UNIVERSITY OF CUMMING SCHOOL OF MEDICINE

CALGARY Postgraduate Medical Education

PROCEDURES FOR ONLINE WEB REGISTRATION — NEW TRAINEE
Getting Started

There are 2 main steps involved in the PGME registration process:

1) You must have a University of Calgary elD in order to register. You may need to create an elD.

2) Register for PGME by logging into the Central Authentication Service (CAS) using your elD and
password.

Please logout of any other Ucalgary.ca sites you may have open while you are completing this PGME
registration to avoid potential system errors.

STEP 1: elD
You must have an elD to access the PGME online registration system.

What is an elD?

Your elD is a personalized unique 1D, which gives you access to the University of Calgary PGME online
registration form via Central Authentication Services (the online registration form is also referred to as the
‘Student Admission for PGME”).

Note: Other University ID’s will not work for PGME online registration (e.g. UCAN ID or IT
Username), only your University of Calgary elD will give you access to register.

Do you have an elD?

Do you have an elD? Go To Step by Step Instructions Tab

https://acctman.ucalgary.ca/reqister/

No ‘Create elD’ tab

or Invitation email: ‘create an elD’ link

I'm not sure https://password.ucalgary.ca ‘Find elD’ tab
(or | forget what it is) and select ‘manage my account’
Yes Invitation email: ‘Register for PGME' link | ‘PGME Registration’ tab

(this link is unique to you)
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1A) Create elD
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Create an elD using the following link (the link is also in your invitation email):

https://acctman.ucalgary.ca/register/

The link will take you to a screen similar to the one below. Complete the information on the screen

(including password) to create an elD:

Note: Always click here in the screen below:

11 don't have a UCID and wish to register a guest account

If you have a UCID, it can be added on the PGME Registration form in ‘Personal Information’.

#ID Registration

Entér your profibe imlormation

note:
Yodr 8lD sl end with  [asEname

* For guamgle, If your namg is John Smith your elD must end wah gmith which
TRBANS i Cn D | SMih of [ 3mith, el
I wour 1358 naeme e honger than 5 charachens you miust use Bt keast the first 5§
characiers

= Your gld cannol Rave Bny Special characbens of spales

B gon't have a UCID and wish b0 regster a guest account

* First Mame

° Last Nama

° Data of Birth (yyyymamdd]
Email address

What ks an 2ID7
Your elD will Be your personalied unigue 1D
Tor eleCIngnic AL0e5S here al the LolG

Whiat &hoaibd | choods s my elD?

Thae 10 we recommend is first last (9.9,

Jo# Smih). However pou can choose anything
85 long a8 you ol the gid nips==

My il was already taken...

i

What is my UCID?

Your LACID 8 the number on The ront of your
WG 1D card, Flease enber only the digits
it

Add ancther UCID?

‘Some users may have mone than one UCID.
Wou ¢80 Bdd B8 MAry 88 you own by chcking
Acd ancther LCID,

What is my display name?

Tha myUofC portad will acdress you by this
N Ve SUH0EE you wis simply your Srst
name more s
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When you have successfully created your elD, the following screen will be presented confirming your elD:

¢lD Registration

ol regintration i ©omipiste”

[ By ] ¥t D) i
Yiou hdve comgleled B LUK ney

To w0 on ko myUIC, Choh Bbte 300 300 0F Wilh youf vbw #I0) 300 CassanT

Once you have your elD, go back to your invitation email and click on the ‘PGME Registration’ Link. For
step by step instructions, go to the ‘PGME Registration’ Tab.

1B) Find elD

If you believe that you already have an existing elD, please go to https://password.ucalgary.ca and sign in
to the Central Authentication Service using your IT Username.

Once you are successfully signed in, select the 'manage my account' option and verify your elD. You will
see a screen similar to the one below.

Your University of Calgary accounts

Personal Accounts

IT Username pgmeteast

@D pgme.test

Last Password Change S/512015 (331 days ago) Change password
Password Expires 50412016 (Expires in 33 days)

Communications Email

pgmetest@ucalgary.ca

Logout from this account
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STEP 2: PGME REGISTRATION

Please logout of any other Ucalgary.ca sites you may have open while you are completing this PGME
registration to avoid potential system errors.

Please click the ‘Register for PGME’ link sent in your invitation email. This link will take you to the
Central Authentication login page shown below:

2A) Enter your elD (where it says Username) and elD password.

Central Authentication
Service

Username Enter your elD here

Password

About CAS | Disclaimer

Successfully entering your elD / Password will take you to the 'Student Admission for PGME' online form
where you can complete the annual registration for your postgraduate medical education training.

2B) To complete your registration, please click the Edit link as shown on the following screenshot -
do not click the ‘Create a New Application’ button:

Student Admissions -~ PcvE -

Admission Forms

Please use the Edit button on the right side of this page and do not use Create a New Application

Cragte [ i s e

Applicaten Samtus

Apgheatan for Fall 2008 by imataton Imcoenphets Edn
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Fill in all requested information on each page (as seen below) of the form and submit to complete
your registration.

2C) Acknowledgement

Student Admissions +~ rcME B

" » Read This First

Personal Information

Students who enter a service request with IT from one of the US embargoed countries will receive 2 message that appears to restrict access
Address to support. This is not a University of Calgary resfriction but a result of the service provider being located in the USA. To by-pass the service
provider and obtain technical support, please email the details of your issue to t@ucalgary.ca

Gontact Information

Please note that the online registration will be down for maintenance between 11:00 p.m on Thursday May 11 and 8:00 a.m. Friday

Citizenship May 12. Make sure to save or submit your application prior to the outage.

Program Information RESIDENTS

o A non-refundable administration fee of $250.00 in the form of Visa, MasterCard or American Express must be paid in order to complete your
Postgraduate Training regisiration. Failure to submit your administration fee and registration may have an impact on your start date.

Review and Submit Residents who are sponsored with an international educational agreement, the administration fee has been paid by your sponsoring agency.
You will not be required fo submit a payment to complete your registration

FELLOWS

A non-refundable adminisiration fee of 3500.00 in the form of Visa, MasterCard or American Express must be paid in order to complete your
registration. Failure fo submit your administration fee and registration may have an impact on your start date.

Fellows who are sponsered with an Educational Contractual Agreement, the administration fee has been paid by your spensoring agency.
You will not be reguired to submit a payment to complete your registration

ELECTIVES

A non-refundable administration fee of 575.00 for Domestic trainees or $150.00 for International frainees in the form of Visa, MasterCard or
American Express must be paid in order fo complete your registration. Failure to submit your administration fee and registration may have an
impact on your start date.

Please note:

For security reasons, you will be sutomatically logged out of the registration process If you take more than 20 minutes on any one page. If
you are working on your registration, you must move o the nexi page of the regisiration in order for your partial registration to be saved. Do
this often If you are spending & significant amount of time on any one page of the registration. if you are automatically logged out, you may
continue your registration by returning to the invitation link in your emall and logging in with your lD.

| have read and agree o the information on this page.

This informstion is collected under the suthority of the Freedom of Informstion and Privacy sct (FOIF). the income tsx Act (Canada) snd the Government Organizstion
Act (Alberta). It will form part of the student/resident recard, and is required 1o register you in your training program, record your progress in the scademic and
sdministrative units, including Alberta Heslth Sarvices (AHS), Professionsl Assccistion of Resident Physicians of Alberta (PARA), Cansdisn Post MD Educstion Registry
(CAPER). Cumming School of Medicine Alumni Associstion. and the Roysl Callage of Physicians snd Surgeons of Canada (RCPSC) or College of Family Physicians of
Canads (CFPC). Spacific dsta elements will be disclosed to the federsl and provincial gavermments to meet reporting elements. Al data is confidential snd will be used
snd disciosed in sccordsnce with privacy legisiation. Only aggregste dsts without persansl identifiers are considered public information. If you have sny questions about

the collection or use of this informetion, conizct the Office of Fostgraduate Medicsl Education st pgmeregisiration@ucslgary.ce.
Save & Continue
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2D) Personal Information

Student Admissions 2

CALGARY

Personal Information

Personal Information »

Pleage enter your full legal name as it appears on your birth certificate or passport, including the proper capitalization. Future comespondence
from the office of Postgraduate Medic al Education will use your legal name.
ress

Contact Information Trainee's Name
Citizenship * Surname

-
Program Information First Nams

Middle Name

Postgraduste Training
Preferred First Name

Review and Submit Farmer Sumama(s)

Print Summary
Biographical Information

* Gender Female '~ Male
* Diate of Birth {yyyy-mm-
ad)

* Country of Birth

Additional Information

* Have you previcusly applied to the University of
o © v &pp & s O No

‘What year did you apply? | |

* Have you previously attended the University of

o © 4 Y Yes O No
‘What is your University of Calgary Student 1D Mumber | |
(if known)

Go Back Save & Continue
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2E) Address Information

Student Admissions - Pcie .

T APPLICATION

Read This First Address

Personal Information

e »  Current Mailing Address
Contact Information * Country -select- v e
*
Gitizenship Address >
Program Information
Posigraduate Training
* City/Province/State ?
Review and Submit )
Postal/Zip Code ?
Permanent Address

Same as above £

* Gountry -select- TG
* Address 3
* City/Province/State 2
Postal/Zip Code ?

Go Back Save & Continue

2F) Contact Information

Student Admissions - Pcve 9

CALGARY

Read This First

Contact Information

Personal Information

Address Email Address

Contact Information *Email Address 7]
Cilizenship *Confirm Email Address 2]
Program Information
P — Phones
exraciste T=iing Country Code/Prefix Area Code Phone Number Extension

Review and Submit Primary Phong -select- hd 2
Alternate Phone -select- M

Print Summary

Go Back Save & Continue
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2G) Citizenship Information

Student Admissions - rcvE na

CALGARY

‘START APPLICATION

Read This First

Citizenship

Personal Information

Please note: International trainees attending electives for less than 4 months may use a visitor visa and should select 'Other’ as your

Address immigration status and specify that you are here on an elective.

Contact Information Fellows, if you require, but have not yet obtained your work permit, please select 'Other’ as your immigration status and specify you have yet

to receive your work permit ('No Permit yet')

Citizenship

Program Information e -
ez Country of Citizenship

Postgraduste Training =Citizenship -select- L7

Review and Submit

Immigration Status in Canada
* Immigration Status

Permanent Resident &
Study Permit

Work Permit

Refugee

Other

Go Back Save & Continue

2H) Program Information

Student Admissions ~ rcMme

CALGARY

START APPLICATION GOUT

Rea This First Program Information

Personal Information

Address Program of Choice

Contact Information Program Term ‘

Anaesthesia, Winter 2019 ‘

Citizenshi

Program Information
Program Information

Postgraduate Training

-select- A
University where you completed your medical degree.
Review and Submit
Year you completed your mecical degree.

MING Number (format AAAA-0299-5809) MING " Not Aoplicable

Have you passed the MCCQE - Fart 1?7 Yes O No

Have you passed the MCCQE - Part I? Yes No

Are you awaiting your MCCQE resuits? Yes No

If you graduated from a Medical School outside of

Canada or the USA, have you passed your MCCEE Yes No Not Applicable
andior USMLE?

Returning Trainees: Are you a Certificant of ine

College of Family Physicians (CFFC)? Yes [/No ' NotApplicable

Returning Trainees: Have you completed Family
Medicine Enhanced Skills Training?

Returning Trainees: Are you cerlified by the Royal
College of Physicians of Canada? Please list -select- v
Specialization.

Do you have a license to practice medicine in one or
more provinces or territories of Canada?

Avre you returning frem practice? (Have you already
spent one or more years in an unsupervised practice in Yes No
Canada?)

-select- T

Yes No

Yes, please list specialty No

Do you have previous certification in the USA?

Go Back Save & Continue
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21) Once you have completed all the necessary information, you will be asked to review and submit your
application. Once this is done, you will be taken to a payment screen. Please note that payment of the
PGME administration fee is required for your registration to be complete (unless you are a
sponsored trainee).

3

Student Admissions - pove .

Read This First Review and Submit

Personal Information

Address Section Status
Contact Information Read This First Complete
Citizenship Personal Information Complete
Address Complete
Program Information
Contact Information Complete
Postgraduate Training Citizenship Complete
Review and Submit 4 Program Information Complete
Postgraduate Training Complete

Print Summary

Go Back Continue

2J. Once you have submitted your payment, you will be directed to a finalization page, with next steps for
your registration process. You will also receive and email indicating that your payment has been
processed with the University of Calgary

If you have any questions or concerns about your registration, please
contact pgmeregistration@ucalgary.ca.
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Trouble Shooting

Note: If you are taken to the following screen after entering your elD / Password combination, you

have not used the correct link from your invitation email, or you are not using an elD. Please close this
tab on your browser and click the link in your Invitation Email to ‘Register for PGME’. This will take you to
the correct Central Authentication Service screen where you can re-enter you elD / Password
combination.

bt - -
£ il |

Student Admission Form . -

To creatn or resums 8 GRADUATE STUDIES application, ook harn,

To create or resums an UNDERGRADUATE applcation, olick hoe.

Tix creiie of foaimss & Liw appbeation, ok home,

T create or mesums an Open Shadkes, click nen

To create or resumae a Doclor of Yeterinary Medicine appcation, dick hore,
T cresile of resume 8 Qatar program, chick hon,

M you do nol Firee &N olD. you may caabs ond hoo,
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