Medicine Admissions -
UNIVERSITY OF
CALGARY MDMD & MDPST

SA — Admissions

Included are the steps for processing an application for the MDMD programs. Also included is a section on
processing an application for the MDPST programs. Please note the steps for MDMD and MDPST differ
significantly. For the in-depth job aid and online learning, consult Medicine Admissions - Invitation to
Trainee for PGME.

Prior to this process it is IMPERATIVE the Search/Match process be completed prior to adding a new student.

Search/Match:

Student Admin Basic Search is the most restrictive search and is based on a defined set of rules. To use this
search you need to know specific information about the student (full name and/or birthdate).

Student Admin Ad Hoc Search is less restrictive and can be used with limited information (first letter of a last
name).

For the corresponding job aid consult Search Match, Create, Save and Delete lesson or the online learning on
the Student and Enrolment Services website.

Create a New Student ID:
1. Click the Student Admissions link.

Student Admissions

2. Click the Application Entry link.
Bpplication Entry
3. Click the Add Application link.

|A1:I-|:I Agglicatiud

4. The Student ID field will be filled in if you carried the ID forward; otherwise, it will be set to NEW to
create a new student. Click the Look up Academic Career button.

5. Click the MED link.

med
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0. Click the Add button.

Application Entry

Add a New Value

Application Nbr|00000000 |3 /
ID[NEW s

Academic Institution| UCALG Q/
Academic Career MED  |Q

s

7. If you carried the Student ID forward and entered student information, it will display (e.g. Jane
Doe). However, for this example we will demonstrate how a new Student ID is created.

Bi hical Details Add Regional Application Program Data

Jane Do e

Person Information ‘\
Date of Birth 1] Birth Information

Biographical History
*Effective Date 2019/06/18 |[5]

]

Student ID displays

Application Data

Mames

Campus ID

Find | View Al

As of|2019/06/18  |[

*Marital Status [Single v
"Gender| Unknowrn hd ‘
National ID Personalize | Find | Lml L_i‘
*Country *National ID Type National ID
caN  |Q |Social Insurance Number b 999-999-999
Add
Contact Information
Addresses Find | View Al Fist ‘¢ 1of1 * Last Phone
*Type *Phone
Address Type Home (Mailing) Addresses
Effective Date 2019/06/18
Add
Status Active
Country CAN Email
Address *Type *Email Address

123 Any Street
Calgary

Flsave | [=|MNotify || % Refresh

Program Data | Application Data

Biographical Details | Add | Regional |

At

|

Visa/Permit Dala

\

First ‘4 10f1 ‘&' Last

==
First ‘4" 1of1 "*' Last
Primary
¥ =
Ext Country Preferred
o =
Preferred
o =
Citizenship

/ 4 Add

8. This is an example of a NEW student ID being created. When creating a new student ID, you will
need to input Biographical Details, Citizenship and Visa Permit data. Click the Application

Program Data tab.

| Application Program Data I

9. Click the Look up Admit Term button and click the desired term (e.g. 2197).
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Look Up Academic Program

Academic Institution UCALG
Academic Career MED
Admit Term 2197

Academic Program |begins with ||
Description | begins with

Look Up Clear Cancel Biasic Lookup

Search Results

View 100 First ‘4 15cf5 "M Last
Academic Program Description
MDEXC Medicine Exchange

IMDMD - Medicine Medical Doctor |
MDPST l\} Post-Graduate Medical Educat'n
MDSPC Medicine Special Student
MDVIS Medicine Visiting

Help

MDMD Application Process: Click the Look up Academic Program button and from the list;
click the MDMD Medicine Medical Doctor link.

Click the Look up Academic Plan button. A list of Academic Plans display. To narrow the search
results, enter the first letter of the plan (e.g. m for Medicine) and press Look Up or Enter.
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12.  Alist of Medicine related Academic Plans display; click the MD-DEG link.

13. Click the Application Data tab.
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Application Data

Look Up Academic Plan X
Help

Academic Institution UCALG

Admit Term 2197
Academic Program MDMD
Academic Plan m
Description [
Look Up Clear Cancel Basic Lookup
Search Results
View 100 First ‘%' 1410f11 b/ Last
Academic Plan
Academic Plan Description Degree
Type
MALA-M-COH MALA-M-COH COH {blank)
icine K i k)
Doctor of Medicine DEG MD
eaders in Medicine DEG MD

MOOMN-M-5PC Medical Oncology SPC (blank)
MEDG-M-MAJ Medical Genetics A (blank)
MICE-M-MIN Medical Microbiclogy MIN {blank)
MIGS-M-SPC  Minimally Invasive Gyn Surgery SPC (blank)
MOTL-M-5PC Modtility SPC {blank)
MS-M-SPC Multiple Sclerosis SPC (blank)
MVDS-M-5PC Movement Disorders SPC (blank)
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Look Up Application Center

Help
Academic Institution UCALG
Academic Career MED

Application Center| begins with v
Deszcription | begins with »

Look Up Clear Cancel Basic Lookup

Search Results

View 100 First ‘%' 140r4 ' Last
Application Center Description

MED Medicine (except BHSC)

y o Admission

PGME Postgraduate Medical Education
PGNF PGME - Sponsored Programs

Click the Look up Admit Type button and click the MED link.

Look Up Admit Type x
Help
Academic Institution UCALG
Academic Career MED
Admit Type |
Description

Short Description | begins with w

Look Up Clear Cancel Basic Lookup

Search Results

View 100 First ‘%' 1of1 '}/ Last

Admit Type Description Short Description
MEEh Medicine MED

On Application Data, click the Look up Application Center button and click the Med link.
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16. Return to the Application Program Data tab.

Mew W\nnowl Help | =
Biographical Details Regional Application Program D[ta Application Data

NEW ﬂ
A i ituti Uni ity of Calgary

L=
Academic Career Medicine Programs hl B ﬂ
Application Number 00000000

Application Data -

*Application Center MED q MED *Admit Type MED (@ MED
*Application Date [2019/06/18 |[ii] A Level | v
*Created On 2019/06/18 | ification Plan [Regular ission Decision v
[ prior Application Application Method [ v
[ previous Attendance From Date
[ Graduated early? To Date

CONot Currently Attending School
[ Electronic Signature

e riminal Conviction

17. Ensure Program Action is APPL (Application) and save the data. Click the Save button.

-Academic —ow L e ana -

- L0gra. -MG._c b
Program Status

Status  Applicant J Action Date 2019/06/18

*Program Action APPL |C Application Action Reason &'}
Last Updated On By: Evaluation
Career Number /]
Plan Nat= = | e A 1r

18. After pressing save the student ID will be created (e.g. 30108447) and any information displays
(Biographical, etc.).

Eiographical Details Addresses Regional Application Program Data Application Data

Jane Doe ﬁ
\ Academic Institution University of Calgary T
Academic Career Medicine Programs
Application Number 42463953

Program Data Find | View All First ‘&' 10f1 '} Last
Program Number 0 *Effective Date [2019/06/18 | ==
*Admit Term 2197 |Q, F19 Expected Graduation Term a S e
*Academic Program MDMD |Q, MDMD *Campus MAIN Q, uUcaLG

[ Joint Program

*Academic Load |Full-Time v Program Choice
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Medicine Admissions - MDPST:

Admissions to the MDPST programs are completed via a web application. Residents are sent a link
that will activate their admission, after which the PGME office will admit and matriculate. The
following are instructions on how to send a web application invitation. For the in-depth job aid and
online learning, consult Medicine Admissions - Invitation to Trainee for PGME.

1. Click on the Student Admissions link

Student Admissions

2. Click on the Processing Applications link

Processing Applications

3.  Click the Invite for Web Appl by Faculty link.

4.  Add "F" to the Application Form line, and the correct term to the Admit Term line, then click
search.

Invite for Web Appl by Faculty

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value Add a New Value

Search Criteria

Academic Institution UCALG
Application Fcrm F
Academic Career
Faculty
Admit Term 2207

LLLLL

Search Clear | Basic Search IQE"J Save Search Criteria
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5.  Add as many rows as needed by clicking the Add button on left side. Alternatively, add multiple
complete rows by adding a .CSV file. Complete the appropriate Program Reference code, email
address of the incoming resident, first and last name, as well as the appropriate Academic Plan 1
and 2 (if applicable for subspecialties). Academic Program and Degree should be MDPST and
POST-DEG, respectively.

0. Once the relevant information is entered, check the Select New checkbox, and click Send
Invitation email.

Invite for Web Appl by Facuity

Maintain Invite for Admissions by Faculty

File Upload
Academic Institution: UCALG University of Calgary . il A
[CSV File Format]—=>Program Ref Code, Academic Program, Degree Code, Email Address,First Name,
Application Form: F PGME Application Form Last Name Acad Plan1,Acad Plan2,Acad Plan3,SubPlan,Application Deadline(YYYY/MM/DD)
Academic Career MED Medicine Input File: Select File
Faculty: MD Cumming School of Medicine
Admit Term: 2207 Fall 2020
Maintain Invite for Admissions
Select New [ Select All Send Invitation Email Send Reminder Email Delete Selected Rows

Admitting and Matriculating a Student:

To activate the student on the records side, prepare the applicant for term activation and
registration, you will need to add additional Program Action rows of ADMT (Admit) and MATR
(Matriculation) on the Application Program Data page.

1. Click the Student Admissions link.
Student Admissinnd

2. Click the Application Maintenance link.

[Application Maintenancy

3. Click the Maintain Applications link.
Maintain Applicationg
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4. Enter the student ID created in the first part of this job aid (e.g. 30108447) and press Search or
Enter.

Maintain Applications

Enter any information you have and click Search. Leave fields blank for a list of all value:

Find an Existing Value

Search Criteria

Application Mbr|begins with Q /
x|

ID | begins with » 3010844?|

——

Academic Institution |= UCALG

{I

Academic Career |begins with v
Application Program Mbr(= W
Academic Program | begins with w

Admit Term | begins with W

LLLLRLL

Application Center | begins with
Campus ID | begins with
Hational ID | begins with w
Last Mame |begins with
First Name | begins with

[include History [ correct History [ case sensitive

L2

)
Search Clear Basic Search [2° Save Search Criteria

5. Click the Application Program Data tab.

| Application Program Data I
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6.

To activate the student on the records side of PeopleSoft Campus Solutions and prepare the

applicant for term activation and registration, add a new Program Action row by Program Data.
Click the Add a new row button.

Program Number 0
*Admit Term 2197 |Q  F19

*Academic Program MDMD |G MDMD

*Academic Load |Full-Time %

[ aoint Program
Program Status

Status Applicant

*Program Action APPL | Application

Plan Data

*Academic Plan MD-DEG

*Plan Sequence 1

Sub-Plan Data

*Sub-Plan Q

button.

Biographical Details Addresses

Jane Doe
Academic Institution ynjyersity of Calgary

Academic Career  pjedicine Programs

Program Data

Program Number 0

=pAdmit Term 2197 |0 F19

*Academic Program MDMD | C, MDMD
*Academic Load |Full-Time v
[Tyoint Program
Program Status

Status Applicant

*Program Action Qé

Last Updated On 2019/06/13 2:29:46PM
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Last Updated On 2019/06/18 2:29:46PM By 04274535

Q Doctor of Medicine

Regional

Biographical Details Add Regi 1 I A ication Program Data ' Application Data Application Student R
Jane Doe 30108447 ij
Academic Institution |)niversity of Calgary Application Number 42453953
Academic Career  ppedici Programs Career Number (1]
Program Data  sffe— Find | View All First '

*Effective Date |2019/06/18 |[5

2
Effective Sequence 1 E‘ E o
Expected Graduation Term Q
*Campus MAIN O UCALG
Program Choice
Action Date 2019/06/18
Action Reason Q
Evaluation
Find | View All First ‘4 10of1 ‘b Last
DEG MD ==
Find | View Al First ‘4 10f1 '} Last
&=

A new row and effective date display. Enter the program action. Click the Look up Program Action

Application Program Data Application Data

|

Application Number 42463953
Career Number (1]

Application Student Response

30108447

IFind]viewAu First 4 1of2 » Last I

R |

*Effective Date 2019/06/18 |51

Effective Sequence 2 \ B E O
Expected Graduation Term Q
*Campus MAIN | Q UCALG
Program Choice

Acfion Date 2019/06/18

Action Reason Q

By 04274535 Evaluafion

Ciped L] -
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A list of Program Actions display, click the ADMT link.

Look Up Program Action

Program Action | begins with

Descripfion | begins with
Look Up Clear Cancel

Search Results

View 100 First ‘' 1-8cf18 Last

Program Action Description
faoMT Admit |

ADRV b Admission Revocation
APPL Application

COND Conditional Admit
DATA Data Change

DEFR Defer Enrollment
DEIN Intention to Matriculate
DENY Deny

MATR Matriculation

PLNC Plan Change

PRGC Program Change
RAPP Readmit Application
RECH Reconsideration
WADM Administrative Withdrawal

WAIT Waitlist
WAPP Applicant Withdrawal

Click the Save button.

Basic Lookup

Help

Add an additional row to Program Data to include the Program Status of matriculate. Click the Add

a new row button.

[+]
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11. Click the Look up Program Action button and click the MATR link.

12| Page

Look Up Program Action
Program Action
Description
Look Up Clear Cancel
Search Resulis
View 100 First ' 14g0f18 P Last
Program Action Description
ADMT Admit
ADRV Admiszion Revocation
APPL Application
COND Conditional Admit
DATA Data Change
DEFR Defer Enrollment
DEIM Intention to Mairiculate
DENY Deny
[MATR Matriculation |
'PLNC 1& Plan Change
PRGC Program Change
RAPP Readmit Application
RECH Reconsideration
WabDm Administrative Withdrawal
WaIT Waitlist
Wapp Applicant Withdrawal

EBasic Lookup

Help
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After entering both Program Actions, click the Create Program button. Note: Do NOT click the Save

Button. Click the Create Program button.
Create Program_|

Biographical Details Addresses Regional

Jane Doe
Academic Institution University of Calgary

Academic Career  \edicine Programs

Program Data

Program Number 0

*Admit Term 2197 (@, F19

*Academic Program MDMD (3, MDMD

*Academic Load |Full-Time %

D Joint Program
Program Status

Status Active /

*Program Action MATR |, Matriculation

Last Updated On 2019/06/18 2:35:30PM By 04274535

| Create Program |

Plan Data

*Academic Pla D-DEG

Q Doctor of Medicine
*Plan Sequence 1

Sub-Plan Data

*Sub-Plan

Q

Transfer To: |Educatic|n V| Ge

& Saw\” Return to Search [=] Motify | | 2% Refresh

Application Program Data

el Mimdmidn | Addennnnn | Mamianal | Anolandinon Meaaeane Diada | & ookaadan Do

Application Data Application Student Response

a

30103447
Application Number 424563953
Career Number 0
| Find | View Al First © 10f3 ' Last
*Effective Date [2019/06/13 |[3) #[=
Effective Sequence 3 B B O
Expected Graduation Term Q
*Campus MAIN | C UCALG
Program Choice
Action Date 2013/06/13
Action Reason Q
Evaluation
Calculate Deposit Fees
Find | View All First ‘%' 1of1 "' Last
DEG MD (#[=]
Find | View All First ‘%' 10f1 ‘% Last
[+ [=]

F1 Update/Misplay _ﬁ Include History |__t/i Cormrect History
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13. The message confirms the success of the program activation. Adding additional Program Action

rows of ADMT (Admit) and MATR (Matriculation) will activate the student on the records side

and prepare the applicant for term activation and registration. Click the OK button.

Message

Please Mote: (23050,129)

Update of Student Program / Plan and Term Activation information SUCCESSFUL.

Below is the status of each required steps:

Create new Program fPlan............c........... SUCCESSFUL
_SUCCESSFUL

Update Term Activation.. ...

Update Tuition Variable...................c........ SUCCESSFUL
Cancel Previous Programs_....__..._____.___...___ SUCCESSFUL
Copy Student Attributes__...__ ... SUCCESSFUL
Update Requirement Term..._....._...._...... SUCCESSFUL
Update COOPANTE Plan_................._.. SUCCESSFUL
- /X

Consult the online learning on the Student and Enrolment Services website for Medicine

Admissions.

End of Procedure.
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