in the old 
version of Core, MedSIS will import those observations into the new version of Core as long as 
they are similar to the old version. 
The Royal College often activates new versions on July 1st. Please take note of this when 
promoting residents close to this date – if a new version is launching, it is likely better to wait 
until after July 1 to promote them or they will be promoted into the old version of the next 
stage.  If you have questions about versioning, please reach out to PGME for assistance.  

 
 
Learner Registration Module 
 

1. From the MedSIS home page, click Learner Registration 

 
2. Search learner by Last Name. Click Search. 

 

 
 

3. Select all your learners and click View Profile. 
 

 



 
4. From the menu on the left, select Learning Path. 

 
 

5. Click on the Learning Path. 
 

 
 

6. Under the details tab, update the Current Stage to the stage you want to register your learner 
into and update the Start of Current Stage date to the date the learner will be starting the 
stage. Click Save. 



 

Page | 5 
May 2025 

 

 
The learner is now registered into the new stage.  
 
Note: The Achieved Date of the previous stage will reflect the date that it is marked achieved. 
The stage status can be marked as achieved from the learner dashboard. 

 
 

 
 

 
Versioning Note: when promoting a resident to the next stage, MedSIS will automatically 
register the resident in the most up to date VERSION of their EPA suite.  For example, if a 
discipline publishes a new version of their EPA suite while a resident is in the middle of 
Foundations, they will complete Foundations in the old version and MedSIS will load the new 
version of Core when they are promoted to Core.   
If the resident reached ahead in the old version and completed EPA observations in the old 
version of Core, MedSIS will import those observations into the new version of Core as long as 
they are similar to the old version. 



The Royal College often activates new versions on July 1st. Please take note of this when 
promoting residents close to this date – if a new version is launching, it is likely better to wait 
until after July 1 to promote them or they will be promoted into the old version of the next 
stage.  If you have questions about versioning, please reach out to PGME for assistance.  
 
 

 
7. Go to your next learner by clicking the ‘next’ icon on the top right. Repeat steps 5 to 6 and go to 

the next one until you have promoted all your learners to the corresponding stage. 
 

 
 

 


