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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 unique 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 

 

 

 

http://www.upstate.edu/ipage/intra/


 
 

How to Pull Aggregate Evaluation Reports in MedHub (for Course 
Coordinators) 

 
 

1. After logging into MedHub, select the Course you want a report for from the drop down 
menu and then click on the “Reports” 

 

 

2. Under “Evaluation Reports”, select “Aggregate Evaluation Report”  
 

 
  



 
 

3. Select one of the Evaluation Types in the drop down box, then click on “Go to Step 3” 
 

 
 

4. Select your Form, Target (can select multiple), and date range 

 
 

  



 
 

5. Under “Display Options”, check the appropriate boxes (see screen shot for suggested check boxes), 
then click on “Go to Step 3” 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. The Output Format will default to HTML – Standard (which is most likely the format you want) 
• Click on “Generate Report”; the aggregate report should now be on your screen. 

 

 
 

• If you do not receive a report, go back and change your report selections – form selection, date 
range, etc.   

 

Helpful Hints: 
 
*When you select the form, faculty and dates, the number of completed evaluations will show up in the box on 
the right of the screen.  If you change the form, faculty or dates, the number of evaluations will also change. 
 
*To select multiple faculty on the list, click on “select multiple” under the Target box.  Then you can select 
multiple faculty or to select ALL on the list, highlight the first name and then hold down your shift key and scroll 
down to the bottom and select the last name – all should be highlighted now 
 
*Note that the box before the dates can be set for “Issued Between Dates” or “Completed Between Dates” – 
normally you will want to go with the default “Issued Between Dates” 



 
 

7. You can now save or print the report by selecting “Print” 
• When the print box comes up on your screen, select the printer you want to print to or select 

“save as pdf” to save the report 
 

 



How To Separate Documents from Adobe 

 

Adobe Pro (Best option) 

• Open the document 
• In the right-hand column, select “Organize Pages” 

o If that column isn’t open, select “Tools” on the top bar.  Then choose “Organize Pages” 
• Select the page(s) that you want to make into a new document.   

o If selecting multiple pages, hold down the Ctrl key, and select what you would like to 
move.  

• Select “Extract” from the top bar 
o Delete Pages after extracting - If you want to pull the pages completely out of the 

document, when you create the new one, then select this option.  
o Extract pages as separate files – This option will create each page that you’ve selected, 

as its own separate file.  
o If you don’t select either, then it will leave the documents you’ve selected in the original 

document, as well as pull them all out into one new document.  
• Then push the “Extract” button.  

 

 

Adobe Reader 

• Select “File”, at the top of the screen 
• Select “Print” 
• Change the Printer to: Adobe PDF 
• Under “Pages to Print”, select the Pages Option, and select the page(s) you want to move.   
• Then push “Print”  
• Save the file where you want it, and the new PDF will open.   

o This will not  
• Unfortunately, it is not possible to delete the newly moved files from the original document.  

That requires the Adobe Acrobat Pro.  You could always “Print” the document to Adobe PDF 
twice, and save one as 1-3, and the other as 4-6.  Deleting the original document altogether, 
when done.   

 

 

 



How To View Course Rosters in MedHub 
(Course Coordinators) 

 

1. Log into “MedHub”   
 

2. On the “Home” page, select “Course Rosters” in the “Schedule Management” section: 
 

 

 
3. On the next screen, select: 

a. Course – the courses you have access to are listed here 

b. Date period – date ranges are listed here with number of students registered in 

parentheses; you can also select the entire academic year 

c. Output type – choices are pdf version or excel, both with or without pictures 

d. Hit “Submit” 

 



 
4. And here is a sample of what the Simple Roster pdf course roster looks like: 

 

 



 
 

How to Complete a Professionalism Report on Behalf of Faculty 
in MedHub (for Course Coordinators) 

 
 

1. First you need to deliver the evaluation to the faculty member.  
•  After logging into MedHub, click on the “Evaluations” tab 
• Then click on “Deliver Evaluations”  

 
 
 

2. Select the Evaluation Type – “Faculty evaluation of a student”.   Click on Continue.   

 
 
 

  



 
 

3. Make your selections: 
• Evaluation Form – “Faculty of Student – Professionalism Commendation/Concern Report”   
• Recipients (Faculty member) & Student(s) to evaluate (who the report is for) 
• You can leave the other options as defaulted 
• Click “Submit” 

 

 

 
 

  



 
 

4. Confirm your selections and click on “Deliver Selected Evaluations” 
 

 
 
 

5. The evaluation should now be in the Faculty member’s MedHub account.  Next you will take 
the information from the faculty member for the form and complete it on their behalf. 

• From your “Home” page, select the “Evaluations” Tab 
• Select “Fill out evaluation for Faculty Member” 

 

 
 

6. Select the Faculty Member 

 



 
 

 
7. On the next screen there will be a list of the evaluations this Faculty member needs to 

complete. 
• Find the Commendation/Concern Report you delivered to them and click on it 
• Complete the form with the information provided to you from the Faculty member 
• **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. 
 

 



How to Upload a New Photo in MedHub 

 
1. Log into MedHub 

o Make sure you are on the “Home” screen 

o 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 

 

 

3. Now you will be on the “Modify Faculty User” page 
o Under the current picture, click on “Photo: Upload” 

 



 

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 

 

 

5. The name of the photo file will now be listed next to “Choose File” 
o Next, click on “Upload Photo” 

 

 

 

  



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 

 

 

 

**Please note we do NOT encourage changing faculty photos to zoo animals! 
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