
ORTRAC tutorial
Registration & payment

 Creating clinical capacity and capability

2017 rev:1



 

Administration software, both for society administrators as well as medical residents. Tools to create a variety of advanced regis-
tration and payment routines to be used for event like Part I/A or Part II/B. The online software deliver a link to be used at a public 
website and contains all the registration and payment routine needed to apply to the event.  
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Part 1: Step by step application

All important information presented to applicant up front.

Applicant’s first step is to create an account. This ensures they can always save their application 
and continue at a later point.

a



 

Create an account

New users will need to create an account, after which they will immediately return to the applica-
tion page.

a
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Application form & overview

After logging in, the applicant fills out a form with all important information, and submit (orange 
arrow). 
The application overview at the right hand side shows where the applicant is in the application 
process (blue arrow).

a



 

Application fee

Application fee is divided into a smaller Administrative fee and a greater Registration fee. We 
recommend that the administrative fee is non-refundable at all time. Only approved applicants 
are subsequently invited to pay the registration fee and confirm their seat.

a
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Paypal

Applicant pays through PayPal. PayPal’s payment gateway, like all parts of the application pro-
cess in Ortrac, are accessible to small-screen devices such as mobile phones.

a



 

Payment verification

All payments are stored in the applicant’s own payment history. The applicant can find informa-
tions about the time for the confirmed payment, name of the event/part payment (if any), the 
amount and an Ortrac Transaction ID, to be used as a tracker id in communcation with support.

a
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Review & submit application

After payment, the applicant has a last chance to look review their application, and may edit any 
information they’ve provided, before they submit their application for an administrator to review.

a



 

Application review

Application is submitted for review.

If approved, applicant will receive an e-mail prompting them to log back on and complete the 
registration by paying the registration fee.

a



Creating clinical capacity and capability

Pricing

Price is calculated automatically from application data.

Note that final registration fee here is € 400 for EU residents, as € 100 has been paid already.

a



 

Approved

After registration fee has been paid, applicant is provided with any information of your choice. 
No further action is required from applicant.

a
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Part 2: administration

This section describes the process for the administrative side of this process. How to control the 
application process and which tools to use

a



 

Review applications - overview

After logging on as a user administrator, you will be able to see all of your open application forms 
under Administrations \ Users \ Applications.

The number of current applicants will be summed in the table. Click the application form to re-
view its applications.

a
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Review applications - pending review

All applications pending review are listed. You may view any other applications by changing the 
Status dropdown list.

In the right hand menu you will also find links to some administrative tools. Click an application 
in the table to review it.

a



 

Review applications - parts in process

Green checkmarks in the overview show you that the previous parts of the process have been 
completed without issues. You may click the header of any segment to review the application 
data or the receipt of payment.

Select ”Approve”, ”Reject” or ”Request more info” for the application.

a
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Review applications - incomplete applications

If the application is incomplete, rather than rejecting it outright, you may select ”Request more 
info”. Describe to the applicant what is missing.

The applicant will be able to edit any previous information as well as fill out a new general-pur-
pose text field and upload additional files.

a



 

Review applications - e-mail communcation

Applicant receives an e-mail requesting them to complete their application. The instruction from 
reviewer is shown, together with a form to re-submit.

a
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Review applications - history panel

New information from the applicant is shown in the review form.

Reason for requesting info is shown in the history panel.

a



 

Tailor communication - settings

Click the ”Change settings” button to modify information that is presented to the applicant dur-
ing the application process.

From here, you may also open and close the application, or set the dates when the applicaiton 
automatically opens and closes.

a
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Tailor communication - email templates

In this page, you are able to change the information that is presented to the applicant.

Open the panel ”E-mail templates” to modify outgoing e-mails.

a



 

Tailor communication - open editor

Click ”Edit template” for any edit, to modify the e-mail that is dispatched at that specific point in 
the application process.

a
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Tailor communication - edit template

You may edit the subject and body of the e-mail. Use the ”Insert variable” button in the toolbar 
to insert variables that will be populated at the time of e-mail dispatch, such as the name of the 
candidate.

In the right hand panel, you may send yourself a preview of the e-mail you’re creating.

a



 

Download reports

Click ”Download data” to export all applications and attached files into Excel spreadsheets and 
Zip archives.

a
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Download reports - taylor layout

Use the forms to tailor exactly which information you want to include in your report. If you only 
export text elements, your download will be an Excel spreadsheet. If you also export user-up-
loaded files, you will receive a Zip-file with both the spreadsheet and the user uploaded files.

You can select to either download the data (orange arrow), or save the settings as a report (blue 
arrow), for quick access if you will repeatedly be downloading the same data.

a



 

Create & handle vouchers

Click ”Change Settings” to open the section for managing vouchers.

a

Click at the text “Manage Vouchers”
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A pop up window appears. Give the voucher a name, proper to the “problem” its suppose to 
solve. If its a campaign call it something like “Early bird reward”, edit the Code or leave it as it is. 
Set the Capacity to the proper number (0 = to unlimited) and add the correct amount, the value 
of the voucher. Click “Save”. 

a

Distribute the code as you see fit, add it to a public campaign at a web page or send it to a per-
son in a private e-mail. The user will be asked to add their voucher code, just before they are 
about to pay with their credit card (online).



 

Create & handle visa letters

Click ”Visa invitation letter” to open the editor for visa letters.

a

A window appears, in which you can create a customized visa letter for applicants.
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Create a letter from scratch:

•	 Orientation: landscape or portrait
•	 Background image: (sample: Medical Society standard letter)
•	 Edit Content: click anywhere in the picture; a square appears, control the size and placement 
•	 by dragging the corners & edges. Write appropriate text and add variables (fields from your 

application routine) to get an visa letter which will work for all the applicants.
•	 Preview the letter

a

The visa letter will be able to download for applicants after their final payment, as a personalized 
pdf document.



 

ORTRACTM Question Generator is specifically designed to 
simplify the task of generating new questions for medical 
examinations. 

ORTRACTM Question Generator also allows for importing of 
existing questions

All questions are easily stored within the system for use at 
any stage.  

ORTRACTM Question Generator is a powerful tool for creat-
ing advanced types of questions including:

•    Multiple choice
•    True/false
•    Sequence
•    Image mapping
•    Interactive image

ORTRACTM - Question generator

•	 Creation and reviewing of questions
•	 Support for large team workflow setup of writers, re-

viewers and translators 
•	 Support for questions using multimedia
•	 Tool for translation of questions into multiple languages
•	 Linking questions to topics

Value adding features include: 
•	 Linking questions to curriculum 
•	 Linking questions to recommended reading
•	 Organising questions into group/lists
•	 Creation of examinations
•	 Instant results including reports
•	 User statistics for analysis

Multilingual
option together 
with revison & 
history control

a


