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Introducing PCRC Online

Purpose of this Guide

This guide provides detailed information about registering with PCRC-Online, logging into PCRC-Online,
filling out the Source Verification Request (SVR) online, making payments, mailing the hardcopy
credentials and supporting documents, viewing profile information, and modifying account and SVR
information.

General Background on PCRC

The Physician Credentials Registry of Canada (PCRC), also known as the Medical Council of Canada
Physician Credentials Repository, was established to provide a centralized, uniform process to obtain
primary source verification of a physician's core medical credentials. This service is designed to reduce
duplication of effort by gathering, verifying and permanently storing credentials in a centralized repository.

Physicians who completed their medical education outside Canada (International Medical Graduates i
IMGs) must submit copies of certain documents (Source Verification Request) to the PCRC. PCRC is
responsible for obtaining primary source verification of the authenticity of these credentials from the entity
that issued these documents.

The resulting repository of information allows an individual to establish a confidential, lifetime professional
portfolio that can be forwarded at the applicant's request to an authorized licensed user, including, but not
limited to, provincial and territorial medical regulatory authorities and certifying and qualifying bodies.

What is PCRC-Online?

The PCRC-Online system is available so that medical graduates can request source verification of their
medical credential documents effectively and efficiently through an easy-to-use web interface.

Supporting documents (such as cover sheets and the "Release” form) can be easily accessed and printed
through PCRC-Online for the mail-in package submission (see "Mailing the Relevant SVR Documents").

Viewing Help Online

After you have registered and logged into PCRC-Online, this entire guide is available online.

Simply click the Help @ icon to access the topic specific to the webpage you are on (for example,
Medical Degree information if you are on the Medical Degree page) or use the online Table of Contents to
access detailed information on all aspects of PCRC-Online.

The online Help also has a Search button to find all topics that contain a specific word or phrase as well
as a glossary of PCRC-specific terms.
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Reference Materials

In addition to this guide, please consult:

1 theHelp @ feature available through the PCRC-Online system,

1 the PCRC website, www.pcrc.org, for more information about PCRC, answers to frequently asked
guestions, and so on,

1 links to other medical regulatory authorities and medical organizations for their credential
information, available on the PCRC website at http://www.pcrc.org/en/links.shtml

Technical Support

Please read this guide thoroughly.

If you have additional questions or comments, please contact PCRC Support at:
E-mail: pcrc.servicedesk@mcc.ca
Fax: (613) 248-5234
Phone: (613) 520-2240

Hours of operation: Monday to Thursday, from 8 a.m. to 4:30 p.m. (Eastern Time), Friday, from 9
a.m. to 4:30 p.m. (closed on Canadian statutory holidays)

Courier Address (or if sending by any other service requiring a signature upon delivery):

Physician Credentials Registry of Canada
2283 St. Laurent Blvd., Suite 100
Ottawa ON K1G 5A2

CANADA
Mailing Address:

Physician Credentials Registry of Canada
P.O. Box 8234, Stn T

Ottawa ON K1G 3H7

CANADA


http://www.pcrc.org/
http://www.pcrc.org/en/links.shtml
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Quick Reference Guide

Here's a summary of the Source Verification Request submission process.

Step One Visit the International Medical Education Directory (IMED) website.

Confirm that the medical school that issued your medical degree or diploma is
listed in the IMED directory. If you are a medical graduate, confirm that your year
of graduation is listed for your medical school.

Step Two Have your credit card information available: To process your submission, you
will need to provide your Visa or MasterCard information and authorization on the
fiPayment o pa@idblne.in PCRC

Note: Payments can ONLY be submitted through your online account with a credit
card. No other form of payment will be accepted. For those who do not wish to use
credit, prepaid Visa and MasterCard are available and are accepted for online
payment. The prepaid credit card can be found on the Visa and MasterCard
websites.

Printer access: Ensure that you have access to a printer since you will be required
to print several forms and cover sheets as you go through the application process.

Step Three Collect original documents: It is recommended that prior to starting the SVR
process, you gather together the original documents that you will need to have
source verified.

The documents you need to have source verified will depend on the
requirements of the medical regulatory authority(ies) or medical
organization(s) you wish to present your documents to. Please refer to
their respective websites for complete and up-to-date information on the
documents you will need to submit for source verification. Visit the
"Links" page at www.pcrc.org to access these websites.

Note 1: Correct completion of Step Three will save you considerable time, effort,
and additional fees.

Note 2: Please DO NOT submit original medical credentials and/or identity
documents to PCRC as they will not be returned to you. Send only certified copies
of your original documents*. See Step Seven for more information.

*Exceptions: You must send the original Certified Identity Confirmation form (if
required), original Release form (see Step Seven for more information) and
original of any translations (see Translation Requirements).

Step Four Register for a PCRC-Online account on the PCRC website (www.pcrc.org).
9 Click on the "New User" button on the bottom left of PCRC's Home page.

f You must agree temeémte &hdi VTarcms Sofat



https://imed.faimer.org/
http://www.pcrc.org/en/links.shtml
http://www.pcrc.org/pdf/CIC_en.pdf
http://www.pcrc.org/pdf/SVR_Release_Form_en.pdf
http://www.pcrc.org/pdf/Translation-Requirements.pdf
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"l agree" at the bottom of the screen.

1 You will then complete the account registration process. You must
accurately enter all information on this page, paying special attention to
the name you submit. Please note that the name you use when creating
your PCRC-Online account must match the name you provide on your
Certified Identity Confirmation form, your Release form, and your identity
document (e.g., passport). Any additional names that appear on your
medical documents must be supported by additional government-issued
identification.

T I'n relation to the question, #ADo yga
ans wer , onfy ¥yos hage graduated from medical school; i.e., you
have completed all requirements for awarding and/or receipt of the FINAL
medi cal de@4reweaqgraluatsdrastufent?0 page at
www.pcrc.org for more information.

1 Once registration is complete, you will receive an e-mail from PCRC with
your username, PCRC ID number, and temporary password, and you will be
redirected to the PCRC Log In page.

Step Five Log into your PCRC-Online account.

I Using your username and the temporary password that was e-mailed to
you, log into your PCRC-Online account. As soon as you are logged in, you
will be asked to change your password to one that is easier for you to
remember.

1 Take note of your username, password, and PCRC ID number as they will
be needed later when logging into your PCRC-Online account or when
communicating with PCRC.

Step Six Complete the SVR submission process.

Once you have logged into your PCRC-Online account:
T From the Home page: click on ACREA

T Use t he fiNe x tontBerighpad eathipagé te take you through
the process. AiNext Stepo wildl |l ead
process of creating your SVR. You do not need to click on the items in the
SVR Menu if you use fANext Step.o

1 If you have not finished creating and have not yet submitted your SVR, and
you want to change some of the information you have entered:

T from the Main Menu on the | eft,
T click on AEdito to change any da

Document Selection page

On this page, you will need to identify the documents you will be sending to PCRC
based on the requirements of the medical regulatory authority(ies) or other medical
organization(s) to whomlLinksbu pamge ap prgywiw

Please note that for application to write the Medical Council of Canada Evaluating
Examination (MCCEE), the usual minimal document requirement is a certified copy



http://www.pcrc.org/en/img.shtml
http://www.pcrc.org/en/links.shtml
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of your medical degree/diploma, with an original translation, if applicable.

Note: If you are a medical student, the medical degree/diploma is not required.

Personal and Contact Information i Confirmation page

On this page you will need to click on the two (2) checkboxes to confirm the
information presented here. If you need to make changes to the Contact
information, you may do so by clicking on "Contact Info" in the Main Menu on the
left. If you need to make changes to the Personal information on this page, you will
need to contact PCRC.

Document Information pages (Medical degree/diploma, Medical transcript,
Internship, Postgraduate training, Specialty certificate, License/registration)

You must enter information regarding the documents you will be sending to PCRC
as identified on the fAiDocument Sel ecti

Note: PCRC does not source verify the following documents:

letters of employment

letters of recommendation

certificates or letters of ongoing training (training not yet completed)
language training documents

statements of examination results (i.e., for USMLE)

Canadian documents

E R E K]

Identity page

If you are required to submit the Certified Identity Confirmation form accompanied
by an identity document (see Cover Sheets page below), you will need to choose
from the drop-down menu the type of identity document you will submit in your mail-
in package.

External identifiers are optional. If you do have these numbers and can provide
them, they may help facilitate the SVR process. For more information on the

external identifiers, click on the Help icon @on the Identity page.

Cover Sheets page

On the fAiCover Sheetsod page, you wil!/l S
will need to print for the mail-in portion of the SVR process. Please print the
following documents from the "Cover Sheets" page:

1 A cover sheet for EACH document you will send to PCRC, except for the
Certified Identity Confirmation form and the Consent to Release form i
there are no cover sheets for these two forms.

Note: Attach each cover sheet to your document with a paper clip. DO NOT staple
cover sheets to documents.

1 The Release form must be completed, signed and submitted for each and
every SVR (one Release form only per package you are sending).

1 The Certified Identity Confirmation form, if it appears in the list of
documents on the "Cover Sheets" page. If you have already submitted a
Certified Identity Confirmation form to PCRC for a previous SVR or to the
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Medical Council of Canada for an examination application, PCRC will
already have your Certified Identity Confirmation form on file, and you will
not be required to submit another one. If that is the case, the Certified
Identity Confirmation form will not appear in your list on the "Cover Sheets"
page.

1 A cover sheet for your identity document if it appears in the list of
documents on the "Cover Sheets" page. The identity document must
accompany the Certified Identity Confirmation form if it is required (see
above).

Terms and Conditions page

As part of the SVR process, you will be required to read and accept the Credentials
Verification Terms and Conditions.

Payment page

You will need to pay the applicable fees by Visa or MasterCard at the time of
submitting your online SVR.

Once your payment is accepted, your receipt will be available in your PCRC-Online
account communications, and this receipt can be printed to represent your
OFFICIAL RECEIPT. No other receipt will be mailed to you.

Courier/Mailing Instructions page

Please note the different addresses depending on whether you are sending your
package by courier or by regular mail.

At the bottom of this page is the link to the "Documents Sharing" page.

Document Sharing and Share Documents pages

These pages are particularly important as it is here that you must select the
organization(s) with whom you would like to share your documents.

You may log into your PCRC-Online account at any time to share (or to not share)
your documents with an organization, as follows:

1. Click on @Doc ume-handsiBidhohitheiscraea on t he
2. Click on AModi fyo ne xdliketoshategoer or gan
document(s) with.

3. Tick off the boxes next to the document(s) you would like to share.

4. Click on Al consent to share inform
5. Click on ASaveo at the bottom of th
Note: You must select to share your Personal Information in order for an
organization to be able to view your profile and your shared documents.

f On the fAShare Documentso page, you

Information statement and agree by checking the first checkbox under the
Consent to Share Information window.

1 Save by clicking on the Save button at the bottom of the page.
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1 Your SVR is now complete.

Step Seven

Document checklist:
1 Release form

This form is required for submission with every SVR. After printing this form, you
will need to print your name, and sign and date it at the bottom. DO NOT have
this form certified.

1 Certified copies of the medical documents you chose to submit on the
Document Selection page

Each medical document must be copied and certified by an acceptable certifying
official (see Certification Requirements below). Print a cover sheet for each
medical document from the "Cover Sheets" page and attach the cover sheet with
a paper clip to the certified copy.

The following documents are also required if you have not already submitted them
to PCRC for a previous SVR or to the Medical Council of Canada for an examination
application:

1 Certified Identity Confirmation form

After printing this form, you must complete it in the presence of an acceptable
certifying official (see Certification Requirements below). There is no cover sheet
for this form.

1 Certified copy of the identity document

A certified copy of your identity document must accompany the Certified Identity
Confirmation form, if you are required to submit one. The copy of your identity
document, if required, must be certified by an acceptable certifying official and
attached with a paper clip to the identity document cover sheet.

Certification Requirements:

Print a copy of the Certification Requirements to take with you to the certifying
official. If your document(s) arenotcer t i fi ed preci sely as
Requirements, they will NOT BE accepted by PCRC.

I't is important that you yourself read
Requirements before having your documents certified. Incorrect certification will
NOT BE accepted by PCRC and will result in delays and additional fees.

You may also want to print and take with you the Certification Sample document as
an example of correct certification. You will need to obtain certified copies of:

1 all the medical documents you wish to submit to PCRC,
1 the Certified Identity Confirmation form,

9 your identity document (usually a valid passport), for submission with the
Certified Identity Confirmation form, if required.

Note: DO NOT send original documents to PCRC. Read the instructions in the
Certification Requirements document including the information on who is
considered an acceptable certifying official, and take this document with you to
the official who will copy and certify your documents. Documents certified by any
other certifying official, (i.e. other than those acceptable to PCRC), will be refused
and will result in delays and in additional fees from the certifying official.



http://www.pcrc.org/pdf/Document-Certification.pdf
http://www.pcrc.org/pdf/Document-Certification.pdf
http://www.pcrc.org/pdf/Document-Certification.pdf
http://www.pcrc.org/en/guides/certification_sample.shtml
http://www.pcrc.org/pdf/Document-Certification.pdf
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Translation Requirements (if applicable):

If your documents are in a language other than English or French, you will need to
print out a hard copy of the Translation Requirements document and take it with you
to the translator.

You may also want to print and take with you the Translation Sample document as
an example of correct translation procedure.

Please note that only certified translators are acceptable.

Read the instructions on the Translation Requirements document for more
information on who is considered an acceptable translator.

If you have documents that require certification AND translation:
1 obtain the certified copy(ies) first,

9 then bring the certified copy(ies) of the document(s) to the translator to have
the document(s) translated,

1 only the original translation(s) will be accepted (a copy or a certified copy of
the translation(s) will NOT be accepted by PCRC).

If a translation is required, the translator will need to sign, date, and officially bind
the original translation(s) and the certified copy(ies) of the original-language
document(s) together.

Step Eight Submit your mail-in package.
Place your complete set of documents in an envelope and send to:
1 If sending by courier (or any other service requiring a sighature upon
delivery):
Physician Credentials Registry of Canada
100-2283 St. Laurent Blvd
Ottawa ON K1G 5A2
CANADA
1 If sending by regular mail:
Physician Credentials Registry of Canada
P.O.Box 8234 Stn T
Ottawa ON K1G 3H7
CANADA
Note: Sending your documents by courier is recommended to ensure their safe
reception.
Step Nine Check your PCRC-Online communications.

You will receive periodic updates on the progression of your documents through the



http://www.pcrc.org/pdf/Translation-Requirements.pdf
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http://www.pcrc.org/pdf/Translation-Requirements.pdf
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source verification progress. A communication will be sent to your PCRC-Online
account at each of the following stages of the process:

1. your payment has been received (this is your official receipt). No other
receipt will be mailed to you.

2. your documents have been opened by PCRC staff.

3. your documents have been scanned and are awaiting preliminary review at
PCRC.

4. your documents have been reviewed and the review is complete or the
review indicates corrections are necessary.

Step Ten Continue to check the status of your SVR periodically.
1 Log into your PCRC-Online account.

T From the Main Menu on the | eft, cl i
each document submitted and list the status for each document.

Your documents have been accepted by PCRC when they show a review status of
fReview Performed i Reviewed. 0

The source verification process is complete when all of your medical credential
documents show a sour cVerifivadaniRéturreditPass.no s

Please check the Status Legend for more information on the statuses in PCRC-
Online.

What Happens After | Submit?

1. Upon successful submission of an online application and payment,
A communication is sent to your PCRC-Online account. This is your official payment receipt. To
view your communications, l og into your account, cl i
theleft. You may print this communication by c¢clicking on
2. Once your documents are received by PCRC (by courier or mail ONLY),

A communication is sent to your PCRC-Online account once we have opened your package. Please
note that once your package has arrived at our office, it can take from 2 to 5 business days to be
opened due to the volume of mail we receive.

Note:

1 Documents sent by mail are usually received within 3 to 10 days inside Canada, and 20 to
30 days outside of Canada and the United States.

1 Documents sent by courier are usually received within 2 to 10 days.

3. Preliminary review of your documents begins.
A communication will immediately be sent to your PCRC-Online account when:
1 Anerror is found in any of your documents; and
1 Your documents have passed the PCRC review.
Note:


http://www.pcrc.org/en/after_submit.shtml
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Documents are usually reviewed within 10 business days to two weeks after they have been
opened, possibly longer during peak periods.

Documents that have passed the preliminary review will be sent for source verification within
a 24-hour period to ECFMG (Educational Commission for Foreign Medical Graduates), the
service provider that PCRC has contracted for the source verification of documents. You
cannot communicate with ECFMG directly regarding documents being source verified
through PCRC.

Any errors in any forms or documents submitted (including the Certified Identity
Confirmation form, the Release form, the identity document, etc.) will stop the verification
process for all your documents. Your document(s) will not be sent for source verification
until all form(s) and/or document(s) are corrected, sent back to PCRC, and reviewed again
by the PCRC staff.

4. Documents are sent to be source verified.

10

Document verification statuses will be updated in your PCRC-Online account within 5 days of PCRC
receiving updated information on the status of your documents.

A correspondence will be immediately sent to your PCRC-Online account if any further corrections
to your form(s) and/or documents(s) are required.

Confirming source verification of a document can take between 30 to 90 days (sometimes longer)
after it has been sent out to the medical institution for source verification. The reason for this length
of time is due to the length of time some institutions take to respond to a source verification request.
The process can be summarized as follows:

f

PCRC will send international medical documents to be source verified to the Educational
Commission for Foreign Medical Graduates (ECFMG). ECFMG will not accept
communications from physicians directly.

ECFMG will send a verification request to the institution that issued the medical document(s)
by air mail (regular mail). It can take from four to six weeks for overseas mail to be received
at the institution.

If there is no response from the institution within 60 days, ECFMG will send another
verification request. This process will be repeated until 4 verification requests have been
sent.

Thirty business days (six weeks) after receiving a communication from PCRC staff
confirming the review of your document(s), if there is no update in your PCRC Online
Account regarding your source verification, you can request that your document(s) be sent
by courier service. If you wish to do so, you will require to establish a PERSONAL courier
service account and send all information pertaining to your account to PCRC. The costs of
the courier service is the responsibility of the candidate.

If there is no response from the institution after 4 attempts, any further requests are done at
the expense of the candidate. Candidates are encouraged to contact the institutions that
issued their medical document(s) to enquire about the source verification of their
document(s). Itis important to enquire about an ECFMG source verification request as
PCRC is not identified on the source verification request.

Once the institution returns a source verification certificate to ECFMG, it can take up to 30
days before you can see an update in your PCRC-Online account.

Confirming source verification of a previously-verified document (when the candidate already has an
ECFMG International Credentials Services (EICS) number) can take up to 30 days.

For more information on the statuses you might see in your PCRC Online account, visit the Status

legend.
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Stakeholder Organizations

Various organizations ("stakeholders") can use PCRC to view your credentials with your consent. Before
submitting your Source Verification Request to PCRC, ensure that you review the requirements of the
organization(s) you are dealing with (go to http://www.pcrc.org/en/links.shtml or click on Links in the left-
hand menu of the PCRC website). You must:

1 submit all of the required credential(s) and supporting document(s) (requirements depend on the
stakeholder organization involved) - refer to their individual websites on the Links page of
www.pcrc.org for up-to-date and accurate information or contact them directly;

1 ensure that you consent to share the applicable documents with the organizations involved (see
fDocument Sharing").

1 once your SVR is complete, notify the organization(s) you have shared documents with so that
they may now view your documents in your PCRC-Online account.

Medical Degree and Qualifications Listing

Your medical degree/diploma must be issued by a medical school listed in the:
1 International Medical Education Directory (IMED) https://imed.faimer.org/

There may be minor differences in the names of the medical qualifications but, in general, these are
known to PCRC.

Minimizing Issues with Your Submission

Here are some of the common issues that you can address throughout your SVR submission, to avoid
any delays in processing your request:

1 Submit a certified copy of your final medical degree/diploma.

All graduates must submit a certified copy of their final medical degree/diploma (and applicable
translation if the document i s i n a Cérticatipn age
Requirementsd a Trahsldiion Requirementso ) .

Certificates confirming graduation are NOT sufficient and are NOT sent for source verification
(see "Medical Degree/Diploma - Hardcopy Requirements").

1 Use your current legal name as shown on your identity document(s) consistently for all
PCRC forms.

If the name on your medical credential document(s) does not exactly match the name on your
identity document(s), PCRC reserves the right to request additional documentation.

1 Submit name change information.

Inconsistencies between the identity document(s) which show(s) your current legal name and the
name on the medical diploma or any other credential documents must be supported by a legal
name change document (for example, marriage certificate). An affidavit is NOT an acceptable
name change document.

1 Ensure the certification and translation processes are followed correctly.

Incorrect certification and/or translation will NOT be accepted by PCRC and will result in delays in
and in additional fees from the certifying official and/or the translator.
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Ensure that all documents are certified correctly and that the certifying official reviews all
applicabl e i nQGendificatiantRégairemeftsoe) e i

Ensure that all documents that are in a language other than English or French are translated
correctly and that the translator reviews all applicable information (see "Translation

Requirements").

1 Ensure all necessary forms are signed, submitted, and in the proper order in your mail-in
package.

A checklist that outlines which forms are required with your submissions is available (see "Quick
Reference Guide").

1 Ensure that full payment is authorized and submitted.

Registering for a PCRC-Online account

Before starting the process of submitting your Source Verification Request, you must register for a PCRC-
Online account. Registration helps to ensure security and privacy for PCRC-Online users and simplifies
the submission process by collecting some general information before you even log into your PCRC-
Online account.

Notes:

9 After registering, you will receive an e-mail notification from PCRC, confirming your username
and providing you with a temporary password and your PCRC identification (ID) number.

91 Since the information entered during the account registration process is used to accurately set up
and start the SVR process for your account, ensure that all information entered during registration
is accurate prior to clicking on the Create Account link.

To register for a PCRC-Online account:
1 Through your Internet browser, enter the PCRC website at: www.pcrc.org

1 (If you have not yet registered) Click on "New user--Click to register" on the bottom left-hand side
of the Home page. The Privacy Statement and Terms of Use page appears.

Physician Credentials

' Registry of Canada

Fraency Pokcy Prowacy Satemant and Term of UBe (Lol diwn 10 1850 P il pLatermant

Tarem ] by TEEHS OT 5L P
kAT ;-c:-l-l-'l. I_.Ir_L-r EELD THESE TERE ‘r TSE CAREFULLY. Thas wwy

I

1 Review the text in the Privacy Statement and Terms of Use (you can scroll down to view all of the
text).
91 If you agree, select | agree to proceed with registration. The Account Registration page appears.
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Enter the following:

Element Description

Username Enter a username (user ID) to be used to log in to your PCRC-Online account.
T Your username is not case-sensitive.

I Your username must be between 5 and 50 characters. You can use upper or
lower-case letters (a-z), numbers from 0 to 9, - (dash), . (period), _ (underscore),
and @. Do not use spaces.

i If the username you enter is already in PCRC for another user, you will be
prompted to enter a different one.

9 After you have registered with PCRC, you can change your username (see
"Changing PCRC Account Information").

Recovery Question

Recovery Question Select one of the questions from the drop-down menu

Recovery Answer Enter your answer to the selected question.
Note: This answer must be less than 50 characters long.

E-mail Address

E-mail Enter a valid e-mail address that you use on a regular basis. For example,
yourname@domain.com

If you forget your password and request a new one, the temporary password is sent to this
e-mail address.
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Important Note: PCRC will use this e-mail address when sending you messages about your
SVR submission(s), therefore ensure that the e-mail address is accurate and that you can
access it on a regular basis, INCLUDING now (during the Registration and initial Log-in
process).

Note: You can update this e-mail address in the future using PCRC Online (see "Changing
Contact Information™)

Re-enter E-mail

Re-enter the e-mail address from the E-mail field.

Alternate E-mail (optional)

Enter the second e-mail address to which a temporary password will be sent, if required.

Re-enter Alternate E-mail (optional)

Re-enter the e-mail address from the Alternate E-mail field.

Personal Information

Family Name

Enter your family name. This is your current legal name, as shown on your identity
document(s).

Important Note: Your current legal name - as it appears on your identity document -
must be entered consistently on the Registration page, the Certified Identity Confirmation
form (if required), and the Payment page.

Important Note: Inconsistencies between the identity document(s) (which show(s) your
current legal name) and the name on the medical diploma or other medical credential
documents must be supported by a legal name change document (for example, marriage
certificate). An affidavit will NOT be accepted. During the SVR submission process, you can
enter more information regarding any name change (see "Name Change").

First and Middle Name(s)

Enter your first and middle name(s) (given names). This is your current legal name, as
shown on your identity document(s).

Important Note: Your current legal name - as it appears on your identity document -
must be entered consistently on the Registration page, the Certified Identity Confirmation
form (if required), and the Payment page.

Important Note: Inconsistencies between the identity document (which shows your current
legal name) and the name on the medical diploma or other medical credential document
must be supported by a legal name change document (for example, marriage certificate).
During the SVR submission process, you can enter more information regarding any name
change (see "Name Change").

Gender

Select your gender from the list.

Date of Birth

Enter your date of birth (Year, Month, Day).

Country of Birth

Select the country in which you were born.

Province/State

Enter (or select) the name of the province/state in which you were born.

City of Birth

Enter the name of the city in which you were born.

Language of correspondence

Select the language in which you wish to correspond with PCRC (English or French).

Online Language

Select the default language for PCRC-Online text when you log in.

Contact Information

Address Line 1

Enter your mailing address (for example, apartment number, street number and name, or
P.O. box number).

Address Line 2 (optional)

Enter any additional information required to complete your address.

Address Line 3 (optional)

Enter any additional information required to complete your address.

Address Line 4 (optional)

Enter any additional information required to complete your address.

Country

Select the name of the country for your mailing address.

Province/State

Select (or enter) the name of the province for your mailing address.
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Enter the city name for your mailing address.

Postal/zip code (if applicable)

Enter your postal code/zip code if applicable.

Telephone

Enter your telephone number (country code, area code, and telephone number).

Alternate Telephone (optional)

Enter a second telephone number, if applicable.

Fax (optional)

Enter a facsimile number, if applicable.

Medical Education Information

Medical School Country

Select the country where the university or medical school/college of graduation is located.

Do you have a Medical Degree?

You should select Yes only if you have completed ALL requirements for awarding and/or
receipt of the final medical degree. Otherwise, select No.

Create Account link

After successfully entering the information for your account, select Create Account to submit
your information. You will receive a notification shortly (to your Email address) regarding
your username and temporary password. Use this information to then log into your PCRC-
Online account (see "Logging In To PCRC").

1 When complete, select Create Account.

If all required entries on the Registration page have been completed, the PCRC Log In page
appears. An e-mail will be sent to you with your temporary password, username, and PCRC ID
number. You will then be able to login to PCRC-Online and complete your SVR.

Note: If there are entries that have been completed incorrectly or are still required, a red
message will be displayed at the top of the Account Registration page. Complete the entries and
select Create Account again.

Logging In To PCRC

Once you have successfully registered with PCRC (see "Registering for a PCRC Account"), you can log
into your PCRC-Online account and start your Source Verification Request submission process.

After registering for your PCRC-Online account, you will receive an e-mail notification from PCRC. (This

may take several minutes.)

Note: This notification is sent to the e-mail address you provided during registration (AND to the alternate
e-mail address provided, if applicable).
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Through your Internet browser, enter the PCRC website at: www.pcrc.org
Select PCRC-Online, Click to log in. The Log In page is displayed.

~ Physician Credentials

% Registry of Canada

Flease anter your login information

Usemame |

Password |

Forgot your Password?
Far WO mame? Log In
Dont have an account?

PCRC public web site

Enter the following:

Element ‘ Description

Username Enter the username you specified during your account registration (and as included in the
password notification e-mail).

Password Enter the password for your PCRC-Online account (as included in the password
notification e-mail).

Forgot your Password link Select this link to recover your existing password (see "If You Forget Your Password").

Forgot your Username link Select this link and you will receive an e-mail from PCRC that identifies your username
(user ID) (see "If Your Forget Your Username").

Don't have an account? link If you have not already registered for a PCRC-Online account (to get your username and
temporary password), select this link and the Account Registration page appears (see
"Regqistering for a PCRC Account").

Log In button Once your username and password are entered correctly, click Log In to display the
Welcome page for your PCRC-Online account.

Once your username and password are entered correctly, click Log In.

To encourage you to change the temporary password sent by PCRC to one easier to remember, the
Change Your Password page appears.

Note: If you have already accessed your PCRC-Online account, you will go directly to the Home page.

16



Getting Started

Change Your Password

Enter your cxsting passvord and e @ new pasIwend sccoring to the pasywerd naes Deiow (re-enler e
pasywond for oo fmaton

Password

Pabe SRR B M S BRSO L B 008y 10 TeTEber. Dyl itk Tor BBl i 02 GUed. The new

Sl g
- B TAEE ENIE

- : perod, dash, undemacone, A-8ign

Hew Passward

Contem liew Passwzeg

Sorg  Cancel

Enter the temporary password (as received in the e-mail) and then enter your new password (twice).
When complete, select Save. The Welcome to PCRC Online page appears.

WELCOME TO PCRC ONLINE
Wour PCRC ID s gy

To ersure that infemational Medical Graduates (IMGs) can submit their credentials for source verfication as
effecively and efficeently a5 possble, the PCRC Oning sysiem o avadabie 50 that informaton (such as
peirsonsl contact, medhcal, educatonsl, and dlsnity) can be enensd thicugh & aasy-ouss Wisb nlerface

Pledde Selec] “Vies Report” fnam the WMam Meng on the efl 1o ey e Status of your documents af anmy bme

Hote: Erure you hinve fivaewed the Quick Reference

Guide before ring Vo can vew previnly e | T T
and unsubemifiled (n progress) SVRS under Recen

View Z00TOEZS 2010404

At * i nght S
o ¥iew 200710611 SI0r006
CREATE 5VE Vigw I00RQLI0 000aHE
= View 0100570 20710420

You can now do the following:
1 Create a Source Verification Request (SVR) (see "Creating a Source Verification Request").

1 View your profile (see "Viewing an Existing SVR").

91 Share your profile (see "Document Sharing").

1 Submit a document migration request, if needed (see "Document Migration")

1 Communicate with PCRC through your account (see "Contact Us").

1 Change your account information (see "Changing PCRC Account Information").

1 Change your contact information (see "Changing Contact Information™).
Home page

For details on navigating around the Home page (and other pages in your PCRC-Online account) as well
as the menu selections available (see "Screen Elements and Menu Selections").

When you log into your PCRC-Online account, the Home page is displayed. This page includes:
1 quick link to create a new SVR.

1 list of existing SVRs (submitted and in progress).
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WELCOME TO PCRC ONLINE

Your PCRC 1D 15 e

T ensure that Intzmnatienal Medical Graduates (IGs) can submit their credentials for source verification
ag efeciively and eMcenty as possible, the PCRC Onling system is available so thatinfermation (swch

as parsonal, contact, medical, educational, and identity) can be entered through an easy-le-use Web
interfacs

Please select “View Repard” fram the Main Menu an the lef to view the status of your documenis af any

time

CREATE A SOURCE VERTFICATION REQUEST [RECENTACTIVITY
HNote: Ensure you have reviewed the Quick Reference

Guide before Starting. Yiou can wiew previously | Date Created Date Modified

submittad and unsubmifted (in prograss) SVRS undar

and unsu View  2007/06/29 2011104104

"Recent Adivity” 2t right ey

BcentAdly” atng View 2007101 201010006

CREATE SUR View  2009/05730 2010/0416
Wiewy 20710005520 20110420

Changing Your Password

It is recommended that you change your password the first time you log into your PCRC-Online account.
You can also change your password periodically to ensure your PCRC-Online account remains secure
from others.

Note: This page is automatically displayed during your first log into your PCRC-Online account, allowing
you to change the temporary password to one that is easier to remember.

To change your password:
1 Log into your PCRC-Online account (see "Logging In To PCRC"). The Home page appears.
1 Select Account Info on the left-hand side of the screen. The Account Information page appears.

1 Select Change Password. The Change Your Password page appears.

Physician Credentials

Registry of Canada

Changae Your Password

Crber v amiling piddaced arvd Tar & ew pasywoed soconin ic B passwoed raiea Balow e

Enter the applicable password information.

Element ‘ Description

Password Enter your existing password for your PCRC-Online account.

New Password Enter a new password for your PCRC-Online account.
The password:
- is case sensitive
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- must be at least 8 characters long (maximum of 50 characters)
- must contain at least 1 uppercase character (A-Z)
- must contain at least 1 numeric character (0-9)

- may contain one or more of these special characters: . - _ @ (period, dash, underscore,
at-sign)
Confirm New Password Re-enter the new password exactly as entered in the New Password field.
Save link Select this link to save the new password.
Cancel link Select this link to cancel the password changing process. You will be returned to the

Application Information page.

When complete, select Save. A message is displayed, indicating that your new password has been
saved.

® Your password was changed successully.

You will have to enter the new password the next time you log into your PCRC-Online account.

If You Forgot your Password

If you forget your existing password, you can request a new one from PCRC.
To request a new password:

1 Onthe Log In page, select Forgot your Password. The Forgot your Password page appears.

Physician Credentials

Forgot your Password?

Enter your Lisername 1o recedve your new Password

Username (a3t leasi s
characlers)
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91 Enter your username and click Submit. The Identity Confirmation page appears.

Physician Credentials

¥ Registry of Canada

Identity Confirmation
| Answer e following Quéshon 1o recehve your passwond
EU sefname
|Recovery Question  Fathers middle nama?
EF{E COVEry ANSwer

1 Enter the applicable answer for the recovery question and click Submit. The Identity Confirmation
page appears.

Note: You must enter your answer to the recovery question EXACTLY as you entered it during
the Registration process.

@ Physician Credentials
s ' Registry of Canada

kentity Confirmation

Thank you for reseting your password, We have sent your new password by e-mail and
you should be receing it shorly

gy 1

9 Click Login to return to the PCRC Online Log In page.

1 Check your e-mail for the notification from PCRC regarding your new temporary password.

1  When you receive the temporary password from PCRC, enter your existing User ID and the new
temporary password on the Log In page and click Log In.

Note: It is recommended that you change the temporary password to something easier to
remember (see "Changing Your Password").

If You Forgot your Username

If you forgot your username, you can request confirmation from PCRC.
To request confirmation of your username:
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1 Onthe Log In page, select Forgot your Username. The Forgot your Username page appears.

Physician Credentials
Registry of Canada

Enler your E-mail AGgress bo receive pour Lisemame

E-mail Agdress |

Submat I

PCR iC W

1 Enter your e-mail address and click Submit. You will see a message notifying you that your new
username has been sent to your e-mail account.

W harve senfl your Liser Name by e-mal and you should be receiang & shorsy

1 Check your e-mail for the notification from PCRC regarding your username.
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Navigating Around PCRC Online

This section includes general information regarding the menus and selections available within PCRC
Online, as well as some of the general features (such as saving your information, viewing error
messages, and entering mandatory information) (also see "Screen Elements and Menu Selections" for
more information).

General Navigation Information

|l

Mandatory entries: Areas that do NOT require information to be entered are labeled
"(Optional)". All other areas (fields) are mandatory. If the information is not entered into the
mandatory fields, a red "error" message appears when you try to save or navigate to the next

page.

Attended to date must be later than attended from date.
Gradustion date reguired,
Date on diploma reguired

" & @

& You must zelect s |]r_'l_jrr_-|-_' avarded

You must select a language of study.
#» “Youmust select a document language.

Drop-down lists: Wherever possible, drop-down lists are available and display only the options
linked to a previous selection (making your selection process easier). For example, if you have
selected Australia for a country, only the medical schools in Australia are displayed. You cannot
type a full entry into a drop-down list. However you can type a letter and you will be brought to the
first entry in the list with that letter (helpful if the list is a long one).

v

Next Step: Using the Next Step links is recommended. This way the information you have just
entered is automatically checked/validated (don't have to select Save) and the next page to fill out
is automatically displayed (no guess-work), providing there are no errors.

Hext Step =

Links: A link is a word or string of words underlined and usually in a different color. A link is used
to open a new page (for example, Next Step) or perform a function (for example, Change
Password).

Change Passwori

Checkbox: A checkbox allows you to make a selection (for example, select the checkbox to
consent to share....).

[T §congeniio shars nformaton with he seleded eganizalions in acoordance with MOC s Privacy
Policy, Privacy Stabameent and Terms of Use, and Terms and Condlions and Consent 1o Releass of
Infeasen fa Cramanbaty Vanhcabon
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Screen Elements and Menu Selections

There are two general "views" within PCRC Online - Main Menu level and SVR Menu level. The additional
menu selections at the SVR Menu level make navigating through the SVR process as simple as possible
for you.

Main Menu:

1 When you log into your PCRC-Online account, the Main Menu selections available are the ones
that allow you to manage your account.

SVR Menu:
1 When you open an existing SVR (using the SVR List link on the Welcome page) or start to create

a new SVR (using the Create SVR Online link on the Welcome page, an additional SVR Menu
appears on the left-side of the screen, with many additional selections.

Physician Credentials

" Registry of Canada

Takes youtothe
previous screen

Takes wou to the
next sereen
Next Step>
Frintable User

Guide
Document Selection () =T

< Previous Step

Select the checkbox beside each of the documenttypes you are submitting. Once you have selected
these checkboxes, you will enter additional infarmation about the document(s) using the Next Step link

(Flease note that PCRC does notvenfy documents issued by Canadian institutions. )

Note: To confirm the types of decuments that are required for your Source Verification Request, use the
available links to the various organizations: View Stakeholder Requirements

™ Medical Degree

SVR MENU I~ Medical Degree Transeript
Create SVR .

r Internship (Postgraduate Year 1)

™ Postgraduate Training (Afer Year 1)

= Spacialty Certificate

>Document Selection

- License/Registration
I~ name Change

= Checkbox
Licanze / Regisication Next Step >
) flamz Chargs
Element Description

Top banner

English Displays the English version of the page you are on presently.

Francais Displays the French version of the page you are on presently.

USER Displays your username (ID).

Log Out Closes your present PCRC-Online account session and displays the Log In page.
F.A.Q Allows you to browse through many Frequently Asked Questions.

USER GUIDE Displays the PCRC Online User Guide.

CONTACT USs Displays PCRC contact information.

Main Menu

HOME Opens the Home page.
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SVR List Displays a list of existing SVRs (see "Listing SVRs").
View Report Displays the Profile Summary report which summarizes your previous and present SVRs

(see "Viewing PCRC Profile Information").

Document Sharing

Displays the Document Sharing page that allows you to specify which documents to share
with which organization(s) (see "Document Sharing").

Document Migration

Allows you to submit a document migration request (see "Document Migration™)

Correspondence

Displays the Applicant Correspondence page which allows you to communicate with PCRC
and view all your PCRC communications through your PCRC-Online account (see "Contact
Us").

Account Info

Allows you to view and modify some general information about your own PCRC-Online
account, such as username, e-mail addresses, and password recovery question. This
information is entered originally during the registration process (see "Changing PCRC
Account Information™).

Contact Info

Allows you to view and modify some of your general contact information, such as addresses
and phone numbers. This information is entered originally during the registration process
(see "Changing Contact Information").

Privacy Policy

Allows you to view the Privacy policy (PDF format).

Terms of Use

Allows you to view the Terms of Use policy.

SVR Menu

Create SVR

Allows you to start the SVR process (see "Creating a Source Verification Request").

Document Selection

Allows you to select the credentials that you are submitting for this SVR (see "Document
Selection").

Personal Information

Allows you to view and acknowledge the accuracy of your personal and contact information
(see "Personal and Contact Information").

Medical Degree/Diploma

Allows you to enter information regarding your medical degree(s)/diploma(s) (see "Medical
Degree").

Medical Transcript

Allows you to enter information regarding your medical transcript(s) (see "Medical Degree
Transcript”).

Internship

Allows you to enter information about your internship(s) (see "Internship Training").

Postgraduate Training

Allows you to enter information about your postgraduate training (see "Postgraduate
Training").

Specialty Certificates

Allows you to enter information about your specialty certificate(s) (see "Specialty
Certificate”).

License/Registration

Allows you to enter information about your license and/or registration documents (see
"License/Reqgistration").

Name Change

Allows you to enter information regarding any name change documents (see "Name
Change").

Identity Allows you to enter information about your identity document(s) (see "ldentity Document").
SVR Review Allows you to review any issue(s) that have to be resolved before submitting your SVR (see

"Reviewing Your Request").

Cover Sheets

Allows you to print the required cover sheets for your mail-in package (see "Printing Cover
Sheets").

Terms and Conditions

Allows you to view and accept PCRC's Terms and Conditions.

Submit SVR

Allows you to complete your submission (see "Confirming All Information in Your
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Submission").

Mailing Instructions Allows you to review the mailing address information (see "Mailing the Relevant SVR
Documents").

Preview SVR link Allows you to see your SVR as you progress through the submission process.

Frequently Asked Questions

In addition to the information available directly through the PCRC Online screen (using the Help ® icon),
the answers to common questions are available.

Simply select the FAQs link at the top of the PCRC-Online screen.

Note: Ensure that you refer to the Help and Frequently Asked Questions before contacting PCRC
directly.

Contact Us

If you have questions that cannot be answered through the Help @ feature, FAQs, or available
supporting documents, you can contact PCRC directly, using the links and information on the Contact Us
page. Simply select the Contact Us link at the top of the PCRC Online screen.

You can also communicate with PCRC and view all of your PCRC communications at any time through
your PCRC-Online account. Simply select the Correspondence link from the Main Menu and you will be
directed to the Applicant Correspondence page where you will be able to view your communications to
and from PCRC, as well as send a communication to PCRC by clicking on the Add link.

Changing Languages

All PCRC-Online pages are available in English and French. Simply select the applicable English or
Francais link at the top of the PCRC-Online page to change the language displayed on the page as a
whole, as well as in the drop-down lists and other system features.

Saving Your Information

Throughout PCRC, the Save link is displayed if you are entering information. Selecting this link saves the
new or changed information to your account or SVR. When information is saved successfully, a message
appears in blue.

& Save successful

1 If you select the Next Step link, any new entries or modifications are automatically saved AND
you are moved to the next applicable page in the submission process (if no errors exist).

1 If you select the Previous Step link, any new entries or modifications are automatically saved
AND you are moved to the previous applicable page in the submission process (if no errors
exist).

1 If you select a link (OTHER than Next Step or Previous Step) without selecting Save, your new
entries or modifications are NOT saved.
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1 If you select the Cancel link, any new entries or modifications are cleared from the applicable
page.
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Source Verification Request (SVR)

Creating a Source Verification Request

PCRC Online guides you through the SVR submission process, using the Next Steps links. Ensure you
have reviewed the "Quick Reference Guide" before starting this process, to help with "Minimizing Issues
with Your Submission".

To create a Source Verification Request:
1 Log into your PCRC-Online account (see "Logging In To PCRC"). The Home page appears.

1 Do one of the following:
M select Create SVR, or

1 select Create Student SVR (only displayed if you selected "No" to the Medical Degree
question during registration)

1 select SVR List from the left-side menu and then select Create a New SVR on the SVR
List page.

1 The Create SVR page appears.

Note: Once you click on Create SVR, the SVR Menu is displayed in the bottom portion of the left-
side menu. You can use these menu selections to navigate through the SVR process. However we
recommend using the Next Step links to ensure that you complete all necessary steps correctly.

91 Click the Adobe Reader icon to link to a free download of Adobe Reader, necessary to view and
print PDF files, such as cover sheets.

Physician Credentials
Registry of Canada

Note: For students (those who selected "No" for the medical degree question during registration),
only Medical Degree and Name Change document selections are available.

1 As you create your SVR, you can go back and modify your information (see "Modifying an
Existing SVR"). However, once you have completed the SVR process and clicked "Submit SVR"
on the "Submit SVR" page, you can only view the SVR, not modify it (see "Viewing an Existing
SVR".

1 Select Next Step.
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1 If you have submitted your SVR, and would like to submit an additional medical credential
document for source verification, you will NOT be able to modify the submitted SVR. You will
need to create a new SVR.

1 Select Next Step.

Viewing an Existing SVR

You can view SVRs that have been submitted.
Note: To view unsubmitted SVRs, use the Edit link (see "Modifying an Existing SVR").
To view an existing SVR:

1 Select SVR List from the Main Menu. The SVR List page appears.

Physician Credentials

5 Registry of Canada

SVR List
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1 The green check mark indicates the SVRs that have been submitted to PCRC.
Select View beside the SVR you wish to view.

1 You can then browse through all of the information for that SVR. However, you cannot modify any
of the existing information.

Changing an Existing SVR

You can change SVRs that have NOT yet been submitted.
Note: The green check mark indicates the SVRs that have been submitted to PCRC (these cannot be
modified).
To modify an existing SVR:
1 Select SVR List from the Main Menu. The SVR List page appears.

Physician Credentials

Registry of Canada
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1 Select Edit beside the SVR you wish to modify.
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1 You can then browse through all of the information for that SVR and make changes before
submitting to PCRC.

Deleting an SVR

You can delete SVRs that have NOT yet been submitted.

Note: The green check marks indicate the SVRs that have been submitted to PCRC (these cannot be
modified or deleted).

To delete an existing SVR:
1 Select SVR List from the Main Menu. The SVR List page appears.

Physician Credentials

Y Registry of Canada
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1 Select Delete beside the SVR you wish to delete.
1 A confirmation message appears. Click OK to proceed with the deletion.

Document Selection

You must select the credentials and other supporting documents that you will submit to PCRC on the
Document Selection page. Once you have selected a document, such as Medical Degree, you will be
able to add details about that document on a later page in the SVR process.

Physician Credentials
Registry of Canada
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To enter document selection information:

31



PCRC-Online User Guide Version 3.0

Select one or more of the following:

Element ‘ Description

View Stakeholder Requirements Select to display links to the credentialing organizations. Follow the applicable links to
link view the credentialling requirements that may affect your SVR submission (see
"Stakeholder Organizations").

Important Note: You must review the specific requirements for each of the organizations
that may be involved with your credentialling process, to ensure that you submit any and
all required credentials and supporting documents.

Medical Degree (Diploma) A Medical Degree/Diploma is a credential issued by a university or medical school
confirming you have completed all of the requirements for the degree and have received
the Medical Degree/Diploma.

Select this checkbox if you are submitting one or more medical degrees/diplomas.
For each document, you will have to:

9 fillin the Medical Degree (Diploma) page (online) with more information (see
"Medical Degree")

9 print the Medical Degree (Diploma) cover sheet (see "Cover Sheets - Hardcopy
Requirements")

' include a certified copy of the medical degree/diploma in your mail-in package
(see "Medical Degree/Diploma - Hardcopy Requirements")

' include a translation for any document that is in a language other than English
or French (see "Translation Requirements")

Medical Degree Transcript A medical degree transcript is the record of the graduate's medical education, issued by
the medical school or university, upon or after graduation. The format of the final medical
school transcript may vary among institutions. The final medical school transcript contains
the name of the medical school or university and the name of the graduate. Other items
that may be contained in the final medical school transcript include, but are not limited to,
the dates of attendance, courses taken, credits for each course, grade in each course,
summary of transfer credit accepted and the name of the institution from which the credit
was accepted, title of the degree awarded, date degree was awarded, program of study
(i.e., medicine), and date the transcript was issued.

Select this checkbox if you are submitting one or more medical degree transcripts.
For each document, you will have to:

9 fillin the Medical Degree Transcript page (online) with more information (see
"Medical Degree Transcript")

9 print the Medical Degree Transcript cover sheet (see "Cover Sheets - Hardcopy
Requirements")

I include a certified copy of the medical degree transcript in your mail-in package
(see "Medical Degree Transcript - Hardcopy Regquirements")

9 include a translation for any document that is in a language other than English
or French (see "Translation Requirements")

Internship (Postgraduate Year 1) An internship document is the credential associated with the first year of study
Document(s) (postgraduate year one, PGY-1).

Select this checkbox if you are submitting one or more internship documents.
For each document, you will have to:
9 fillin the Internship (Postgraduate Year 1) page (online) with more information
(see "Internship Training")

9 print the Internship (Postgraduate Year 1) cover sheet (see "Cover Sheets -
Hardcopy Requirements")

9 include a certified copy of the internship document in your mail-in package (see
"Internship - Hardcopy Requirements")

9 include a translation for any document that is in a language other than English
or French (see "Translation Requirements")
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Postgraduate Training (After Year Postgraduate training documents are issued by an educational institution (e.g., medical
1) Document(s) school, university or teaching hospital) confirming completion of medical education

subsequent to the individual és graduati on
requirements for a medical diploma.

Refers to those years after you obtain your MD, when you are training as a resident (PGY-
2, PGY-3, etc.).

Select this checkbox if you are submitting one or more postgraduate training documents.

For each document, you will have to:

9 fillin the Postgraduate Training page (online) with more information (see
"Postgraduate Training")

9 print the Postgraduate Training cover sheet (see "Cover Sheets - Hardcopy
Requirements")

9 include a certified copy of the postgraduate training document in your mail-in
package (see "Postgraduate Training - Hardcopy Requirements")

9 include a translation for any document that is in a language other than English
or French (see "Translation Requirements")

Specialty Certificate(s) A specialty certificate is the document confirming that the physician meets a prescribed
standard of competency in the specialty. This is typically accomplished through successful
completion of the specialty specific objectives of training in an accredited residency
program, the specialty training requirements in an accredited residency program and the
nationally standardized specialty specific certification examinations.

Select this checkbox if you are submitting one or more specialty certificates.

For each document, you will have to:

9 fillin the Specialty Certificate page (online) with more information (see
"Specialty Certificate")

I print the Specialty Certificate cover sheet (see "Cover Sheets - Hardcopy
Requirements")

' include a certified copy of the specialty certificate in your mail-in package (see
"Specialty Certificate - Hardcopy Requirements")

' include a translation for any document that is in a language other than English
or French (see "Translation Requirements")

License(s)/Registration(s) A license or registration is issued by a medical regulatory authority confirming that you are
registered with or licensed by that authority to practice medicine. A certificate of good
standing will not be accepted.

Select this checkbox if you are submitting one or more licenses or registrations.
For each document, you will have to:

9 fillin the License/Registration page (online) with more information (see
"License/Registration™)

9 print the License/Registration cover sheet (see "Cover Sheets - Hardcopy
Requirements™)

9 include a certified copy of the license/registration in your mail-in package (see
"License and Registration - Hardcopy Requirements")

9 include a translation for any document that is in a language other than English
or French (see "Translation Requirements")

Name Change(s) An accurate record of name changes found in legal documents. An affidavit will not be
accepted.

Select this checkbox if you are submitting one or more name change documents.
For each document, you will have to:
9 fillin the Name Change page (online) with more information (see "Name
Change")

9 print the Name Change cover sheet (see "Cover Sheets - Hardcopy
Requirements™)
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9 include a certified copy of the name change document in your mail-in package
(see "Name Change - Hardcopy Requirements")

9 include a translation for any document that is in a language other than English
or French (see "Translation Requirements")

When all selections are complete, select Next Step to save your entries and proceed with the SVR
process.

Note: To unselect a document after you have entered details about it on later pages; e.g., you selected
"Internship” on the Document Selection page, were taken to the "Internship” page after clicking "Next
Step," filled out details regarding your internship, then decided not to send your internship document(s) to
PCRC.

1 Inthis case, you must go back to the "Internship" page (you can click on "Internship" in the SVR
Menu), delete any entries in the Records list (if you haven't yet completed this SVR), return to the
Document Selection page (you can click on "Document Selection” in the SVR Menu), and then
deselect the Internship checkbox by clicking on it so it is clear.

Personal and Contact Information

The personal and contact information that you entered during the registration process is displayed and
you must confirm that all of the information is accurate.

Note: You must select the two (2) checkboxes on this page before you can submit your SVR
successfully.

To confirm your personal and contact information:
1 Log into your PCRC-Online account (see "Logging In To PCRC"). The Home page appears.
1 Select Edit beside the applicable SVR.

Note: This procedure assumes that you have already started to create an SVR.
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1 Select Personal Information from the SVR menu. The Personal and Contact Information -
Confirmation page appears.

Element ‘ Description

Personal Information

All entries Displays a summary of the personal information that you entered during the Registration
process.

Note: You must contact PCRC directly to change any of this information.

Personal information checkbox To declare that the personal information is correct, select the checkbox beside "I confirm
that the above personal information is correct”.

Contact Information

All entries Displays a summary of the contact information that you entered during the Registration
process.

Note: You can change this information using the Contact Info link on the Main menu (see
"Changing Contact Information").

Contact information checkbox To declare that the contact information is correct, select the checkbox beside "I confirm
that the above contact information is correct".

When all selections are complete, select Next Step to save your entries and proceed with the SVR
process.

Medical Degree

The Medical Degree (Diploma) page allows you to enter the mandatory information about the medical
degree/diploma you are submitting.
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