Adding a Program

Main Residency Match and
Specialties Matching Service

Users:
g e Institutional Officials
o (10s)
e Institutional
Administrators (1As)

:MIATCH

MNATIONAL RESIDENT MATCHING PROGRAM®

# Home 23 Switch | Uy Options~ | & Julia Matthews ~

Uniled States - Registration, Ranking, and Results ®(R3 @) - Main Residency Match View Agreement

Applicant Maich History
Program Directory

Current Match Applicants

My Institution: Secondary Test Insfitution - Anytown, DC Match Year: 2(]
My Role: Institution Official Reporis

Username: imatthews Add New Program

“You currently have 6 Active Programs in the Match. Click a Program Description o manage the Program.

NRMP Program
Program Status Program Director

Dermatology 1894080P0 ACTIVE Charlotie Lee (Pledged on May 15, D0 RO Pending
2017)

Family Medicine 1894120M0 ACTIVE Wednesday Addams (Mot Registered) D0 RO 2 Pending

Internal Medicine - TEST 1894140C0 ACTIVE ‘Wednesday Addams (Mot Registered) D0 RO 2 No

Pediatrics 1894320M0 ACTIVE Charlotte Lee (Pledged on May 15, DO RO 2 Pending
2017)

Radiology-Diagnostic 189442040 ACTIVE Filius Flitwick (Pledged on May 26, DO RO 4 Pending

2017)



Note: This Adding a Program guide explains how to complete this task using a desktop computer.
The menu options are the same whether using a desktop or mobile device.

Login:

1. Enter the Username and Password you created for
accessing the Registration, Ranking, and Results (R3®)
system.

2. Click Login.

Matches and Roles Page (institutional officials and
institutional administrators with programs in more
than one Match):

3. If your institution participates in more than one Match, the
role and Match combinations for your account are
displayed.

The yellow icon indicates Matches that have pending
tasks requiring your attention.

4. Click on your Role & Institution Name for the Match you
wish to manage.

2-10

w .
X TcH &Login &4 Register for Residency @t Register for Fellowship Match
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NATIONALRESIDENT MATCHING PROGRAM®
United States — Registration, Ranking, and Resulls ®(R3 @)

All Returning Users

* Required

Applicants and Staff from Institutions. Hospitals. Programs, or Schools. If you have already created a Username and Password for a current Match, enter them here.

Applicants with legin credentials from a previous Match must register for each new Match in which you plan to participate. Select the appropriate "Register” option to proceed.
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NATIONAL RESIDENT MATCHING PROGRAM®

United States — Registration, Ranking, and Results &(R3 ®)

Indicates match has pending tasks requiring your attention. Place your meuse over any yellow icon for more info.

Matches & Roles

You currently have the capabilty to act in 3 role/match combinations as listed below. @

Ciick on your Role & Institution Name for the appropriate Match you wish to manage at this time.

CI—— T T
Main Residency Match RANKING Inst Official Secondary Test Institution ytown ale}

Fellowship Matches
N e e ENE.
\ Pediatric Surgery REGISTRATION Inst Official Secondary Test Institution Anytown poc
o Pz mmiun o it m s
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The Match Home Page displays for the Match you selected. An
example from both Matches is shown on this page.

Main Residency Match Home Page:

5. Your institution, role, username, and Match year display.

6. The programs for which you are registered will display,
along with each program’s NRMP program code, status,

director, reversions, and quota number.

7. Main Residency Match Event dates display.

My Instituion: Secondsry Test institution - i Match Year:
My Role: Institution Offcal Appointment Year:
G 5
.

You currently have 1 Active Program in the Maich. Cick 8 Program Description to manage the Program

Bresst Imagmg 1B04RIDF0 ACTIVE Filiss Fiitwiek: (Pleciged an May 28, 2017 DO RO 2 @

7

Match Home Page

My Institution: Secondary Test Institution - Anytovm, DC Match Year:
My Role: Institution Official
Usemame: matihews

N

).

You currently have 6 Active Programs in the Match. Click a Program Description to manage the Program

-

Dermatology 1894080P0 ACTIVE Charlotte Lee (Pledged on May 15,
2017)

Eamily Medicine 1894120M0 ACTIVE Wednesday Addams (Not Registered)

Internal Medicine - TEST 1894140C0 ACTIVE Wednesday Addams (Not Registered)

Pediatrics 1894320M0 ACTIVE Charlotte Lee (Pledged on May 15,

Radiology-Dignostic 189442040 ACTIVE Fillus Fitwick (Pledged on May 26,
2017)

Radiology-Diagnostic 1894420R0 Activate Not Part

Radiation Oncoloay 189443040 Activate Not Part  Fills Fitwick (Pledged on May 26,

Vascular Surgery 1894451P0 ACTIVE Archie Patterson (Not Registered)

Internal Medicine/F amily 1894740P0 WITHDRAWN Charlotte Lee (Pledged on May 15,
Medicine 2017)

DO RO

DO RO

DO RO

DO RO

DO RO

DO RO

DO RO

DO RO

DO RO

1)

Pending

Pending
No

Pending
Pending

Pending

Pending

Pen

May Rank order list entry begins at 12:00 noon ET for all users
23
Jun Rank Order List Deadline and deadline to withdraw from the Main Residency Match!
16 Rank order lists must be certified no later than 9:00 p.m. ET.
May Match Day' Match results released in R3¥ system at 1:00 p.m. ET.
u J

Fellowship Match Home Page:

5. Your institution, role, username, Match year, and

appointment year display.

6. The programs for which you are registered will display,
along with each program’s NRMP code, status, director,

reversions, and quota number.

7. Fellowship Match event dates display.
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Adding a Previously Existing Program:

Active programs display on the Match Home Page.

1.

2.

Click the Options menu.

Click Add New Program.

The Add Program to Match pop-up window displays.

3.

Programs that are not active for your institution but
were active in previous Matches are listed.

a. To add one of the listed programs to the current
Match, click the link for the program.

The My Programs screen displays and the green note
confirms that you have successfully added the
program to the current Match. Review and update the
Program Directory Information. The program must also
be activated and the program director updated to
participate in the Match. See the Activating
Institutions & Proarams auide.

# Home 3G Switch | Uy Options~

NATIONAL RESIDENT MATCHING PROGRAM®

Uniled States — Registration, Ranking, and Resulls ©(R3 @) —

Main Residency Maich

View Agreement

Applicant Maich History
Match Home Page
Program Directory
Current Match Applicanis
My Institution: Secondary Test Insiitution - Anytown, DC
My Role: Institution Official Reports
Usemame: imatihews Add New Program
You currently have & Active Programs in the Match. Click a Program Description to manage the Program
2]
Dermatology 1894080P0 ACTIVE Charlotte Lee (Pledged on May 15, DORO 2 Pending
2017)
“You currently have & Active Programs in the Match. Click a Program Description to manage the Program.
Add Program to Ma
am Descnotio The following program(s) are in the system for the selected Institution but have not been added to m
Derm: Pending
3 Plastic Surgery - 1894360A0
Pathology-Anatomic and Clinical - 1894300C0
[ Pending
Internal Medicine - TEST| No
) * Specialty | pjgase Select
Pediatrics i Pending
Program Type | please Select
Radiology-Diagnostic Pending
Radiology-Diagnostic “ Add a New Program for this Insfitulion and Maich Pending
Radiation Oncology Pending
207
Vascular Surgery 1894451P0 ACTIVE Archie Patterson (Not Registered) DO RO 1 Pending
Internal Medicine/F amily 1894740P0 WITHDRAWN ‘Charlotte Lee (Pledged on May 15, Do RO 2 Pending
Medicine 2017)

# Home 2Q Switch () Options~ & Julia Matthews ~

NATIONAL RESIDENT MATCHING PROGRAM®
‘ o Program has been successfully updated to participate in match
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Adding a New or Not Previously Participating
Program:

Add Program to Match

To add a program not listed on your Match Home Page or
not reglstered |n prev'ous Matches’ fOIIOW the next Set of The following program(s} are in the system for the selected Institution but have notbeen added to

the Match. Select one of these, add a new program, or cancel

instructions Plastic Surgery - 189436040

Pathology-Anatomic and Clinical - 1894300C0

5. Select the Specialty and Program Type for the
program you wish to add to this Match from the drop-
down menus.

“ Specialty | Plgase Selact v
" ProgramType | Please Select v

Add a New Program for this Insfitution and Maich

a. To learn more about each program type, go to
WWW.Nrmp.org.

6. Click the Add a New Program for this Institution
and Match button.
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http://www.nrmp.org/

Step 1: Program Information

1. Enter the program information, including ACGME
Code (if required) and Quota number. The quota is the
number of positions you want to fill in the Match.

Fields with a * are required.

2. Click Next.

Step 2: Program Director

3. The program director screen displays. Click Set
Program Director

6- 10

NATIONALRESDENT MATGHING PFOGRAM®

United States — Registration, Ranking, and Results ®(R3 ®) - Main Residency Match

o 24

# Home Qyoptions~ @ Julia Matthews ~

© 0

PROGRAM INFORMATION PROGRAM DIRECTOR

To add a Program to Secondary Test Instiution Insfituton for the above Maich, complete these 4 steps.

PROGRAM DIRECTORY INFO ACTIVATE PROGRAM

“Requred |

* Program Description [Radiology-Diagnostic

Additional Program Description ‘

* ACGME Code |
1 Osteopathic Recognition [ @)
& “Quota |

@ -

United States — Registration, Ranking, and Resulls ®R3®) —  Main Residency Match

© —o

PROGRAM INFORMATION l PROGRAM DIRECTOR I

To add a Program to Secondary Test Institution Institution for the above Match, complete these 4 steps.

Institutional Official | oy ne o

* Program Director |y pp )

S T o]

PROGRAM DIRECTORY INFO ACTIVATE PROGRAM

* Required
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Program Director, Continued:
Add a New PD

4.

7-10

The Change Program Director pop-up displays.

Click the Add a New User button.

The Change Program Director pop-up displays. Enter
the program director’s details.

Click Mail User Token.

The Success pop-up displays indicating the program
director you entered will be set once the program has
been added to the Match.

Click OK.

a. The new program director will receive a token
email to redeem and create an account to access
the program.

Change Program Director
Set Program Director

Please select one of the foliowing options to change your Progrerme -
Select from Existing B0s 1 | (Select..) v + Add aNew User

Search Institution and
Available Users:

Q, Search

Change Program Director

Set Program Director fo New User

*First Name

* Last Name

* Email Address

“Date of Birth [Nonth v

Q, Mail User Token

Success

“Your Program Director will be setto Archie Patterson (Not Registered) once this program is created
after step 4.
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United States — Registration, Ranking, and Results ®(R3 ®) — 2024 Main Residency Match

Program Director, Continued: o 2 © 0
Select program director from existing users *

1. Click the Change Program Director button.

Institutional Official | .y one o

* Program DIreCtor | oy paterson (Not Registered) [ ——

4Back Nexth @ Cancel

2. In the Change Program Director pop-up, click the Crange Program irctr
drop-down box and select from your existing program

d | re Ct 0 rs Please select one of the following options to change your Prodam Director
: selcttom Exsing P03 o _ Add 2 New User
Match: | e
nsti and [ TFiliys Flitwick
Availabl sers: Charlotte Lee

3. The Success pop-up displays indicating the program
director you selected will be set once the program has
been added to the Match.

4. Click OK.
e The program director can log in to the R3
system using their username and password to
access the program.

PROGRAM INFORMATION PROGRAM DIRECTOR PROGRAM DIRECTORY INFO ACTIVATE PROGRAM

To add a Program to Secondary Test Insiitution Insttution for the above Match, complete these 4 steps.
* Required

5. The program director is listed. Click Next.

Institutional Official | - pseen e

4Back Nexty G

8-10 10s & IAs — Adding a Program




Step 3: Program Directory Info

1.

9-10

Enter the Program Address, Program Contact
Information, and Program Application Services
details in the appropriate fields.

Click Next.

PROGRAM INFORMATION PROGRAM DIRECTOR PROGRAM DIRECTORY INFO ACTIVATE PROGRAM

To add a Program to Secondary Test Institution Institution for the above Match, complete these 4. steps.

-

Program Address
o O use nstitution Address

" Country [Blease Select ~

Mail Stop. [

* Stroet Address Line 1 |

Street Address Line 2. |

“city Toun. |

state |

]
]
]
]
Stroet Address Line 3 | ]
J
]
]

*Zip Postal Code |

Program Contact Information

Public Phone Number |

Public Fax Number |

)
J
Public Email Address | ]
J

Program URL |

[ ————
NRMP is collecting data on the service(s) your program partners with to receive applications. This information will be displayed in the Program Directory.

Please check all application services this program uses:
(] Electronic Residency Application Service® (ERASE)

() Residency Central Application (ACAPS or Plastic Surgery)

N s = J

NG
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Step 4: Activate Program

1. Choose the Program Status from the drop-down
menu.

a. Initial: If you wish to activate the program later
or are in the role of an institutional
administrator, choose Initial.

b. Activate: If you wish to activate the Program
now and are an institutional official, choose
Activate.

2. Click Finished.

3. The My Programs screen displays and the green note
confirms you have successfully created the new
program.

10- 10
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INATIONAL RESIDENT MATCHING PROGRAM®

United States — Registration, Ranking, and Results ®(R3 ®) — Main Residency Match

PROGRAM INFORMATION PROGRAM DIRECTOR PROGRAM DIRECTORY INFO ACTIVATE PROGRAM
To add a Program to Secondary Test Institution Insttution for the above Match, complete these 4 steps.
* Required
To activate the Program now, change the status to Activate and click Finished
To activate tne Program later, leave the status as Initial and click Finished
* Program Status
4Back Finished b @ Cancel
V¥ Successfully created new program Radiology-Diagnostic
My Programs.
Institution: Secondary Test Institution - Anylown, DG Match Year:
Role: Institution Official NRMP Institution Code: 1894
Username: jmatthews ACGME Inst Code: 1001
Institution Status: ACTIVE

You currently have 3 Active Programs in the Match. Click a Program Description to manage the Program.
Eamily Medicine 1894120C0 ACTIVE Neeraja Kambham (Not Registered) DO RO 12
Internal Medicine 1894140C0 ACTIVE Charlotte Lee (Not Registered) DO R0 1

Internal Medicine - TEST 1894140P2 Not Part DO RO 1

Radiology-Diagnostic 189442040 ACTIVE Filius Flitwick (Pledged on Sep 06, 2023) DO RO 4
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