Making ERAS work for you

(Beyond the basics)

If you've used ERAS for your application season, you' ve probably mastered the basics; collecting mall
from ERAS Post Office, checking boxes in the status listing, such as. Reviewed,

Hold, Invited, Scheduled for Interview, Inactive, or Withdrawn. Y ou’ve also learned how to maneuver
within ERAS, going from screen to screen, or finding a specific applicant. And if you’ ve been brave,
you' ve probably exported files out of ERAS to use with your Word Processor or spreadsheet.

Useful tips

Here are some useful tips to making ERAS work harder for you, and an explanation of how to use
them.

Local Data fields

Thefirst tip isusing the Local Data Fields feature. Although ERAS has tried to incorporate al the
fields that programs want for their applications, there are afew that | need for keeping track of MY
applicants that aren’t included. So they’ve N ae Lol it [

included afeature called ‘Local Data Fields for —
just that purpose. These fields can then be used to S = T
filter, and can be exported when you export ot —
applicant files. Keep in mind that if a catastrophe EMadInaion Sent U | |
happens and you have to ask ERAStore-transmit [ ot Jet | confmatn #for
al your files, these fields were kept |ocally and oy oo et Dol
won't bein the re-transmission (yet another reason | |¥at . 4. v
to back up files). = -

Mave Down
Y ou can add local fields as the need arises. —
Perhaps an applicant notifies you they will be on -

an away rotation for the month and any correspondence should be directed to this temporary address.
Where would you add that to your ERAS database? The Local Data Fields would be a good place.
Typically you need to keep track of not just when a decision was made, but also when the applicant was
notified of that decision (Invited, rejected, sent confirmation letter, etc.) That can be kept in the Local
Data Fields area.

To create anew field, select either Tools from the menu bar, and then Manage Local Data Field, or
click on the icon that looks like a triangle with a pencil.

The ‘Manage Local Data Fields' window opens, and if thisis your first venture into creating your own
datafields, there won't be any fields aready in the window. You'll want to select New from the
choices on the right side of the window. Thiswill open up ‘New Field’ window, and you' re simply
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going to give the field a name, decide the type of field it will be, and give a brief description if the name
istoo cryptic.

Y ou can see some typical fields listed in the background (Come for Interview ltr, etc.) If you're going
to sort the information, then you need to decide the type of field it will be. Text fields are typical, but if
the field is something

such asthe date a Manage Local Data Field B x| 10{18f2000
ew
letter was mailed, Shaw these fields in this order: ... 11/10/2000
then select Date/Time [ Jame _ | 1ype O e e,
. s Come For Interview Itr Date/Time Date Invite
asthefield type It's No Interview Ltr DatefTime Date Rejec
simple, later, to create  |F20e umber i Bk )
af| |ter to $| ect On|y Hotel Reservation Number Text Type: ITEX'Z ZI
. Confirmation Ltr mailed Text =
those applicants who Dinner Invitation Ltr mailed Text Length fsa S
have been scheduled [T e ]
for interViaN but not Additional Phone Number Text
yet mailed a 4 OF, I Cancel
confirmation letter, ove s | Move Down

for example.

Close I — -

If you redlize after afield is created that you need to give a more detailed explanation, you can rename
the description for existing Local DataFields. Once again you select “Manage Loca DataField” from
the menu bar, select your field, and click on ‘Description’. Y ou cannot modify afield you' ve created.
If necessary, you can delete it and create a new one with the modified information.

jtion Ler mailed 1Uj2/ 200U )
S I P vty Modify Field 3 x|
Manage Local Data Field A
Field Name:  |Come for Interview lkr
Show these fields in this order: - I :
Name | Type Type: ILw.gr_e;! Time LI
Come For Interview lbr Date/Time 1 =
ength I

No Interview Ltr DatefTime Leng =

Pager Number Text Description:

Hatel Text

Hotel Reservation Mumber Text

Confirmation Ltr mailed Text

Dinner Invitation Ltr mailed Text

Dinner RSYP Mumeric

Deans Ltr Printed Text

Additional Phone Number Text

4

Move Up | Mave Down
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Tip: If the Type of *Status' is selected, those local data fields will appear on the Review Sheet.

on 2006 mEE

J& Update Program Data... | §
%] Hide Review Sheet | gy |

Scores | Intepview ] Local Data ] MNotes ]

Application Status:  Application Received

Skatus | Marked |
Application Received 09/01 /2005

O application Reviewed  NA

O on Hold &

O selected ta Interview WS

O twited ta Interview A

[ wait Listed far Intervi... MNA

O =cheduled For Interview  N&

O interviewsd A
[ selected for Ranking M
D Inackive M&

O ranked A

[ scramble application
[ Guest Elective A
O rossible Invite% A
rossible Regrets
Signed Bkgrnd Chk...

Interview Date: A iz
Stark Date: HA i

| Track |

Notes Page

Like having a scratch pad at your side, the Notes Page allows you to jot notes about an applicant. It
might be a phone message, or a cut and pasted e-mail message, or comments from your current
residents about the applicant. A red checkmark appears at the tab of the Notes Page when it has any
contents.

Statgsl S;ures} Inte[view} Local Data B [k

1/31/05: Phoned - is finished with his inkerviews and is very impressed with the program.
He: intends to rank us very highly. He would be thriled if he matched with us,

‘Goes by Frank

Pronounce last name "Cook!
-—Criginal Message-----
Hi Lois,

I noticed that you said that there would be a lot of walking invaolved. Unfortunately, T
have a broken leg and am an crutches, Would it be okay i I maybe used 3 wheslchair if
there is that much walking?

Thank wau,

---—-Criginal Message-----

Sent: Sunday, October 10, 2004 9:34 PM
To: Shuman, Lois &
Subject: ERAS Addendurn, AAMC ID: 11070074

Ta: #braham Lincoln, M0; Program Director
Super Woman; Program Coordinator
Date :  October 9th, 2004

My name is Ferenc Koch (&aMC 1D 12040294, 55 135-26-3946), 1 submitted my
residency ERAS application on 9/1/2004. *our program initially downloaded my application
an 9/21/2004, It has recently come to my attention that the medical school transcript
available to you via ERAS does not include any grades and solely serves as verification of
course completion. Therefore, wour program will nat learn of my clerkship grades of
distinction (Letter of Commendation or Honots) until after the November 15t national
release of the MSPE, T would sincerely appreciate it if you could append the Following to
my File.
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Filters — ERAS and Data Filters

ERAS Data Filters
There are some Equal Opportunity-type filters built into ERAS,  Markthe fields that can be viewed

that can be turned on or off. When you first open ERAS, you fg:;i: e e
will be asked which filters you want to keep turned off W Citizenship nicel

s

(meaning you won't see those fields). These are categories that :1 ....-.r.-..-i.-ri.-.r.
might be sensitive if you were to select applicants based on Mloender
these items (gender, race, age, photo, etc). ERAS tracks which Eggzgi;TgSr:fu':ity e
settings you have selected, the date you made those selections, W] Visa Status

and any future changes you make to those selections. They do
not report that information elsewhere, but it is stored with a
date stamp in your system. If you change any of the selections
at the beginning, or if you make the changes later, you are reminded that these changes will be recorded

with the days' date.

Unrnark, Al

I\:E-Q The changes wou hawve made will be recorded on wour swstem with today's date.

Do wou wish ko proceed?

Filters/Sorts = J_= |

Filters are very powerful tools when using ERAS. Filters help you sort through the bulk of applicants
to find the group with which you want to work. Each year, more are added by ERAS, based on
suggestions by the users.  There are some that you may need that aren’'t already created for you. There
won’'t be in any built-in filters for the local data fields you' ve just created, for instance.

To use afilter, ssimply select Tools, Filter/Sort. Scroll through the list of available filters and click on
the one you want. Double clicking on the name of the filter will apply it, or you can click on the Apply
Filter button after selecting it. Only those applicants meeting the criteriain the filter/sort will be
displayed. (for example, Applicants Not Reviewed).

Available Filter/Sorts: (41 itemns)
MName | Favotite l Tyvpe I Created By I Dg;_L_A_j New, .. |
E;’.-Ii deleted applicants sorted alphabetically Pre-defined <system:=
B applicant invited bo interview but nat sched. .. Pre-defined  <system: [
arnpplicant selected to inkerview but not invik,.. Pre-defined <system:=
ﬁrnpplicants From Foreign medical schools - al... Pre-defined <system=
?!rnpplicants from LCME accredited schools - ... Pre-defined <system:=
%Applicants from US osteopathic schools - al... Pre-defined <system:
arnpplicants niok reviewed Pre-defined <system: . )
gnpplicants updated within past 3 davs - alpha Pre-defined <system:= There WI I I be fa\/orltes that you I’Efel’ to
Applicants with less than 3 letters - alpha sort Pre-defined <system:= .
grnpplicants with no e-mail address Pre-defined <system:= frequently durl ng the %ag)rh and What
B applicants with previous residency experie... Pre-defined  <system= |S frequentl y u%d at the beg| nn| ng W| | |
%Applications ©n Hold and not selected tain.. . Pre-defined <system: . .
plications reviewed and not selected to ... Pre-defined <gystem:= be dlffefent from What IS u%d the mOSt

nadian medical school applicants F'Ee-dEeFinen:I <system:= )—‘L‘ Often at the end Of the Season. M ark a
. %\!‘ = favorite by ssmply selecting the filter,
Mark &is Favorite /nmark As Favorite | then Cl | Ckl ng on the “ M ar.k AS
~— Favorite” button (or unmark, if no
Aapply Filker ] Close I (
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longer needed so frequently). You will then be able to click on the little arrow between the two funnels
(on the icon bar) to have your favorite list drop down.

ools  System  Help

& B
“« A

New Filter/Sorts (Wizard method)
To create a new filter/sort, select Tools, Filter/Sort, and click on New Wizard.

File Edit Yiew gstem Help

S0 & V-LLUM ek D 9 5 poseofice.. |l Update Progim Ot | @
“ 4 - moore = ) £4 | & Hide Review Shest |
- Tools [System  Help
LA 3T Crrl+F
O e R B A S | R P e el e TS
b (77 Filter/Sart... Fa e ] :
: . Available FilterjSorts: (67 items)
AAMC #! | e Br/Sarts e ame Favorite | Type ~ e, .
Full Mamdg zép Manage Composite Scare... H=E ErLast Mame 5 - U, active applicants Pre-defined .
Address: g | | B Last Mame ¥ - 2, active applicarks Fre-defined Modify...
z Manage Local Data. .. alurif grLast Mame, Others, active applicants Pre-defined =
Lb Manage Users/Permissions. .. By LCME Accredited Schaols Pre-defined
LE Pre-defined
T : Mew Wizard. ..
r 24 ERAS Data Filter.., ErNo Ernail Address Pre-defined 1
| ‘iews Data Fileer Log. .. Bt Reviewed ppplicants Pre-defined Combine Wizard...
: BrPending Restoration of Documents Pre-defined
Select Pragram.. arPrewous Residency Experience Pre-defined
&Y Selact Pragram Track... F10 Berarked Fre-defined
< Ef Manage Program Track, .. grRewewed Applicants Pre-defined
7 BrScheduIed ko Interview Pre-defined
i E_,#' Wiew ERAS Motices... BrScheduIed ko Inkerview Sorted by Interview Scheduled Date Pre-defined
Fo é-rScrambIe Applications Pre-defined >
£ ¥

Mark As Eavnrite%‘ Unmark As Favarite

Apply Filker | Close

A new window will open with all available fields to select (which item to filter in or out)

[Pl New Filter/Sort Wizard &“l
I =
gr”‘ + 4 This wizard will assist you in creating a simple filber/sort,  This wizard may
g'* : +y be used ko filker on one field only. IF vou would like to create a mare P
P complex filter, please use the 'Mew’ fiter feature,
g'* v Select the field vou would like to filker on From the list below, and then click.

2 the Mext button. You may click the Cancel button at any time ta end this
g wizard and discard the filker. Zl

*
Qr* ABSITE Transcript Score A fard...
P AL
ﬁi’* ACLS Expiration Date
ﬁr”‘ Application Receiver
g'* Application Reviews

¥ Application Status

57 Apply For Track - TO
ﬁr* Apply For Track - T1 [Categarical (Categorical)]
gr* Apply For Track - T10
- Apply For Track - T2 [PGY2 (Advanced)]
£ Apply For Track - T3 o

May

Cancel ‘ ek = | |
Apply Filber Close
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Select the desired field and click on ‘Next'.

The criteriafor filtering appears in a new window. This choice varies depending on the type of field itis
—atrue/falsefield, atext field, adate field, a numeric field, etc.

Filter/Sort

ﬁr* Select the operator and value for the field vou have selected, below,
g* Give me all records where the field  Alpha Dmega Alpha _l

*
ﬁ?* iequals _v_i the walue !OEIections eld Fter Residcy .D.pliu:t l
EI"* ‘A0A Elections Held After Residency Application

* Membier of A0 d... I
gI" Mo 08 Chapter At My School
B 8 Gl et buithon to ranHrC= ik yeur selection, 112 Response - ard.
Ep+ select a different filker figld,
ﬁr *
ﬁr *
ﬁr *
ﬁr *
ﬁr *
ﬁr *
]

Ma

Cancel < Back Mext = I Eirish |
Apply Filer l Close J

Select the choice you want, and click on ‘Next’. You are nearly finished if thisis a one-field filter. The
Wizard gives you the opportunity to build a more complicated filter at this point.
Ejhar.fﬁnrt; -

CEs New Filter/Sort Wizard

Er+ | our Filter looks like this:

Ep+ Give me all records where
gr* The field ‘alpha Omega Alpha' equals the walue "a0w Elections Held After Residency Appl

v Wi (¢ Save this filker
e " Euild an this filker

Cancel < Back

Apply Filker l Close 1

Saving time with ERAS Lois Shuman
September 2005 Indiana University Department of Radiology
Page 6 of 17



The next screen asks if you want to exclude inactive or withdrawn applicants. It begins by having them
checked to exclude, but if you want to include them, you can remove the checkmarks. Then you are
given the opportunity to sort the filtered applicants. Y ou might want them in alphabetical order, or by
medical school, or any of the other fields available. Perhaps you have multiple applicants with the same
last name; in this case you can sort by Last Name, and then by First Name (so Alice Smith would be
listed before Walter Smith). The choices for each sort category are ascending or descending order (A-Z
or Z-A). Finaly you are presented with the filter you are building, and have the opportunity to giveit a
name. So that your personally created filters will be quick to find, you will most likely want them at the
top of the listed filter/sorts. To do this, put an asterisk ( * ) and perhaps a space before the name you
give the new filter/sort. Y ou have a second line to give alonger description of the filter.

Mew FilterfSort Wizard

Your final Filker looks like this:

Give me all records where
The field ‘Alpha Omega Alpha' equals the value '"A04A Elections Held After Residency Appl
also 'Exclude Inactive Applicants'
also 'Exclude Withdrawn Applicants'
sort applicants by field ‘Last Mame' in ‘ascending’ order,
then by Field 'First Mame' in ‘Ascending' order

£ *

What do wou want ko name wvour Filker? |* AOA after Application

You can provide an optional description: |A0.ﬁ. chptr at school, Elections held later I

ilick the Finish button to save vour filker or click the Back butkon to view the previous screen.

Cancel | < Back | JExt | Finish |

(Skip this next section if you don’t wish to create filters without using the Wizard)

New Filter/Sorts (without Wizard)
To create a new filter/sort, select Tools, Filter/Sort, and S =
click on New. Define the criteriafor filtering by

scrolling through the available fields and selecting the T

7|

one desired. Decide the condition, and value if
appropriate. Click onthe*Add to Criteria button to
include the criteria. If you don’t wish to show inactive
or withdrawn applicants who otherwise match the
criteria, click the buttons beside those selections. Click
on the Sort button to sort by last name alphabetically, or
by interview date, etc. Name your filter. A suggestion
for filters you personaly create is to aways name them
with something that will cause them to be at the top of
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Figld: Condition:
| = |
Select available fields from:

Al fields hd

Walue:
|

clearCriteria | ¢ |13 | and | or | adiiciens |

Additional Criteria

[ I Excluds inactive applicants ™ Exclude withdrawn applicants |

Sort... (Mane)

Filter/gort Name: |

Description: |

o) Cancel
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the list (such as beginning with an asterisk*). Click on the OK button to save your filter. This merely
creates but doesn'’t activate the filter. Y ou need to select it from the list of available filters and click on
Apply to see the results.

An example hereis the filter for applicants who have been scheduled for interview but you haven't yet
mailed their confirmation letter. Thiswill use alocal datafield that you will have created, called
Confirmation US Mail Sent (or Confirmation Email Sent). Since it the actual date for interview doesn’t
matter, we only need to give it a condition of ‘Is Not Null’, and since the actual date for mailing the
confirmation doesn’t matter, we only need to give it acondition of ‘IsNull’. Note that the Sort
category has more than one thing listed. Notice the asterisk and space in the Filter/Sort Name. By
using those, the filter would be listed before any of the built-in filters, as an asterisk is aphabetized
before a letter and none of the built-in filters had asterisks in their names.

Modify FilterfSort: * Need confirmation sent

Retrieve applicants that match these criteria:

l Education l Medical l ResiFellow l Publication l Experience l License l Track/Ranking l

-[HDtE| Confirmatior] I5 MOT MULY AMD [Confirmation Letter Mailed{I15 MULL AMD [Confirmation EMail sent]
15 MULL I

Define criteria
Figld: Condition: Walue:

| S = |

Select available fields From:

|,|:.,|| fields ‘ﬂ Clear Criteria J [ | ) J .ﬁ.gu:l| ]y J

Additional Criteria

v Exclude inackive applicants (+
W Exclude withdrawn applicants Fis
Sork, [Date Interview Scheduled] (ascending), [Last Mame] (ascending), [First Mame] {ascending)

EilterfSart Marme: {* Meed confirmation sent

Descripbion: |

Ik Cancel

Let’swalk through the steps in making thisfilter, sinceit’s really a 3-part filter.
1) Select the field [Date Interview Scheduled]. A condition must be chosen, and we click on ‘Is Not
Null’. At this point click on *Add to Criteria’ to have the correct wording appear in the upper window.
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2) Before adding a second part, click on the button that says ‘And’ to have that word appear in the
correct part of our filter.

3) Because the second and third parts are really together, we'll group them -- separate from the first
phrase -- with parenthetical marks. Click on the left parenthetical.

4) Next, select the field [Confirmation US Mail Sent], choose the condition *Is Null’ (meaning is
empty), and click on *Add to Criteria’ to have the wording added.

5) Again, click on the *And’ button to have that inserted into the filter.

6) The last part of the filter criteriais the email field, so select [Confirmation Email Sent] from the list
of available fields in the drop down menu, choose the condition ‘Is Null’, and click on ‘Add to
Criteria’.

7) Finally, finish the group with aright parenthetical, by clicking on that button. Click on the ‘ Sort’
button to select how you want the list to appear. Give your new filter aname. | suggest placing
something such as an asterisk and perhaps a space at the beginning of the name, so that it will be listed
at the top of your filters. Clicking on the OK button saves the filter. It does not apply the filter. The
new filter will be highlighted in the list, so you can click on apply at this point (to seeif there’s any
applicantsin the list)

You are alowed to modify the built-in filters, but then are required to give them a different name. The
list of filters also has some information such as ‘* Pre-defined’ or *User defined'.

Onethat I’ ve created and used each year is afilter to find just those applicants from my own school,
since that’ s something my faculty always wants to know (all through the season). When creating that
filter, the ‘ Condition’ will be a drop down menu, with al the schools listed of those applicants currently
in your ERAS database. It won't give you alist of all the medical schoolsin the world. If, when you
create it, you don’'t yet have any applications from your own students, then you won't be able to list that
school as your condition. Thisis possibleif you create the filter/sort very early in the season. Just try
again alittle later.

Another set of filters I’ ve created both for my own use and aso for the use of our faculty interview
committeeisfor individua interview dates. | create one filter for each interview date, and by applying
the filter, only those applicants scheduled for interview on that date will appear. Since our department
ison anetwork and our ERAS program is on the computers of our entire interview faculty, they can
easily review thefilesin their office beforehand. (Thisisthe sixth year I've used these filters, and it’s
worked better in each succeeding year.)
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Migration Wizard

Rather than re-create al my custom filter/sorts AND loca datafields each year, ERAS hasincluded a
MigrationWizard. WARNING: Last year’'s ERAS application must still be on the computer until you've
migrated the filter/sorts. If last year’s program and files have aready been removed, the new ERAS
program cannot find the old Filter/Sorts.

o This Migration Wizard allows vou to easily migrate your Local Data Fields
z * 5 and User-defined Filter/Sorts From last vear's installation to the current
Transrission Log 3 ¥ear.
Communication Settings... t L i Select the program unit you would like ko migrate Fram the list belaw.
e Cptionally, y¥ou can use the Browse button to specify a program unit nok
{ et ALELLLY i lisked below,
IMigration Wizard... k
IU Radiolagy Residekcy Program {indurncdr)
n%l System Information... Chrl+Shift+5

Erowse, .,

once you have selected a program unit, click the Mext button. You may
click the Cancel button at any time to end this wizard and discard the
migration routine,

Cancel ] = Back J Mext = ] Eiriish ]

This Migration Wizard can only migrate Local Data Fields and User-defined FilterfSorts that do nok
already exists in the current installation,

r—Mhat configurations do wou want to migrater -
v Local Data Fields
IV User-defined FilterfSorts:

b3

Cancel ] < Back ] Hext = ] st ]
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Startup Filter

When you close ERAS, the filter/sort you had last applied will be saved as the startup filter the next
time you open it. For this reason, during the interview season, | would deliberately go to the Filter/Sort
of the next interview day before closing ERAS, so that if any interview faculty opened ERAS at their
computer they would automatically see only those applicants they would be interviewing. Y ou may
want to leave the startup filter set at ‘al available applicants'.

ERAS Program Director’s Worksztation 2001 Startup Filter

~ Currently selected program — |
IIU Radiolagy Residency Program
Cancel |

— dpplication filker to use on startup

IP.II active applicants sorted alphabetically

~Mark the kracks you wish to review

3l C ategorical Iark Al |
WIPGYZ
Unmark all

Exporting

The exporting feature in ERAS allows the user to merge letters with addresses in aword processing
program, or save just the matched applicants into a resident database, or create some statistical tables of
selected groups of applicants. Thisis covered in detail in another handout.

B 1U Radiology Residency Program - ERAS Pi
J File Edit View Tools Help

|3 B | &) « «| uwo+ > » | 83| # | P Contact ERAS PostOffice...

=2 S IEET 3E

s Application Manager - * Scheduled for Interview - sorted by Inte
VolunteerfOther |  LicensurefExams | Documents | LocalData |

Summary Sheet I General | Education | Prev Res/wWork | Pub/Research I
l

Tables & Graphs

If your faculty want to know ‘How many <fill in the
blank> are applying to our program thisyear? as
mine sometimes do, you can quickly find this
information (without having to go through each file

Dé Update |

Statys | Scores | Intervi

and make a hash mark on a scrap of paper) by o e x
utilizing the Tables & Graphs feature. First, besure  ** statiti e
to have the appropriate filter/sort applied (All ¢ Enrsproge Sl

Email:

applicantsor only those from your school?). Then,

—Specify the Format and fields to display

Phone!

go to File, and select Table/Graph. Ml e C SRR SR
Additional Phone Number - Ad r -
. ) ) Alph_a Omega Alpha

The window allows you, at thistime, to select the e Wl vercce Tervow scovs j
Entire program or the Current filter/sort. Y ou can - gf{gyﬁmf; -
display the data as a table or graph, and have the —— |
choice of ‘Frequency’ or ‘ Two-way Cross Haired EZ:E; Eﬁ“pjf?iéﬂi 9 Doans Lir Prta:
tabulation’. You may select up to two fields. Lo | EEIEE ) |

Licensure:

i I Cancel |
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If the question asked is ‘How many women are applying to the program’, then you would choose
Table/Graph, and Entire program, Table, Frequency, and highlight Gender. Clicking the OK button
would give you atable with the number of Male, Female, and No Response gender applicants to your
program at the present time. Note: You must have the ‘Eras Data Filter’ set to show gender for the
Table/Graph feature to offer that field.

Y ou can then copy [i.e., to a spreadsheet] or print out the table.
In past years, this feature would allow you to display statistics
for either your local program, or for your specialty nationwide.
The last few years, the only information available was for your B8] « 1 ‘|

current program. El= \ VM Y5

BB 1u Radiology Residency Program - ERA!
J File Edit VWiew Tools Help

Volunteer/Other |  Licensure/Exams |
Summary Sheet I General I Education |

CIoNé | ®

Gender \[Frequency
No Response |\, 2
Male| ~ 371
Female 127

Changing Entire Recordset

Sometimes you want to quickly change every applicant’s filein arecordset. An example might be if
everyone scheduled to come for interview actually came that day (as we always hope will happen). On
the Review Sheet there is a box beside * Interviewed’, and you can go to each record and click on that
box. Thereisaquicker way and that is to change the entire recordset. Caution: This action will
literally change every record in that filter/sort. This year there is a mechanism to preview your results
and make changes before applying (or canceling) the change. It is more efficient if you've got a
filter/sort to select the group of people you need to work with (such as afilter/sort for a specific
interview date). Once you’ ve got the group you want, go to Edit, Change Entire Recordset.

Indiana University Medical Center Program - ERAS Prog

b Editps Miew  Mal - Tools  Swstem Help

_hange Entire Recordset, .. Ckrl+H

Yo |

o D |rq1z50033
. Restnre Deleted .ﬁ.ppllcant Chrl+R —
Modify .ﬁ.ppllcant Track... Celem | SR
I| F‘ul:u,l'Researu:h Yolunteer ] Licensure ] Exami
- = ' L] i ' s e ] R
Saving timewith ERAS Lois Shuman
September 2005 Indiana University Department of Radiology

Page 12 of 17



viewed” inthis case. Thereisafield for !New Value,
a calendar that pops up if today’ s datefs not what you

Choose the field that you want to change -- “Int
and adatefield. You can edit the date field wi
want in that field.

Change Entire Recordset

General ] Preview ]

Change Application Status

Field [y alue =i | /

Application Reviewsd: Alo Change
On Hold: {Mo Change
Selected To Interview: Mo Change

Inkerview:

|Mo Change

Inactive: |Ma Chanags B - e

Selected For Ranking:

Change Local Data {non-Skatus Fields)
Mark the box to clear the field or double-click to enter a new value,

Field I Clear Figld or Mew Yalue J ~
EMail Invitakion Sent O
Hatel O
Hotel Confirmation O
Confirmation EMail sent O
Crnfirratinn | atber Mailed m e
ok | Cancel |

Y ou can also preview the results, to seeif thisis really what you wanted to change.
Change Entire Recordset g|

General  Preview I

Recordset preview results: (10 ikems) Stop

Applicant Name 1 Field Qld Yalue 1 Mewt Yalue |
Jackson, Bradley Allen  Interviewed MNA 09/0212005
Gupta, Midhi Azad Inkerviewed A 09/02/2005
Deruso, William Albert  Interviewed MNA 09/0212005
Greene, Skyler wayne  Interviewed A 09/02/2005
Berner, Mark Daniel Interviewed MNA 09/0212005
Song, samuel sungwon  Interviewed A 09/02/2005
Caplan, Jordan Alan Interviewed A 09/0212005
Abdel-Malek, Peter M... Interviewed A 0970212005

El-Sherief, Karim Interviewed A 09/02/2005
5 0, Kristopher .. [ Interviewed T4 0 o

ak Cancel

Another use for changing the entire recordset would be to click on the ‘ Selected for Ranking’ field for
everyone interviewed that day (if they were selected for ranking).
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Scoring

ERAS has built-in scoring mechanisms that can be used throughout the season, if desired. Scores can
be given to separate components of the application, the individual interviewers, and the overall

interview score. These can be assigned
different weights, and a composite score
will be calculated based upon the weights
and individual scores. This can be used to
create an initial rank of your applicants.
Although at our program we didn’t give
scores to the Dean’ s Letters, for instance,
we did use this for entering the interview
scores our faculty gave on the day of
interview. We used these scores for
creating our initial rank list, and only
wanted to modify slightly on the ranking
day. The default weight to any scoreis 1
(or 100%) unless you define the score
weight. The best way to decide how to
use thisisto try it out —you can change
things around however often you need.

Ranking

At the end of the season you can create your rank list while still within |
ERAS. Firgt, be sure that every applicant being ranked has the
‘Selected for Ranking' checked on their Status sheet.

[ & 1U Radiology Residency Program =0l
File Edit View Tools Help

& B[S « | 1mos > w3 @ | contact ERAS PostOffice... | DF Update Program Data... | P [
IEEIF TS AEEL I
(+* Application . ~ager - * Scheduled for Interview - sorted by Interview Date

VolunteerfOther ] LicensW anms ] Documents I Local Data Review Sheet

] General | ECUNQE | PrevRes/Work | PubjResearch | Status

Summary Sheet ]Sgoresl Interview | Notes |

Applicant ID; N31782N11n4 -
S [T, Tl Define Composite Score 48 x|
Address:
Available scores: (12 items) Composite score definition: (2 items)

Field | Type l Field | Weight

Average Recommendation Score  System Average Interview Score: 3.0000
Email: Deans Letter Score System Overall Interview Score 7.0000
Phone: Overall Recommendation Score ~ System 22
NRMP #: Personal State_mant Score System =
Citizenship: Recommendation 1 Score System

B Recommendation 2 Score System

Recommendation 3 Score System &

Recommendation 4 Scare System
Medical Schoo | Transcript Score System ,_J<<
Location: USMLE Step 1 Score System
Graduation Dz | USMLE Step 2 Score System
Degree: USMLE Step 3 Score System
Previous Resic
Work Experier
Publications: oK
Research Exp
Volunteer Ex SEETE (3]
Licensure: No &’ J | |

Skatus ] Scares ] Inkerwiew ] Local Data ] ok

Application Status:  Application Received

Status I Marked
Application Received 09012005
O application Reviewed  MA

O on Hold Ma
[Oselected to Interview  MA

O 1nwited to Interview MA

[ wwait Listed for Intervi... MA

O scheduled for Interview  MA

| Oirterviewed Ma
%ﬁelected For Ranking MA
nackive A

Once all desirable applicants have been ‘ selected for ranking’, then go to File, Rank Applicants.
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[ AAMC Test Program (For Pr

—
e

i Application Activity. .. Fz E

dit  Mew Mal Tools Sw

Home Copy...

Export,..
Print Sekup, ..

&b prirk Application...  Chrkep
Exit alt+F4 e

1

If you offer more than one track (perhaps Categorical, or Preliminary, or Advanced) you will be asked
to select the track.

Rank Applicants

Select the track to rank:

|

ategorical (Categorical)
Preliminary (Preliminary) [
| i O | L | ]

If you have used the Scoring method, the applicants will automatically be listed based on their
COMposite score.

Rank Applicants for Track: Categorical {Categorical)

Applicants selected For ranking: (3 items)

Rank | Composite Score | AGA Match # | Applicant | Medical School
472,000 Brown, Robert Gabriel W= edic

Mowve Up

A 415,000 23516 Chung, Cho Philadelphia Call i CICAT
A Z14.000 Feigh, Bradly Freie Universita

A 4/1,500 Johnson, Jennifer Iniversity of Mz Bssign Rank. ..
A 5.000 S6360 Keoni, Michael Philadelphia Call

A 462,000 Kumar, Ajay All-india Inskitut Find. ..

A 440,000 Lopez, Miguel Fifth Pathway

A 440,000 Pathacky, Monica University of To Pl b e e I
Rank by Score Des
Feank by Sort Crder I
Prink Lisk
Create Rank File...

K | Cancel I
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While you are in this section, you can move an applicant up or down or to a specific number. When
finished, click on one of the ‘rank’ buttons — either Rank by Score Ascending (or Descending) if you
have no changes, or Rank by Sort Order if you've rearranged quite abit. Check over your list to be sure
it's correct. You can aso print out thelist. When you have everyone in the order that you want, you
can create arank file.

Create Rank File

To create a rank file, please enter a file name and then click the Save button to
zave the file,

File Mame: |Categorical Rank|

Save... | Zancel

L

Thisfilewill be saved as atext file (*.txt) in your ERAS Program Director Workstation on your local
hard drive (ERASPDW) . You can then upload it to the ERAS web site.

Save Rank File El@
Save i | () ERASPDW.2KE N | « @ ok E-

(T2l
[} acfpdf

£ log

File name: Categorical Bank
Save s ype: | Tent Files [ k] ] Cancel

Note: ERAS iswilling to work with programs, and they ask for suggestions at the end of each season.
If you have a suggestion to add to the ‘Wish list’, or aproblem or a gripe, they want to know. Thereis
asurvey available at their web site. Go to http://www.aamc.org/eras/ and browse.
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ERAS Tips—
Some tips jotted down while at ERAS training:

Exporting numbers that might begin with a zero - in text import wizard specify that those fields are Text
instead of General. (Applicant ID, NRMP #, & Zip Code)

Home Copy - not to be loaded back on the computer where the Program came from
Notes field - checkmark on "Notes" tab if not blank
Data filter - ERAS does not control how we use the data; they merely pass on information collected

If filter is created BEFORE data filter is turned on/off, it will still work. If filter is created AFTER data
filter is turned on/off, that field will not show.

New way: The information is stored in PDWMain.mdb (in local computer)- ERAS would be able to extract
for you if a legal case were in question.

Export - if planning to use in Word, save as .Doc file

Filter conditions
old: is null /is not null
new: is empty /is not empty

Local data fields

Types:

Date/Time

Numeric

Score (preferable for short #s) - can be included in composite scoring !
Text

Can change entire record to update local data field
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