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UHN POSTGRADUATE REGISTRATION
INSTRUCTIONS

Step 1: Register with the University of Toronto

Postgraduate learners, including Oral & Maxillofacial Surgery, must have a Confirmation of Registration indicating status as
REGISTERED with PGME on POWER.

For all other Dentistry Learners, please contact Lisa Hutchinson (gradstudies@dentistry.utoronto.ca) to provide you with a
confirmation of enrolment. Please forward the letter to medicaleducation@uhn.ca.

Step 2: Register on UMLearns as a Medical Learner
a. Login to your existing profile in UMLearns or, only if you are new to UHN, register a profile as a Medical Learner.
If you are unable to access your existing account, please email medicaleducation@uhn.ca for assistance._
Registering a duplicate account will result in access delays.

b. Navigate to “My Profile” and verify that your details are up-to-date. The email address you use to access your_
UMLearns will be the email where you receive any important UHN communications. If this is not your preferred
email address, you can update this under “My Profile.” Note: Updating your preferred email in your profile will also
change your log-in email.

c. Enter your placement at UHN for this academic year and add all known UHN rotations under Rotation Details.
Please only submit one UHN placement per academic year. Any rotations to be added subsequently should be
emailed to medicaleducation@uhn.ca and not entered as additional placements.

ELECTIVE LEARNERS:
Please note: If you are a learner from another university or province doing an elective at UHN and University of
Toronto, under training level, please select Elective followed by your year. Eg: Elective PGY2.

** Registration time depends on learners’ past registration, training history, and clinical department. Training can take
anywhere from 1-5 hours. Please allow enough time for registration, and do not let the registration interfere with your
care duties at other hospitals outside UHN. If needed, you can reach out to your UHN educational supervisor/site lead to
request a protected time for the registration.

Step 3: Complete UHN-mandated e-learning modules as required: module training can take up to 2 hours
To access MyLearning please see instructions below.

New Learners
Once you submit your placement at UMLearns, under the Network Log-in tab of your profile, you will have a:
e  tID (your UHN network access ID). This tID is temporary and will expire 14 calendar days from the date of
submission. This temporary tID will only allow access to MyLearning
e UPN (a uniqueidentifier used for remote access that resembles an email address, but does not offer email
functionality)
e  Your temporary network password for both your tID and UPN. You will be prompted to change this password on
your first network login after completing your e-learning.
NOTE: To change your password remotely please click the following link PASSWORD RESET

Click on the link located at the bottom of the “Network Log-in” tab to be directed to MyLearning to complete your UHN e-
learning modules. You will use your UPN & password to login.

Returning Learners

Once you submit your placement at UMLearns, click on the link at the bottom of the “Network Log-in” tab of your profile to
be directed to MyLearning to complete your UHN e-learning modules. You will use your existing UPN and password to login.
If you require a password reset, please contact the Help Desk at 416-340-4357.
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If you are a returning learner who is submitting a placement, your tID might be expired. Please email
medicaleducation@uhn.ca to request a temporary reactivation of your tID so you can complete the mandatory e-learning.

All Learners

Your tID and thereby MyLearning access will expire 14 days from the date you submit your placement if you do not
complete the mandatory modules. Please email medicaleducation@uhn.ca to request a temporary reactivation of your tID
so you can complete the mandatory e-learning.

Upon completion of your UHN e-learning modules, Medical Education will approve your placement within two business
days. Once approved, you will have a fully functioning tID for hospital network access that will expire at the end of the
academic year. Be sure to register for MFA to get any technical support with your network access. This can be found on the
UMLearns under the network login tab.

Step 4: MFA Creation
Please do this step after you have changed your temporary password in MyLearning when you first logged in to do your e-
learning modules at https://mfa.uhn.ca

To log into MFA, enter your UMLearns UPN (or UHN email address if you have one) and your updated password linked to
your tID.

Note: If you were not asked to change your temporary password when you first logged in to do your e-learning modules,
you will need to change your tID password remotely to set up your MFA using the following link: Password Reset. You will
use your UMLearns tID as the user name and your temporary password as the password. Once your password has been
changed, go to https://mfa.uhn.ca

Step 5: UHN Email
Once your placement has been approved, you can now access your UHN email after an hour or two. In order to access your
email, visit https://Outlook.Office365.com, and login using your email details and tID/network password.

Step 6: Epic
To receive Epic access, all learners must complete their assigned Epic training. Depending on your Epic role, you will be
assigned either a self-directed training module, virtual instructor-led training, or both.

Accessing Training Modules
Log into your MyLearning account via UMLearns. If you selected the correct role for your placement, you will find that your
training has been automatically assigned. There are two components that must be completed per assigned course:
e The training session —this will either be a self-directed training module or an instructor-led class.
e  FINALSTEP: The End User Proficiency Assessment (EUPA) — A short assessment that covers the material from the
training module. Please note that to you will need to receive a score of 80% or higher to receive Epic access.

PDF POF

Epic Training for Epic Foundations for
Medical Learners.pdf Medical Learners.pdf

Exemptions
Digital Education has created an Epic Training Exemption Process for Medical Residents and Clinical Fellows who are

comfortable and competent when using Epic. For further details and to check your eligibility, please visit the Epic@ UHN
Learners site. To request an exemption, please complete the form here.

EUPA

Soon after the EPIC module, you will have EUPA(End User Proficiency Assessment) that should be completed. EUPA
Codes are found on the Module Complete/Next Steps slide at the very end of each Epic course in MyLearning. Should
you need to complete the EUPA code in case if you have missed them, kindly click here.

Epic Welearning
Some learning material will be found on the Epic WelLearning website (https://welearning.epic.com/). To access Epic

Welearning content, select University Health Network from the list of organizations on the sign-in page and login with your
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UHN e-mail/UPN and password. Note: Only your UHN credentials (UPN and network password) will be accepted.

For additional information about Epic training for Learners, please click here. If you have any other questions, please
contact DigitalEducation@uhn.ca for questions related to course content, technical issues with the functioning of this
elearning course, or issues related to training blocks.

Thrive Training

Thrive Training Medical learners interested in increasing their Epic efficiency can complete Thrive Training eLearning
modules via the Thrive for Medical Learners site. Thrive Training modules provide efficiency and personalization tips/tricks
for the Schedule and Patient Lists, Chart Review, notes, orders and In Basket. Modules are asynchronous and self-directed,
consisting of video demos, interactive practice and additional resources.

Step 7: Complete Training and Knowledge Test for Electronic Patient Record (EPR) Access

If you have used EPR within the last 2 years your account can be reactivated without additional training. Please go the link
below and do the “EPR with Chart Review Only — Intro to EPR”.

https://www.uhn.ca/corporate/For Staff/Digital Education/Pages/EPR chart review.aspx

You must submit your UHN placement at UMLearns prior to completing EPR training. This will allow for your knowledge test
results to be uploaded into the registration database. Completion of the Course Completion Declaration Form are required
for timely EPR access.

Upon your approval on UMLearns.uhn.ca, you will receive an email confirming your registration. You will now have the
following available under the Network Log-in tab in your UMLearns.uhn.ca profile:
e tID (your UHN network access ID). Your tID will allow you login access to any onsite computers, as well as
corporate Wi-Fi and remote access to the UHN intranet.

e EPRlog-in information (NOTE: your EPR credentials will not be visible until you have completed the training).

If you complete EPR training after your UMLearns placement has been approved, email medicaleducation@uhn.ca with the
subject line: EPR Test Completed. Access will be granted within two business days.

Step 8: Dictation - Dragon Medical One (if required)

Training for Dragon Medical One with Epic can be found in the MyLearning Portal “Dragon Medical One Training in Epic”
(Course Code UHUHSY351w) and tip sheets can be referenced at any time from the Learning Home Dashboard within Epic
production (access using F1 in Epic).

You will see the “Dragon Login” option at the top left of the Epic screen when you first sign in.

Epic Dragon Login

Dragon Support Details
For access, workflow and functional support, email the Transcription team 9:00am-5:00pm Monday-Friday at
speechrecognition@uhn.ca.

During Off Business Hours and Weekends, dial Help Desk at x 4357 or email help@uhn.ca mentioning Dragon Medical One
(Self Dictation Tool) to initiate a support ticket.

For technical support, dial Help Desk at x 4357 or email help@uhn.ca mentioning Dragon Medical One (Self Dictation Tool)
to initiate a support ticket.

Step 9: Photo ID
Your UHN-issued Photo ID gives you security access at UHN. If you have an existing UHN Photo ID, it will be reactivated
upon approval of your registration. If you do not have a UHN-issued badge, please visit the Photo ID office:

TGH 730am — 330pm Monday, Tuesday, & Wednesday — Eaton South Basement, Rm 426A — Opposite Security

TWH 730am — 330pm Thursday & Friday — Fell Pavilion, 1st floor, Rm 511
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Step 10: Scrubs
Scrub requisition forms are available outside the Medical Education offices. Instructions are in the form.

Your registration is now complete. You do not need to present in person at the Medical Education Office,
unless you require the following:

Pager:
Clinical Fellows have pagers issued by their Department. Please contact your program.

Residents: Obtain requisition form from outside the Medical Education Office to present to UHN Cashier’s Office.
Refundable deposit required. If you have a UHN pager that needs to be extended for the new academic year, let us know by
emailing medicaleducation@uhn.ca.

Medical Education office is available for assistance via email Monday to Friday (8 am to 4 pm).

Learner Engagement Survey
Your experience is important to us. You will be asked to complete an online learner engagement survey about your time at
UHN. Your voice matters and your participation will help us improve the learner experience.

ADDITIONAL DETAILS

UHN is a respectful, caring, and inclusive learning environment. If you require accommodation, please be aware that this is
a collaborative process between your academic site, yourself and UHN. For more information, please contact PGME
https://pg.postmd.utoronto.ca/contact-pgme/.

For more information visit our education websites:
UHN: https://www.uhn.ca/Education/clinical-learners

If you are expected to see patients at Mount Sinai Hospitals or cover calls at Sinai, you must register with Sinai Medical
Education and use Cerner/Powerchart ( Sinai’s electronic medical record) for Mount Sinai patients. To register and obtain
access to Cerner, you must be registered with Sinai NirvSystem. If you have not received an invitation to register at Sinai
Medical Education three weeks prior to the start of your rotation, please contact MSH Medical Education at
Learner.Education@sinaihealth.ca as soon as possible to notify them. You will not have access to Sinia’s Cerner otherwise!
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EPIC FOUNDATIONS FOR MEDICAL LEARNERS — SELF-DIRECTED
LEARNING

Class Length:

e No class; eLearning only taken from MyLearning
e Course codes [should be taken in the following sequence]:
1. Epic Foundations for Fellows, Residents and Medical Learners Part 1 [required]:

UHUHSY558v

2. Epic Foundations for Fellows, Residents and Medical Learners Part 2 [required]:
UHUHSY559v

3. Epic Foundations for Fellows, Residents and Medical Learners Part 3 [optional]:
UHUHSY560v

Course Description:

e The goal of this course is to give users the core skills to complete some of the most
common Epic workflows at UHN.

e Toreinforce the material covered in this course, we strongly encourage you to log into
the Epic Playground (PLY) environment and use the course exercise booklet to practice.

1. Part1l: Inthe outpatient workspace, learn how to find and review patient
information; update problems & diagnoses; write and sign OP notes using
SmartTools; place orders and wrap up the visit.

2. Part 2: Inthe inpatient workspace, learn how to sign in to find and review
admitted patients using Provider Care Teams and Patient Lists; update IP
problems & diagnoses; write and sign IP notes using SmartTools, manage IP
orders; use the Admission and Discharge navigators and manage Inpatient
Consults.

3. Part 3: Check with your clinical supervisor to determine which topics are
applicable to you. Topics include: Chart Review; Communication Tools (In Basket,
Sticky Notes, myUHN); Express Lanes; Lines, Drain & Airways (LDAs); Medication
Administration; Mental Health Act forms; Notes (Dragon Diction, Routing); On
the fly encounters; Orders (ALC, Blood, Equipment); Patient Flow
(Discharge/Readmit, Discharge as Deceased); Specimen Collection; Surgical
Workflows; and Virtual Care.

e Participants will be required to successfully complete a proficiency assessment [EUPA]
at the end of the self-directed parts 1 + 2 to be granted access to Epic’s health
information system. Note: there is no proficiency assessment for Part 3.

Intended Audience:

e This course is intended for the following learners:
+ Medical Students
+ Residents
+ Clinical Fellows





4+ NOTE: your Program reserves the right to add additional program-specific training

NOTE: the following are exceptions that require different trainings:

e ANESTHESIA:

o If Fellows are working only in anesthesia:
= take the Anesthesia Provider & Assistant - Day of Surgery course only
o If Fellows are working in ICU/ Anesthesia:
= take Epic Foundations and Anesthesia Provider & Assistant - Day of Surgery
courses
o If Fellows are working only in the pain clinic:
= take Epic Foundations only
o Residents:
= take Epic Foundations and Anesthesia Provider & Assistant - Day of Surgery
courses
o Medical Students:
= take only the Epic Foundations course
e ONCOLOGY:

o Take Epic Foundations and Beacon Core

=  Your Program may direct further training if needed

e RADIOLIGY:

o Take Epic Foundations and Radiologist courses

Pre-Requisite Classes:

1. None

Recommended Pre-Class Education:

e UHUHSY530W: Virtual Readiness for Epic Training

Recommended After-Class Education:

e UHUHSY351W: Dragon Medical One (Speech Recognition)
e Haiku/Canto (mobile applications):

» Haikuis an Epic application designed for use with Apple iPhone and Android
smartphones

» Canto is an Epic application designed for use with Apple iPad devices

» Haiku/Canto enable providers to access the Epic EMR, and includes features and
functions that are designed to improve physician productivity

» UHUHSY069W: Using Patient Manager Activities

» UHUHSY0O70W: Using Patient Review Activities





UHUHSYO071W: Review Results

UHUHSY072W: Review and Create Notes

UHUHSY073W: Using Simple Dictation in Haiku

UHUHSY074W: Ordering in Haiku on iOS and Canto

UHUHSY320W: Communicating via Telemedicine in Canto

UHUHSY075W: Communicating With Staff and Patients

UHUHSY076W: Reviewing Orders-Related Messages

e Epic Foundations exercises practiced in the playground environment as indicated in the
self-directed course

YVVVVYVYVY
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Epic Training for Medical Learners

Applicable for Medical Students, Residents, and Clinical Fellows at University Health Network.

Epic training is mandatory in order to be provisioned access to UHN’s electronic patient record.
Learner training for Epic has been transitioned to a self-directed course via MyLearning [UHN’s
learning management system]. This course focuses its content on the foundations of Epic that
are commonly used across specialties and what a new medical learner needs to understand
during the first week of using the system.

All medical learners [medical students, residents, clinical fellows] take the self-directed Epic
Foundations course. However, there are some *exceptions below:

*Required training for Anesthesia:
o |[f Fellows are working only in anesthesia:
o take the Anesthesia Provider & Assistant - Day of Surgery course only
o If Fellow are working in ICU/ Anesthesia:
o take Epic Foundations and Anesthesia Provider & Assistant - Day of Surgery
courses
o |[f Fellows are working only in the pain clinic:
o take Epic Foundations only
e Residents:
o take Epic Foundations and Anesthesia Provider & Assistant - Day of Surgery
courses
e Medical Students:
o take only the Epic Foundations course

*Required training for Oncology:
o Take Epic Foundations and Beacon Core
e Your Program may direct further training if needed

*Required training for Radiology:
o Take Epic Foundations and Radiologist courses

Note: All programs have the right to send their learners to additional program-specific training.
Please see the course catalogue Provider/Prescriber section for options, as directed by your
Program.

Note: for learners who have previously used Epic, whether at UHN or at another organization,
the exemption criteria and process remains unchanged.

Last updated: March 26, 2025
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As of May 15, 2023, Digital Education will offer a single 3-4 hour asynchronous Epic Foundations
course [splitinto three modules in MyLearning] that medical learners are required to complete
in order to receive access to Epic [see *exceptions above].

On May 15, 2023, the following are available in MyLearning for Learners’ Epic training:

e UHUHSY558v: Epic Foundations for Fellows, Residents and Medical Learners Part 1
[required]

o UHUHSY559v: Epic Foundations for Fellows, Residents and Medical Learners Part 2
[required]

o UHUHSY560v: Epic Foundations for Fellows, Residents and Medical Learners Part 3
[optional]

Note: quick start guides and other tip sheets are available on the Epic F1 feature called
Learning Home Dashboards for support.

If you have questions, here are your support avenues:
e DigitalEducation@uhn.ca for questions related to course content, technical issues with

the functioning of this eLearning course, or issues related to training blocks
e elearning@uhn.ca for questions related to MyLearning access

e MedicalEducation@uhn.ca for questions related to learner onboarding

e Help@uhn.ca for questions related to network access, T-ID, or other technical issues

Last updated: March 26, 2025





