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1. Introduction

The JRCPTB ePortfolio allows evidence to be built up to inform decisions on a
trainee’s progress and provides tools to support trainees’ education and
development.

The JRCPTB ePortfolio is part of a shared service used by many foundation
schools and other colleges. Trainees will be able to use the same username and
password as they progress through Foundation, Core Medical Training and
specialty training. A new version of the ePortfolio was released in August 2008
and the ePortfolio will be subject to further improvements and additions.

The administration, such as setting up users and posts, has currently been
devolved through the deaneries to trusts in most cases. If you have an enquiry
about the ePortfolio, your first port of call should be your Postgraduate Education
Centre. When we refer to “local administrator” in this guide, we would usually
expect it to be someone in your Postgraduate Education Centre.

The trainee’s main responsibilities are to ensure the ePortfolio is kept up to date,
arrange assessments and ensure they are recorded, prepare drafts of appraisal
forms, maintain their personal development plan, record their reflections on
learning and record their progress through the curriculum.

The supervisor's main responsibilities are to use ePortfolio evidence such as

assessments, reflections and personal development plans to inform appraisal
meetings. They are also expected to update the trainee’s record of progress

through the curriculum, write end of attachment appraisals and supervisor’s

reports.



2. Accessing the ePortfolio

Type in the web address: http://www.nhseportfolios.org

To log in, simply type in your User Name and Password into the login box and
click ‘Log In.’” If you do not have a User Name and Password or are unable to log
in with the details you do have, speak to your local administrator.

If you still cannot resolve your problem, email eportfolio@jrcptb.org.uk with your
query. If you have forgotten your password, click the ‘Forgot Password?’ link.

You will be asked for your email address and a temporary password will be sent
to you via email.

—
Filisrmtian lnr Senttina J
c¢Partfolio . .
Abicuit lig Suppart Logih!

NHS ePortiolio Login
Welcome to the new version of the NHS ePortfolio

Usar Name:
Jse the login baxes on the nght to-acidss the site, 1F you have a |
Jserhamefiassword am She previods version 3F eRartfolo, it wil altomatizaly =capds
work whear you login tocthis wersion, 17 you ware given a 10-digit code to uss — —
for st assessment ol 3 Traines, thern snter it in the Assessors bok an the
Tghit.

- Liad 1

Ifyiou have fordatteh your passwaord, yod can Use the Ragligsl Foizotten Burael Besawnids
Fa==wild proiiss
IF yaouhave any problems with ogoing in, please contact your lnical ASTESTES
sdmnustrativa lead I you veerergivan & 10-0igit woin tode

far an assessment, enhter It nave,
The Royal College of Paediatrics and Chilil Health should [ng in via Lagin Cods:
attpt el nheepartfalios og
pental ePartfolio users should |log (7 2t https sdental ohespartfolins am/ Gitr T Assgesmenl
HHS Educetion ‘or Scotland will comtinue to be respansib e foraParsfolio
development and changes
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3. ePortfolio Home Page

Once you have logged in you will need to select which role you have by clicking
on the relevant link. As an Educational Supervisor for the JRCPTB ePortfolio, you
will need to click on ‘Physician Educational Supervisor’.

Select Role

These are the roles that you are currently a member of. Please select one to enter efotfolio. You nan change ales using
the Select Role option mothe top mend,

3 Foundation Educationial Supervisor m Physician Educational Supersisor

m Fournidation Tutor m Phwysician Tutor

Welcome to ePortfolio for Physician Educational Supervisors

earch for a trainee

torical ePortfolio View Quick links

If wou have used NEZ ePortfoho befors
{in the provious vorcion) ¥ our proviows

atcount (showing sll saved dats) canbe
kt‘:‘:essﬂd wsing the link below;
Jaw mik oiaisus afis il s

Courses and Seminars . . ! ,
Quick Links’.

Ho dpcofming Courses oF S&minars In baur

To access trainee In the main area, you can

dew On the right-hand side
Mo cupvant zlek:

of the home page, you
will find some useful

———

records, from
before August
2008, click ‘View
my previous
ePortfolio’

search for one of your trainees.

m;.]cl’(}r

Ot SelectiRole (Frofile  Status Reporfs

\

Tranges Messages Hel

e

When using the ePortfolio, there is a consistent navigation bar at the top.




lePorttolio If you roll over
M.J L.I " | sslectRole | Profile | Status Reparts | Traines the top links,

A~ Pereongloesls N some will

display a
drop-down
menu of
further links
4. Profile for that
category.

Personal Details

You are able to check and manage your user profile, by accessing your ‘Personal
Details’ from the profile section.

Fersurmsl D als 1P Lsmuirt Climbslts

Below are the RPersonal Details on file for this account i eRortfilio, To update these detslls, click on the "Edit Detail="
button balaw, To update your phota or change your password, select gither the "Photo" or "Login Betails" tabs ahave.

Persanal Detalls

Names: CWMT Shpery(sor
GME Murtaer: agai1l

College Number:

Vhotoa Not

Uploaded

N
Department:
Email: cmi_t@gmailicom

Telephons!

Mabile:

To make a change to your
[ Edit Details | personal information, click

\_/ | ‘Edit Details’. |

When updating your user profile, you will find that most information is optional,
and not required by JRCPTB.

You can update this at any time but remember to save your changes.




-------- ~ T ooreeemeemmee---------—--- |f you see an asterisk,

Surname_* iSiLl-pémsﬁr this means this is a
A S et A A AT A LT A2 =353, required field.
GMC Number gmat11 |

College Number: | |

Address Line 1 | |
Addrass Ling 2 | |
Address Line 3 | | | |

Postcode | |

Country | |

S

" Sawe Changes |\ [ Cancel | ~ Remember to click
= - ‘Save Changes’.

Photo

The tab ‘Photo’ to the right of ‘Personal Details’ allows you to upload a

photograph. This is not mandatory.



25 ‘pload Phcto

Phgto NoE
Uplgaded

Current Photo: Select photo to upload:

| Select

Login Details

To update this
photo, click the
‘Select’ button and
choose a file from
your local hard-
drive. Then click the
‘Upload Photo’ link.

Valid file types are
.jpg, .gif and .bomp.
The maximum file
size that can be
uploaded is 2 MB.
The optimal
dimensions for the
photo are 150px x
200px. If you upload
a larger photo, it will
automatically be
resized to fit these
dimensions.

The tab ‘Login Details’ to the right of the photo tab shows you your username
and assigned role(s). Note if you have been allocated the wrong role, contact

your local administrator.

You are also able to change your password to something more memorable here.

Sunnort to fig this

Login Details
W=arname sUpCMTLAaRhdan
Rale(s) Physician Educational Supervisor

Balaw arethe Login Details on file for this account imePartfola; If your assighed Role(s) arencorrect, please contact

To chatige your passwiord, enter your Qld Paseward and a Mew Password below nd click the "Cliange Password" button,

Cliange Password
not use your usemame N your password
Old Passward

Memw Passward

Re—enter New Password

Rassword length st be betweern 8 and 14 characters and contain slphanutretic charastars only. ¥ou must also

Change Password




5. Trainee Portfolio

To view information on one of your trainees, click on the ‘Trainees’ link at the top,
then select the trainee from the drop-down menu.

Trainess Messages  Help

'l“: hfﬂlcﬂ’nrllolto T T T

e = Home

(4}
it
{n
L)

Trainee Dr Deirdre Derma - Home Page

are vigwirig the Trainees pages for Dr Deirdre Dernia,

Idze the links 5 Traines, The sections are divided as

allawis: To see a trainee’s post details,
sz 90 to ‘Profile’ and click
‘Post/Supervisor’ details.

Curriculum _ —— emm - dpEtanciés in the clriculu,

Profile - tetalls,

1w oo

Assessment - Yiew the warkplace-based assessrments that are stored it the Trainee's ekortfolis and add naw
aszessments.

Reflection - View the Traimee's reflection an learming opporturitias.

To navigate through the and write appraisal forms and view the Trainee's pefsonal devalopment plan
trainee’s ePortfolio, simply use
the links on the left.

e & summary of 2l appraisal and assessment forms; supemvisors reparts; AREPs:

Trainee Dr Deirdre Derma - Post / Supervisor Details

Fircllks * Below are the posts and supervizors listed for this accouft on ePartfalio, IF the current details are missing or
ardteedum y Iricorrect, please contact your local Post Graduate Administrator to assist In correcting this,

Current Post

Grade ST3:

Location.  Royal Free Hospital

Epecialty  Damratalogy

Dates DZ/03/2009 - 31/07/2009

Supervisor Dr Bddle Bupervisor (Educatianal Supervisar)

frograssmn r

All Posts

Grade | Location Spuiahy. Stan Date: | End Date
ST2  Fayal Free Hospital Usrimatclogy 02/03/2000 31/07/2009

All Supervisors

Post ' Type M . Location
|sT2.(02/03/2000 - 31/07/2000) Educational Supervisar G©r Eddie Superviser Boyal Free Hospital




6. Curriculum

To view a trainee’s curriculum progress, click ‘Curriculum’ in the left links and
then select the appropriate curriculum from the side menu. You will be able to see
a list of competencies needing to be achieved for that curriculum. You will also be
able to see trainee ratings, comments and supporting evidence as appropriate.

Trainee Dr Derek Derma - Physician Dermatology
jrainge Hrime
Pretfiz | T 5
Compelencies
Cumigulam ]
£ 1 Skin Biglooy .
ek e s e =————— Note the trainee’s
> ainee Faling : rien=, ‘1?/I'.IE=’ - rating and
rainge Comment: 1 have had some usaful experence n this.
] I f comments are
Progess| 4 -~ . ——— e — ; i hlghllghted In green
& 2 General Dermatalogy and that they have
# = Dermatopathology 3 linked to an
assessment as
95 Cqrtact Daakiis and Qcovbatianal Dompetases™ supporting
& b Preparation of Department of Social Secunity 2nd medles legal 1 evidence.
£ 4 Prick and intradermal kesting 3
# Sa Fasdiatnc Dematology 1 .
_ To view a pop-up of
# 3b Ganetics more information
& oz Dannztologieal Surgery, Skin surgery I——— 0N how a
A Gl Ccutdnzous Laser Suraery & Com_p6tency_ can be
S : == achieved, click on
& fc Cosmels Dermateldoy ' the ‘i’ icon.
& 7z Photodsimatalegy anid Phetodisgnesis

Click on the competency to view more detail and to rate a trainee for a curriculum
item. Ratings will vary from specialty to specialty.

Competency Details

THEs [t
Frnie » Physician Dermiatology
v , 1SKkin Biology
Action Bare Submiited By |~ Role Rating | oty ns
< 17/03/2002 O Derek s Sorme 1 have had some ussful experience in
3 17: 11 Derma o Exzperience this...

Acld Rating/Co,

To rate the trainee, select the appropriate
rating from the drop-down menu and then add
any comments beneath to justify this.

Rating: |
Bllank

Mot Achigved
Some Experignce

Carmmspits:

Back To Curritulurmy J [ Saye |

Toprovide the trainee with the knowledge of the structure and function of normal skin, The tranea will ba
ghle to explain the consequences of skin diseases and the means by which treatment may be effective.

Knowladge | Skills Attingdes and Behavipur Tenching and
Lzaming Methods.
+ Describe anatomy, » hpplhes khowledge e« Recogrises Importance of « Attend tranes
physiology, immunology, of skim biology when  basic sk biology for semitars within
biozhemistey and molecular assessing patients: understanding changes In sk department.

in health and diseasa:

biology of rormal skir.

« Selects appragriate o Joumal club

10



Competency Details

Physician Dermatology
1 Skin Biology

Action Date 4 g;mgd Role Rating Comments
| Chzarvad tralnpe recently dunrg s
i ; =i Educational Aehlaved climcal exam Jiad-an
Suparvisor Superwicar LS excallent knowldge: amj applied thi
in assessmernt and management .,
; 2000 Dr Derok T Some I haue h‘adw
17'.'11_: I:ge_rma l -E;—_-]__n_:l inllr_._n_:: l._fll.tn i

Add Rating/Comment
The supervisor’s rating
appears at the top.

Rating: Achieved -

Comments:

Click ‘Back to
Curriculum’ to see
the full list with

Ta Vvour undate. ¢nawledge of the structurs SRd furction of normal skin, The trainse wil be
able toiesplain the consequences of skin diseases and the means by which treatment may be effective:

Taaching and
Leaming Me tho ds

o Attend traines |

Knowleidge Skills Artitnides and Behaviour ‘

s Recaognises importanee af

. pplies knowladge

|s Cescribe anatomy,

Trainee Dr Derek Derma - Phygician Dermatology

Competencies

il =ity Helogy 4 The Supervisor’s
_ rating is
N2 highlighted at the

top.

qupawlsul R Ei/EIB{r_DEIEI {‘by or Edci'e Superv

knr_rwl'dg;: arnd applle&! this WE“ In azzessment and management.,
Trames Rating; Some Experence, 17/03/2008

':Jrnl'ﬂenl. Ik Aye fiad some/Useful axjeriente in ths..
7 L3R

A

o ‘_|||| 5c1 Despmatibie ar ,J\

ﬁ s RrEparation of [u-|_|d| tmer ar

L Fnek al'|!.'.1 INTEEER T t-’-.“.:turug i

|Jp—|| JEl r.ltl[E""'\-'.:- y

5 L digtric Darmetolon | L
% b Gehetiss A
B fia Darmstologisal Surgery: Skinsurgsry L

Soelal Seeurtty snd mssico ||_-L,j| rapurs E

11



7. Summary Overview

To get an overview of a trainee’s progression, select the trainee from the trainee
drop-down menu, then click ‘Progression’ and then ‘Summary Overview.’

You will see a summary of all assessments, appraisals, supervisor’s reports and
ARCP forms recorded by post for the trainee.

Trainee Dr Derek Derma — Progression Summary

Balow [s-a sumtmary of all assessmernts; appralsals; superviscr's reports and aRCR farms recorded by post.

'i‘yps Form'

Submisgions:

I mimiczy

& Summary MSF

@ pers:
[

W ek

ATAT

MSF Salf

fricltirtivien dppraizal

BB d

Mid paint review

End cf Attachinent spprasal

B E

ARCP

!:_

Supervisors Repart

ST3 - Royal Free Hospital - Derratology (02/03/2009 - 31/07/2009)

Click on the submission,
to view details.
Alternatively, you can
access sections for X
recording new &
assessments, appraisals
or reports from this
screen by clicking
‘Create’ next to the
appropriate item.

12



8. Assessments

Workplace-based assessments form an important part of training in medicine. A
number of different assessments over a period of time are used to provide
information on how a trainee is performing and their degree of clinical
competence.

A very important aspect of the assessments is that constructive feedback from
the assessor should be provided to shape trainee development.

Trainees are generally responsible for arranging their own assessments (e.g.
choosing timing, case and observer).

There are three ways assessments can be recorded in the ePortfolio:

The trainee records the assessment. This is what JRCPTB expects to be the
most common method.

If you have assessed a trainee to whom you are linked as a supervisor you
can record the assessment directly into their ePortfolio.

An assessor can be given temporary access just to enter an assessment by
using the “ticket” process. These assessors do not need to have an ePortfolio
username and will not be able to see anything in the trainee’s ePortfolio.

To view an assessment, select the trainee from the trainee drop-down menu, and
click ‘Assessment’ in the left links. You will be taken to a table of assessments
called ‘Work-Based Assessments Summary’.

AssessmentTitte View Summary Miew Submissions
i —
| 8T1 - Test GMT Haspital - €MT (06/10/2008 - 31,/12/2008) 1234567
| MHRICER e T T T T O T TS, Tt

S S

Q oo yonne 17 C4: 3 Cest Oblasi )

I MEF

To view the assessment,
click on the appropriate
submission link.

To record an assessment for your trainee, access the appropriate trainee’s
ePortfolio from the Trainee drop-down menu. Then click ‘Assessment’ on the left.

Then click ‘Add New

. — e Assessment’ to
| Fayuest Extemnal Assessmant | € Add Haw ASS-E-'SST_"“_____T)_ record a new
assessment yourself.
| Assesemant Tiile View Summary View Subimissions
. 5T1 - Test CMT Hospital - CMT (06/10/72008 - 31/12/2008) 1234567
MICES Q padln/z0nm 17: 24 37 (00 DT Test. carsultEnty
MSE il Srarnmary MSF B codindenne (s ad (test. otlery

13



Trainee Dr CMT Test - Select Type of Work Based Assessment

Please selgct the Fost that this Work Based Assessmeant shauld apply to and then sglect the "Craate” link,

Select the post that

Tramee's GMC Numiber:

Assessr's Mame:

Assessors Registration Numbser
(Bg GMT, NMC, GO

Assessor Grade:

BTN - Test CMT Hospital (05/10/2008 - 1 A2R005) ot
Post LET1 - Test CMT Hospital (05/10/2008 - 31A272008) 2 the assessment
applies to.
~ Action Click
- ick ‘Create’ next to
MIRICE B
MIniEES m—b the type of
m OOFS & Creats assessment you wish
Wetk Based Adssessment e F to record.
ChD %g&j!b
ACAT & Create
L
MiniCEX Ensure the correct name and
registration number for the
Datat haspusmert] Infaﬁrzmg assessor is recorded in the
' boxes below.
Traines's Surname’ Derms
Trainee's Forename Dairdrs

Dr Eddie Supervisor

iatataiea e af

Select the grade of the Assessor

in the drop-down menu.

Summarise the case
in the text box.

State the setting for
the assessment.

Madical Intervisying Skills:

I ——
o [ o | o | e | o I a=Cou D
Phyzicsl Examihztian Skills:
L o [ e | o [ 9 | o [ o I o
If a clinical

Record the assessor’s rating
for the clinical area by
selecting the appropriate
radio button.

area has not
been
assessed,
select ‘unable
to comment’

14




Trainees would normally organise for external assessors to have access to their
ePortfolio but there might be circumstances when you wanted to specifically
request an assessment for them. The following information about the “ticket”
process may be useful should you need to do this.

Homz = Zslzcl 4 Traings > Tranes Home s Assessment

Trainee Dr Roger Thompson - Work-Based Assessments Summary

Trames Hoe

Prefil= v Wworkplace-based assessments form an important part of traning i Medicine, & number of different

U » o @ssessments oyer 3 penpd of time are used te provide mformation on how a traines is performing and their
degres of clinical competence. & very important aspect of the assessmentsis that constructive feedback from
the gssessor should be provided to shape tramee devalopmeant,

HTIgEl

i el v Trainees are generally responsible for arranging their awn assessments (8.9, choosing tiring, casg and
observer), Supervisors should hot peiform all the assessments for a trainee anpd It is preferable to use different
agsessors for each assessmerit.

Thera are three ways assessments can be recorded i the ePartfolio;

» Directly from a suparvisor's acocess.

» Directly from the tramee's aceoess:

» Using the "ticket" process to provide access to an assessor who may not have amePortfollo account ar
belinked to the trames.

‘#ssessment Desonphions
Multi-source feedback (MSF) — Bead (nois
mini-Clinleal Evaluation Exercise (mini-CEX) - Bead lnofs .,
Direct Observation of Procedural Skills (DOPS) - Read mors
Case based Discussion (CbD) - Fean movs

Acute Care Assessment Tool (ACAT) - Esadmors..

- —
(_J_ Regquast Extarnal Assessment _J [ Add New Assessment

Thare ate ne Med oyt Work Bas8i dgsassrant forms for this gogount Vet

To make arrangements for an
assessment from someone who does
not have supervisor access on this
account, click ‘Request External
Assessment’

s = S2lact &

Trapes s Traihes Haphe 3 dccecshianl o Reglest Assessmarnt

Trainee Dr Roger Thompson - Request External Work Based Assessment

TiminEs FHpms

Ermtin b To request an-assessment from a parson who does net have supervisor access to this account an ePortfalio;
v select the "Reguest Mew dssessment” button betow, This will generata a .umgue code that the Assessor can
wse o login te ePortfolo and submit the:assassment.

Y Previously generdatad ticket codes are-shown below,

Lhpeales) 13
e _——l ‘Request New
Assessment’

Complete the fields below and then click ‘Generate Ticket’.

15



Trainee Dr Michelle Williams - Generate New Ticket

To reguast an assessment from 3 person who does not have suUpenfisor access to this account on aPartfolio
fill out the farm below and click "Mext", Mandatory figlds are marked with a *,

= < TETI - Royal Boumemouth Hospital (01/09/2008 - 31/06/2008) _—=>——

Add the assessor
details and add a
Assessor Email; message for the
Assessor Name "

Assessor Designation / Job and then

Title *;
&ssmssor GMC /RO
el al=T

Gssessar Location *:

Commant for assessor:

.\[ Genarate Ticket J) | Cancal |
"""\-u._____ ____.4-’

assessor if you wish

‘Generate Ticket’.

—

- S Select the
b B BRlCE [ M e EE e S S S W e L.
- o training post.
CIMiniCE Select the form(s) 9p
. [Moors: i i
SRS ¥ i which need completing
[eho

Trainee Dr Michelle Williams - Generate New Tickst

A unique login code to
The unigue login code for the Assessor to use is: HB8g4swand allow an entry to be
made to the trainee’s

An emall has been sent to nobfying the assessorof this unigue loginc ePortfolio is emailed to

SRS et Sl Sngs Erngll Sent To hssessor ——————————-—— the assessor.

Cear los Booth,
Lezessments have been requested for the trainee listed below.

Flease use the loglh code "5B2q4swSn3" to aocess these gssesstments fiom the ePartfollo hdme page at
https: /fwaww.nhseportfoliosorg

The: following Lnk will automatically enter this code for you:

httas) A nhseportfolios, org/ 2 nonyLogin/Logln, aspriLoginCode=58804swona
ASSESSEMENT DETAILS:

Traines: Dr Michells Williams.

Fast) ST1 - Boyal Bourpsmauth Hospital (01/09/2008 - 21/08/2003)
Assessments Requested: MiniCEX

Asszessof) Joe Booth

LogihCnde! 5B854swWEn3
Traines Commert)

Tharnk you for taking the time to complete these assessments
If wou have any problems: then please contact support by emailing support@nrhseportfolins. org

Emgards;
Cir George Harris

| ———=— Click ‘OK’
'-[ Ok -

16



9. Reflection

Good reflective practice is a core part of any learning programme. If trainees can
identify challenges and discuss them with you, it will help them to define future
learning opportunities and apply what they are learning in the work environment.

Trainee Dr Michelle Williams - Reflective Practice Logs

reflective practice materal can be recorded In your portfolio and used as example of leamming davelopment
Yau can decide if a reflective record iz to ramain private ar yau can share it with superuisors. Be mindful af the
need to ensure confidentighity of indwiduals invalved in the expenence

You can bse these templates to record a vanety learming experiences, using the Iist of questions ta ald your
refleclive writing,

Shared ertries are awallable for supervisoris] to review and, if they wish, add comments to. Supervisors are
not required to eountersign or “approve” reflactions.

Drate Date of

Title Type WModified Aciviy Sliared?  Countersigned? Action
e gnpctonon ATEON ojorenss X Edit Comnent/Sign
o e 1 o=
IZ-_:I':-:-.“'_E'LJ"'-" = Clinical Even e 1D/|j,5/'2909 v v
Eﬁ:i‘ji;;;?l‘; 14:3£9 09/06/2008 v X Edit Camment/San

If a trainee has chosen to share a reflection with
you, you will be able to view it by clicking the link.
You do not need to countersign the entry. This
feature will be removed shortly.

10. Appraisal

Trainees can record their own induction and mid-point appraisals. However, they
cannot record end of attachment appraisals.

One way of working might be to ask your trainees to save a draft of induction and
mid-point appraisals. Then you can check them and save a final version.

To access the appraisal section of a trainee’s ePortfolio, select the appropriate
trainee from the trainee menu, and then click ‘Appraisal’ in the left links and
‘Appraisal’ again.

Appraisal Form View Sulimissions

. |
§T1- Test GMT Hospital - GMT (06/10/2008 - 31/12/2008) 1234567

Mid point review

To view an appraisal that
has been submitted by

your trainee, simply click
Appraisals are recorded as final or draft versions. If you see the | on the submission link in
small writing icon, it means the submission has been saved as the appraisal table.

a draft and can be edited.

17



Save Form As Draﬂ@ If you want to save a final

version of an appraisal
document, ensure the
tickbox next to ‘Save Form
[ Saua | [ Cancel ] as Draft?’ is unchecked.

Sometimes you may record an appraisal yourself.

Trainee Dr KV Test - Appraisal

& formal process of appraisals and reviews underping Medical Training. This process ensures adequate
supervisian far yvou during training, and provides cortinuity betwesr posts and different supervisors

The appraisal forms can be written in draff by the trainee and then checked and finally saved by the
supervisor

Induction Appraisal - Cead rore

Mid-point Review - Eeail more.

End of Attachment Appraisal - Bzl ore..

MNote! &ny educational orteaching meetings shodld be recarded inthe Dellecriys Practice section.

Add Appraisal | To record a new appraisal,

| click ‘Add Appraisal’
Select the relevant post

Ua/ from the drop—down
Post ST1 - Test CMT Hospital (16/10/2008<3TA2/2008) ~ || o

Click ‘Create’
next to the
type of

appraisal you
LCreate D wish to record

appraisal Form

18



Whiat still needs (o e addressed

Has any assessment or aspect of performance highlighted any coneermns which should be addressed within

the POPE

Further explanatary comments

Complete the relevant T
fields and then either save
the appraisal as a ‘draft’ or

as a final version. P
( Sare [| | Canigal |
. A
11. Personal Development Plan

To look at an item from a trainee’s personal development plan, select the
appropriate trainee’s ePortfolio, and then click ‘Appraisal’ in the left links, and
then select ‘Personal Development Plan’.

Title Dats Modified  Achieved? Shared?  Countersignasl? Action !

A Ereaking bad news 24/10/2008 15:01 X W 4

To view a personal
development item,
click on the title link.

Please note, you do not need to
countersign Personal Development items
and this feature will be removed.
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12. Supervisor’s Report

The Supervisor's Report has been developed by JRCPTB based on the report
proposed in the Gold Guide but adapted to meet the needs of physician’'s training
programmes. It is intended to be a generic report that can apply throughout core
training and in all specialties of medicine.

It is designed to allow for it to be used flexibly depending on local arrangements
— either to record progress during the course of a single attachment (e.g. a single
4 or 6 month CMT attachment) or a full year (possibly covering 2 or 3
attachments). Trainees can see the reports but cannot add or update them.

A Supervisor’s Report can be saved as a draft to be updated or can be saved as a
final version. To record a Supervisor’s Report, click ‘Create’ next to the
Supervisor’s Report item beneath the relevant post in the summary table.

Supervisor'sReport
Tramee Name: O CMT Test . .
Trainaa GVE! BE7EEAn Complete the various fields and
o radio boxes in the online form.
Specialty
completed By: CNIT Suparasar

Periad covered by this report
From: [ i

O [

Personal Develapment Plan

Has the traimes st appropnate aliectives in thair personal
developiment plar and mist these objactives satisfactonily? badlos

Cammeant an the FOR, particularly if answering o

Save Faorm As Draft? [] / You can save the Supervisor’'s Report
— as a draft to come back to later by

ticking the checkbox and then clicking
‘Save’. Alternatively, you can just click
| Save: J [ Cancel | Save’ to save a final item.

TIP!

To help you complete this, it may be useful to refer to more than one screen at
once (e.g. the trainee’s curriculum/appraisals etc). In Internet Explorer, for
instance, you can open a second window by using the shortcut ‘Ctl’ and ‘N’ keys.
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13. Status Reports
You can run reports on your trainees to monitor their progress.
Summary Report

Using the Summary Report tool, you can get a summary count of the forms
completed for your trainees.

N ePortlolio
'_ﬁ__LId i ¢ | Frofile | St Reports | Tramees.| Messagi Solect ‘Summary
SummaryRepet o Report’ from the

Status Reports
dropdown menu.

Moo= = Status Benorlc = Sumimary Refor:

Summary Report

Toohtain & count of filled forms, filter by Grade and/or Year using the selections below and then olick "Search Forms!

Y@ o= @urrent pasts anly
Submitted date betwasn |7:!|"ﬁ |7|Ff,
[F18ll post locatiofs {urcheck to salecs individual locatiohis)
w ' [ Seawh roms |
You can filter by grade or year
Select which grades and if you and specify whether this
want to select a specific location should be current posts only. Then click
uncheck the box to the left of . ,
Search Forms

“All post locations”
P And a summary of

completed forms
will be displayed.

14. Support

If you have a problem with accessing your ePortfolio or your trainee details are
incorrect, your local administrator in your Postgraduate Education Centre should
be able to help.

If you need support with another aspect of the ePortfolio, you should click on the
‘Support’ link and select the category you need help with. If you are not directed
to a web page with the support that you require, you will be able to send a
message direct to a support administrator.

You should get a response within three working days. If the support team are

unable to resolve your query they will let you know that it is being redirected to a
technical development team who will get back to you within ten working days.
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Support
if you are having any diffitultiss using the eRortfolis application, wewould be happy to assist.

[f yow want to qwe us: any corrments, suggestiors; or ganerzl feedback, olease email efortolio using ths address:
Taathae|of coartfoyesarg.

Flease select the catego~y tha: best descrbes the Issud you ard facing

_ Selact Catego

Bdmin Select the type of

AuasbgEnEnlsF oy .

CumcuumiConpeteray SUppOf_t you require and
then click ‘Next’.

General
Lagin
Profile - . :
F{aﬂacuan e mag | susnar

If you cannot resolve your problem from the text provided in the ePortfolio, then send a
message to the support team by clicking the contact form button at the bottom.

e e

R T — questiug Continie to support contact form >:=)

Support

Please cantact you local administrator if your problam can be resolved dirgctly by them [see tiotes below)

Flease select the type of enguiny that query relates to;

] nummmmmmmux-_i__
post details, assignment of supervisor, or are
experiencing any other problem that requires Select your
s vour local Post Graduate Administrator’s
'age arvar intarvention, we recommend that you coptact problem type and
4 dat your Mozt Graduaste Administrator first as that th lick
eorrect data will ke the quickest way to resolve your issue, en clic
(he » Page error: If youare repeatedly experisncing an ‘Comp|ete
Brror page
« Incorrect data: [fthere is some data in youn Support Form’

ePortfollo that appears to be Wrong, and you, el your
lacal admiristestor, are urable to fis it

If yau think the issue car only be resolved by the ePortfolio support team then please complete the support form:

| Coemgplete Suppert Form 1
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If wou thinlk the lssue-can anly be resolved by the ePortfolio support tearm then please complate the suppart fokw

Flease use the farm below Lo submit a detailed description of the problem you are having.
Fields marked with a * -are mandatary.

wWe will communicate with you on this issue using the email address entered below,

Category: AssessmentsyForms
Subject *

Description of issue *

Submitted By
Email éddress *

Confirm Emall &ddress ¥

lomnt_test@omall.com |

et test@grvisil. com |

1 you want o use a different email addréss a5 shawn abova
plaase ensure bath bouas are complated with the same emall addresz

Subrmit Support Heguest

Give as much information as you can about the problem you
have. You can change the default
address for the support team to contact you at.

email address to another

You will receive the following

Support

Your message has been

confirmation message.

sent to the ePortfolio support team.

I

Al correspondence regarding this enguiry will be sent to emt_test@gmail.com
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