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How To Log In To MedHub

1. Go to the SUNY Upstate iPage: http://www.upstate.edu/ipage/intra/

2. Click on “Clinical Launch Pad”

3. Click on “MedHub”
4. Enter your username and password:

a. Your username should be the same as the one you use to log into GroupWise
b. Your password is unigue and may or may not be the same one you use for your
computer and GroupWise
i. If you do not know your password, click on the “Forgot My Password” link and
follow the instructions
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This resource provides SUNY residents with the ability to plan their rotation schedules, keep
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How to Complete an Evaluation in MedHub

Step 1 — Login using the “How to Login to MedHub” instructions

Step 2 — Click on “Incomplete Evaluations” to access all evaluations that need to be completed OR click on the “Evaluations” tab to see any of your
evaluations. (Make sure that you have the correct course selected in the drop down if you are involved in more than one course)
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Make sure you are on the correct
course if you teach in more than one!!
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Florida to beqin aerial spraving of insecticides to control Zika

CHICAGO (Reuters) - Florida will conduct an aerial insecticide spraying campaign at dawn on Wednesday in an effort
to kill mosquitoes carrying the Zika virus, officials in Miami-Dade County said.
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Note — You will arrive on the “Evaluations” tab either way you click.
Step 3 — Click on the incomplete evaluation that you would like to complete.
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# Home » Evaluations

Evaluations

Incomplete Evaluations Completed Evaluations

Evaluation Requests
Ewvaluation: lssued: Status:
Germain, Lauren - Faculty of Student - POM - Mid-Year Small Group MSI and MSII (Rev 5/5/16) 08/03/2016 Incomplete

Mote: if delivered an evaluation in emor, remove it by clicking the link (abowve) and then clicking the "Insu evaluate” fink at the top of the form.

Inifiate Performance Evaluation of a Student|

Step 4 — Verify that the evaluation is for the correct student with the name on the form. Use the picture to make sure you are making comments on
the correct student.
If this is not one of your students, click “Insufficient contact to evaluate” and the evaluation will be removed from your Medhub queue.
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# Home » Evaluations » Evaluations Form

1) Verify that you have the correct
Evaluations Form

student.
aufman, Daniel -)Faculty of Student - POM - Mid-Year i i
Evan e, Colloan If you have not seen this student, click
Issue Date: 8/3/2016 Insufficient contact to evaluate to

B Insufficient contact to evaluat uation) remove from queue.




Step 5 — Complete the form and choose either to save answers or submit/complete.
Note: save for later will leave the evaluation in your queue as unfinished and incomplete.

5. Site (Syracuse, Binghamton or RMed):* If you want to finish the evaluation later, use -/ Binghamton
| Syracuse
the drop down menu to select “Save answers - " RMed

6. Clerkship*

I will finish later” and click Submit. Otherwise & Family Medicine
to submit the completed evaluation, click | Intemal Medicine
“Submit”

|/ Neuroscience
[ OBGYN

I Psychiatry

. s i ” . L Pediatrics
Clicking the “Reset Form” button will erase all .

of your answers and the form will be blank.

N Submit completed evaluafion

Save answers — | will finish later
< Reset Form ' | Submit completed evaluation ¥ 1@'

i Required fiekds 4 Option description (place mouse over fizld to view)

Optional — Go to the Completed Evaluations tab to view any evaluations that you have completed.
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Completed Evaluations

Incomplete Evaluations Completed Evaluations
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How Faculty Can View Their Own Evaluations in

MedHub (evaluations that students have completed on them)

1. Once you are logged into MedHub, you will see your “Home” page
a. Click on the “Evaluations” tab in the upper right

Tuesday, August 15,2017 Dr. Thomas Poole ‘ Faculty Member ‘ Account v ‘ Loqg Off
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SUNY Upstate Medical School ¢ i Home . Portfolio Schedules Procedure€ Yonferences Help.

Welcome, Thomas Poole Microscopic Anatomy (MANA108)

Urgent Tasks Faculty Access v Reuters - Health News oOx
none Learning Modules Austria finds some egq products contaminated with insecticide

VIENNA (Reuters) - Tests show that some imported egg products in Austria have been contaminated with a
potentially harmful insecticide, Austria’s food safety agency said on Monday, adding to the list ...

Course Director Access v
Personal Calendar End of U.S. payments to health insurers would cause premiums to rise: CBO

b. Next you will see a screen with 3 tabs - click on the “Aggregate Evaluations” tab
c. Select an evaluation form from the list (you can also put in a date range)

Tuesday, August 15,2017 Dr. Thomas Poole | Faculty Member | Account v ‘ Log Off
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# Home » Evaluations » Aggregate View - Select Form

Aggregate View - Select Form

Incomplete Evaluations Completed Evaluations { Aggregate Evaluations,
Agaregate View for Start Date End Date

All Responses v |

1/1/20M7 | 8/15/2017 ‘

Performance Evaluations

Performance evaluations to date: 1337
Performance evaluations this academic year: 0

Student - Lab MSI (473)

The number in parentheses is the

dant Eusliation ofpaoD Son aders-M

number of completed evaluations

L
[Smdenl - Pathology - Faculty MSII (50)

for this form

Student Evaluation of Faculty - MSI & MSII| HOLD (29:

Student - MCP - Conferences (7)




d. You will then see an aggregate summary of the responses to that form:

Tuesday, August 15,2017 Dr. Thomas Poole ‘ Faculty Member ‘ Account v ‘ Log Off
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# Home » Evaluations » Aggregate View » Aggregate Results

Aggregate Results

Incomplete Evaluations Completed Evaluations Aggregate Evaluations

Student - Pathology - Faculty MSII

| attended this lecture I watched this lecture I watched this lecture | 1 did not attend or watch this lecture
online at regular speed | online at a fast speed Avg (Std):
1. Please indicate whether you attended this
lecture, watched it online (regular or fast speed)
or did neither. If you did not attend the lecture,
please share why. 495 00% 2.00% 1.06 (D 4)
(Remember: data are de-identified and collected
for the purpose of program strengthening)*
I did not attend or
Strongly Disagree Disagree Meutral Agree Strongly Agree | watch this lecture
1 2 3 4 5 0 Avg (Sfd)
2. This faculty member was an effective - 5 A
teacher.” 32.00% 23.00% 32.00% 2.00% 4.06 (0.8)
3. What were the strengths of this faculty Clear and concise presentation of information. Tried fo make it not overwhelming

member as a teacher?
He clarified what was presented in previous lectures and tied the pathology material in to what we learned in micro anatomy

Very helpful in organizing the information for us.



How to View Evaluations Faculty Completed on Students in MedHub

1. Login using the “How to Login to MedHub” instructions

2. Click on the “Evaluations” tab. (Make sure that you have the correct course selected in the drop down if you are involved in more than one
course

Colleen Denniston | Faculty Member | Account = | Log Off

Make sure you are on the correct
course if you teach in more than one!!
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"Reuters - Health News

Learning Modules Florida to beqin aerial spraying of insecticides to control Zika
CHICAGO (Reuters) - Florida will conduct an aerial insecticide spraying campaign at dawn on Wednesday in an effort
"Resources/Documents o to kill mosquitoes carrying the Zika virus, officials in Miami-Dade County said.
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3. Click on “Completed Evaluations” and you will see a list of the evaluations you have completed. Click on any of them for the details.
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# Home » Evaluations » Completed Evaluations

Completed Evaluations

Incomplete Evaluations Completed Evaluations

I lssued: | |Completed:  [[Statmee

- Faculty of Student - FRM -SG PARTICIPATION [lefUHEEHE- [iBf[]‘IfJ_'[HE Cumpleted
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How to Initiate a Professionalism Report in MedHub

(for Faculty/Directors)

Step 1 — After logging into MedHub, click on the “Evaluations” tab

Step 2 — Click on the first tab for “Incomplete Evaluations”, at the right click on “Initiate Performance
Evaluation of a Student”
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#& Home » Evaluations

Evaluations

Incomplete Evaluations Completed Evaluations Aggregate Evaluations

Final Course Evaluations Initiate Performance Evaluation of a Student

(no requests)

Evaluation Requests

(no requests)

Mote: if delivered an evaluation in error, remove it by clicking the link (above) and then clicking the "Insufficient contact to evaluate” link at the top of the form.

Home | myProfila | Schedules | Help
methb Copyright & 2002-2017 MedHub, Inc. - All Rights Reserved  Legal Notice | Privacy Palic

Step 3 — Select the applicable course you want to create the evaluation for (note: MedHub calls these
“Clerkships”, but the dropdown box is a list of clerkships and courses). Click on “Submit”. If you are involved
in only 1 course/clerkship, you will not have to complete this step.
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Initiate Performance Evaluation
Flease select a clerkship for this evaluation
Clerkship: ‘ Nervous System v ‘
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Step 4 — Select the Student (the evaluation form will default to Faculty of Student — Professionalism
Commendation/Concern Report). Click “Submit”.
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Home » Evaluations » Initiate Performance Evaluation

Initiate Performance Evaluation

Select the student for whom you wish to fill out a performance evaluation

Student: :I v |

Evaluation Form:Faculty of Student - Professionalism Commendation/Concern Report
Special Opticns: Mone

mecnub
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Step 5 — Complete the form. **NOTE — Make sure in Question 1 that you select the appropriate
report type — Commendation or Concern®** Click on “Submit”.

Also, please note that Question 8 on this form reminds you that it is expected that the faculty member
completing this form will have discussed it with the student PRIOR to the report being submitted. If this is not

the case, you are to contact the Associate Dean for Undergraduate Medical Education PRIOR to submitting
the report.
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# Home » Evaluations » Evaluations Form

Evaluations Form

l Faculty of Student - Professionalism Commendation/Concern Report

Coursa: Nervous System
Issue Date: 7111/2017

@ Insufficient contact to evaluate (delete evaluation

Type of Report ‘

1. What type of report is this? Commendation or Concern® Commendation Report ¥

‘Commendation Report

Concern Report

2. Name of student: *

3. Name of individual submitting the report. *

4. Date of incident: =




How to Upload a New Photo in MedHub

1. Log into MedHub
0 Make sure you are on the “Home” screen
0 Select the correct Course under the drop down menu in the upper
right of the screen
2. Near the middle of the screen, find the section called “User Management”
o In the “Faculty” drop down menu, select the faculty member you

want to upload a new picture of

Wednesday, August 16,2017 Colleen Dillenbeck ‘ * ‘ Course Admin w ‘ Account v | Log Off
State University ’ @
UPSTATE | s 2ef9e
MEDICAL UNIVERSITY 4+ : Wk
LI
Microscopic Anatomy ‘ 4 Home ’ Schedules Procedures Evaluations Conferences Reports Help

Welcome, Colleen Dillenbeck Microscopic Anatomy (MANA108) _

Urgent Tasks User Management Reuters - Health News ox

ne, Students: Philippine troops to help cull thousands of fowl in bird flu battle
— MANILA (Reuters) - The Philippines will deploy hundreds of troops to hasten a cull of about 600,000 fowl, the farm minister said on
‘ (select student) Wednesday, as part of efforts 1o rein in the Southeast Asian nation’

Resources/Documents Faculty Texas governor signs bill to limit insurance coverage for abortions
—_— AUSTIN, Texas (Reuters) - The Republican governor of Texas signed inte law on Tuesday a measure that will restrict insurance
‘ (select faculty) coverage for abortions, compelling women to buy a supplemental plan if they...

& Faculty Directory
& Resident/Fellow Director + New Faculty Member Abortion after-care costs driven up by scarcity of nearby clinics
. v v P —— .
& Student Directory (Reuters Health) - The absence of 2 nearby abortion clinic drives up healthcare costs, a study of California's poor has found.
& Residency Program Directory
& Student Course Directary Schedule Management v Some jobs tied to higher risk of rheumatoid arthritis
[ Session Calendar (Reuters Health) - Workers exposed to airbome toxins may have an elevated risk of developing rheumatoid arthritis, an immune
@ MedHub Communit; Course Rosters system disorder that causes debilitating swelling and pain in the joints,
[ Resident Checker Student Groups End of U.S. payments to health insurers would cause premiums to rise: CBO
[ Graduation Competencies & WASHINGTON (Reuters) - Health insurance premiums for many customers on the Obamacare individual insurance markets would
p H . ; .

Educational Program Objectives Clinic Schedules/Altenate Activities be 20 percent higher in 2018 if U.S. President Donald Trump follows through on a...

Educational Program Objectives ¥
[0 Educational Program Objectives &

Graduation Competencies Service Management

Q, Search Resources Session Managerment New England Journal of Medicine - Current Issue ox

3. Now you will be on the “Modify Faculty User” page
0 Under the current picture, click on “Photo: Upload”
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# Home » Faculty Demographica

Faculty Demographics

«Ssarch Facuity

Faculty Member: Poole, Thomas A

Facuhy Information

First Name " | Thomae |
Programe/Services. N (oon ‘
Forms/Files — ‘ ‘
& New Faculty Member S ‘Er_"
£ Reset Password -
Trle: | |
Speciahy. | |
University ID: ‘ ‘ Signature:

Upload
Password Sent: 10/14/2014 01:30pm (EDT)



4. Next, click on “Choose File” where the new picture is located
o This will bring up a separate box - find and open the new picture
o Make sure you follow the Photo Guidelines listed on the screen

Faculty Demographics

<Search Faculty

Faculty Member: | Poole, Thomas v

Faculty Information Upload FacultyRhae
Photo Locatipn:| Choose File
Programs/Services

Forms/Files

Photo Guidelines:

&+ New Faculty Member

1. Allowable graphic format: JPG

2. Recommended photo size:
Larger than 100 x 100 px
Smaller than 600 x 600 px

3. Files must be smaller than 3Mb

Z Reset Password

4. Filenames must be less than 30 characters in length

p file chosen

Current Photo:  Original Photo:

M File Format: JPG
S e= Thumbnail.

' File Format: JPG

5. Filenames must not include special characters (such as apostrophes or commas)

5. The name of the photo file will now be listed next to “Choose File”

o0 Next, click on “Upload Photo”

Faculty Demographics

«<Search Faculty

Faculty Member: | Poale, Thamas v

Faculty Information Upload Faculty Photo

Photo Locatior hoose File | Koala jpg

Programs/Services
Upload Pholo ’

Forms/Files

&+ New Faculty Member izm@rrel=s
1. Allowable graphic format: JPG
2. Recommended photo size:
Larger than 100 x 100 px
Smaller than 600 x 600 px
3. Files must be smaller than 3Mb

i Reset Password

4. Filenames must be less than 30 characters in length

Current Photo Original Photo:
M File Format: JPG
S ESS—= Thumbnail:

I File Format: JPG

5. Filenames must not include special characters (such as apostrophes or commas)



Process complete! You should now see the new photo in the faculty member’s profile
- you may have to log out and back into MedHub to see the change
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**Please note we do NOT encourage changing faculty photos to zoo animals!
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