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LoGIN AND HOME PAGE

This manual gives an introduction to trainees on how to use the functions within ePortfolio. You will
have been provided with a username and password and this should be entered into the login screen shown
below.

RC Royal College of

G P General Practitioners

Username and Password

Usemame: | | Pt boxes are both case sensitive
Password: | |

Forgofien Password?

You can complete certain Assessment Forms without logging in.

The Forgotten Password option allows you to enter an email address to retrieve a password. Please note,
this function will only work if an email address has been provided in the profile in ePortfolio.

If an email has not been provided in your ePortfolio account, then please contact the system
administrator.

Once you have logged into ePortfolio, you will be on the home page which is entitled “Welcome Page’.
The column on the left allows you to navigate through the system that has been tailored for your access
level.

Rewal College of
General Practitioners
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Perzonal Details Dr GP TraineeA Home

You can download and printésave a copy of your enlire portfolio.

R

Meszages (00
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Your Educational Supervisor is Mr Ed Superi
Your Trainer iz Mr GP Trainerd
‘Your Clinical Supervisor is Dr Clinical CSupert

Flease check you have signed all the necessary declarations and agreements

Main Menu

~  + NMRCGP

o Persgnal Development Plan
o Applied Knowledge Test
o Clinical Skills Ascessment

o Accace

Help o W g-Bg 55 855 ali
o Progress to Cedification
) o Reviews
Logm b S
+ Cumiculum Documents
(v notes o Being a GP
N / o Competency Areas
o RCGF Curriculum
« Useful Links
RCGF Curniculum Website
External Resources
eleaming Links to be cenfimed on Thursday
Fodcasts to be confirmed on Thursday
RCGP Homepage
Courses

a

oa0aaa

In the next few pages we will look into personal details and emailing through ePortfolio.
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DECLARATIONS AND AGREEMENTS

There are declarations and agreements that require an electronic signature from you to verify that you
will abide to the agreements set. One of these declarations also needs countersigning by your Educational
Supervisor. From the home page, click on ‘Declarations and Agreements’ to open the window shown.

Declarations for GP TraineeC

Mote: This page now displays declarations signed during the current post only.

Type Sign by Signed Countersigned
Probity: Professional Obligations Trainee  Motsigned  Not Reguired
Probity: Convictions and disciplinary actions Trainee  Motsigned  Not Reguired
Health: Professional Obligations Trainee  Motsigned Not Reguired
Health: Regulatory and voluntary proceedings Trainee  Motsigned  Not Reguired
Educational Contract Trainese  Motsigned  waiting for signature

A

.
eecc0c0cccccccse
.

1. To sign the declaration, select the one you wish to sign by clicking where it says ‘Not Signed’.
2. A new screen will show the declaration.

Declaration

Probity: Professional Obligations

I accept the professional obligations placed upon me in paragraphs 48 to 58 of Good Medical
Practice (See GMC Website or Appendix 2)

| have read this declaration and agree to be bound by it
Or GP TraineeC

3. To sign the agreement, click the agreement text at the bottom of the box.
4. You will be returned to the declarations and agreements screen and the signed box will now have the
time and date stamp for the signature.

Declarations for GP TraineeC

Mote: This page now displays declarations signed during the current post only.

Type Sign by Signed Countersigned
Probity: Professional Obligations Trainee 06/08/2007 16:46:27 Mot Reguired
Probity: Convictions and disciplinary actions Trainee Mot signed Mot Required
Health: Professional Obligations Trainee Mot signed Mot Required
Health: Regulatory and voluntary proceedings Traines Mot signed Mot Required
Educational Contract Trainee Mot signed waiting for signature
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PERSONAL DETAILS

The personal details section contains information such as address, email, phone numbers and login
details. To access this information select ‘Personal Details’ on the left toolbar (Section shown below).

If you notice that any of your personal information is incorrect, please
login to the RCGP Membership Site to correct it. You can edit your
ePortfolio login password here.

1

- Dr GP TraineeA ;

i H :

i o Boxes which are greyed out in Part 1 or Part 2 are
{5 Personal Details coeefeeeccecceceny not available for editing by this user. Details may
};' Mezzages (0) ‘ need to be edited on the RCGP Membership site

or by the system administrator.

Personal Details

\/ :
Personal Profile PART 1 - PERSONAL DETAILS <-cooeeeeeeee
You cannot edit your personal details here - please make Name :
any changes in the RCGP Membership site. |DrGP ST

You can update the following: &MC Humber

® Password |
abcdefg
Department

| Work Telephone
‘ Personal Email

|nmrcgp@rcgp.org.u|-c

UserName

Mo Trainee Absences Recorded |traineea

Change Password: Enter Original

New Password

| i
+»> Confirm Password :

| i
< Yeroooooooono i

PART 2 - PERSONAL DETAILS

Address 1

|
|
|

TowniCity

!

Postcode

!

Country

!

: Changes to your password are made

forsses-here by inputting the original password,
selecting a new one and then clicking on
‘Save Password’.
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MESSAGING SYSTEM

The Messages section allows you to send and receive emails to other ePortfolio users for easy communication.
Email addresses are listed by Person, Area or Role.

T You can read your current messages in this window. The toolbar on the
; Dr GP TraineeA ; . . . .
: left will show if there are any new messages in your inbox.

Harme

A

e

Perzonal Details

e

Mezsages (0] e

seeseseeess Messages can be deleted by marking them for deletion then clicking
o .

on ‘Delete Selected’. s .

Messages for Dr GP TraineeA
= Inbox || & Compose || B2 Address Boaok || 8 Sent ltems || [+ Drafts
INEOX Date Order: |-Desc- ¥| View Number of Messages: |-10- ¥ |
Status  From Subject Date Delete
= M Meil Mekanus test, Support 0 3889 OEME2007 D

=4 b Meil Mehanus Dioes this work, Support ID: 3886 220072007 D

b= Dr GP TrainesB Meszage to 5 Trainees 22072007 |:|
Messages 1 To 3 0f 3 Delete Selected 4|

InBOX (RECEIVING MESSAGES)

When a new message has been received in the inbox, an email will also be sent to the email address that has

been provided on the system. The email that you receive will inform you only that you have received a new
message in the messaging system.

The messages that you receive are only available in plaintext format.

Messages for Mr Reg Admin1

% Inbox Compose Address Book || & Sent ltems Drafts
From:  Dr GP TraineeA
To: Mr Reg Admin1
Date 1T/07/2007 at 13:51:45
Sent:
Subject: RE: This is test to send to ALL using the book
Message:

| got your message.

—-Qriginal Message—

From: Mr Reg Admin1

To: Dr GP TraineeA

Subject: This is test to send to ALL using the book
Date Sent: 17/07/2007 at 13:19:21

Message: This works doesntitl

[ Reply ][ Delete ” Close ”Print]

Once you have read the email you can choose whether to reply, delete, print or close the current message
that you are viewing.
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CoMPOSE (SENDING MESSAGES)

You can send messages to all other users of the ePortfolio system.

TermS AND CONDITIONS
Users must take the same care in drafting a message as they would for any other communication. In ling
with current national NHS guidelines, confidential information including patient identifiable information|
should not be sent using the ePortfolio messaging system.
[Messages of an offensive nature can be traced to the originator and action will be taken against the
perpetrator.
Serious deliberate breach of the messaging policy may be regarded as gross misconduct and as such dealg
with under the RCGP disciplinary policy and procedures and/or through legal action.

There are two options for selecting the recipient of the message. You can search by person or by area (trainees

only).
Messages for Dr GP TraineeA
= Inbox Compose || B2l Address Boaok || Sent ltems Drafts
Select an Option
Search for a Person Use the options on the left for messaging
FPReO00000 Search for & Persan
List Trainees by Area Terms and Conditions
I 0 L VO : NS List Trainees by Ares
o Uzers must take the same care in drafting a message as they would for
any other communicatian. in line with current national MHS guidelines,
confidential information including patient identifiable information
should not be sent uzing the Eportfolio meszaging system.
hdeszages of an offensive nature can be traced to the ariginator and
action will be taken against the perpetrator.
Serious deliberate breach of the meszaging policy may be regarded as
gross misconduct and as such dealt with under the RCGP Disciplinany
policy and procedures andfor through legal action.
v . :
Searon for a Ferson To search for a person, enter their surname and their role type
Flease enter Person's surname: within ePortfolio from the drop down box, then click search.
T If you are unsure of the full surname or spelling of the surname
Any Role b then you can use the wild card function; wild card symbol
Search . .
is the percentage symbol (%). This can be placed anywhere
within the surname box.
Trainees can be searched on by area also. Use the drop down
—_— box to choose an area, then click ‘Continue’. This will then
e e pick up all the trainees within the area you specified.
2 Maternity v

After selecting the surname or area in the above boxes, you will be able to start composing your messages.
You can choose whether the email is sent now or whether the email should be saved for sending later

(Drafts).
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= Inbox Compose Address Book || % Sent termns Draftg [

List of Persons Please note...

TraineeA , GP O When a message is saved you will not be able to add additional people to the mailing list.

RGCP User You are allowed to save a maximum of 5 draft messages.
Z RCGP Test
Location 1

Traineeb , GP D

From: Wr Reg Admin1

RGCP User Subject:

Z RCGP Test
Location 1

” Compose Message
TraineeC , GP 7] (you can copy and paste into here)

RGCP User
Z RCGP Test
Location 2
TraineeD , GP F

RGCP User
Z RCGP Test

Location 2 Send Message ] [ Save Draft
Traineed , GP D

RGCP User P RN .
Z RCGP Test H
Location &

Select here which persons you want the message to  Ifyou chose to save draft, it can be viewed by clicking
go to. Then click ‘Send Message’ or ‘Save Draft’. on ‘Drafts’.

DRAFTS

Saved messages are shown here for the user to send them later. Please note, once a message has been
saved, you will not be able to add additional people to the mailing list. You are allowed a maximum of 5
draft messages.

e Inbos Compose Address Book || % Sent ltems Drafts

DRAFTS View Number of Messages: b

Subject e , DraftDate To Delete

test P 18072007 TO: Gavin Hatchett m

Test mezzage 0S/07/2007 TO: GP TrainesA |:|

Messages 1 To 2 Of 2 [ Delete Selected ]
A

To send a saved message, select it from area ~ Delete any saved messages that you :
shown and the email will reopen. Then  don't require here to make space for e ‘
click send. more draft messages.
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ADDRESS Book

The address book allows you to view all the people currently on the system. You are also given the option to
save them in your personal address book within ePortfolio. This is very useful if there are a few people that
you contact regularly. When you first come to use the address book there will be no one listed under this
section; you will need to go in and select those users you wish to see in your personal address book

= Inbasx Cornpose Address Book || W% Sent lterms Drafts

Search for a Person to add to your Personal Address Book
Pleaze =elect a role:
|C|inica| Supervisor V|

Personal Address Book

No People have been added to your Personal Address Book.

Pleaze =elect a hospital:
ZRCGP TestRegion 1, ZRCGP TestLocation1

Select the role and hospital of the person, then click ‘Send’. The address book will then show which users
you have selected.

V Address Book Personal Address Book

CSuperl Dr. Clinical | | Add sz [ »|  People currently listed in your Personal Address Book . Delete
1. CSuper1 Dr, Clinical D
Z RCGP Test Location 1

Roles within Eportfolio:

#® Clinical Supervisor

You can now populate your Personal address book by

clicking ‘Add’.
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TRAINEE EDUCATIONAL ACTIVITIES

There are many educational activities for the trainees which include information on the curriculum and
building up a learning log. Use of these tools will help your education. We will look at each of these
in detail. Please note that information contained in your ePortfolio account can be viewed by officials
from your deanery as well as your current trainer, educational supervisor or clinical supervisor; only the
messsages and learning log are kept private (unless otherwise selected).

LearRNING Lo

Functions Available
* Add new learning log entry

View and edit an existing learning log entry
*  Attach evidence and send to PDP
*  Share or unshare a log entry

The learning log allows you to record a wide range of learning oppotunities
that will arise during your period of training. You can split the information
into different categories:

L T

-FI_.earning' Lo +veeesioeses
{ POP

n
1 Ewidence

¢ (linical Encounters

e Professional Conversation
e Tutorial

* Reading

e Course/Certificate

e Lecture/Seminar

e Out of Hours Session

{E CUFFiCUILIm
{ Documents

& kills Log
Y Usetul Links
1

( Ferzonal Library
- i, i,

e

The information that you store in the learning log does not have to be
shared with the trainers or supervisor. It is your choice whether you want
them to see it.

©00000000000000000000000000000000000000000

<«

Enter a new: Clinical Encounter | Professional Conversation | Tutorial | Reading | Course/Certificate |
Lecture/Seminar | QOut Of Hours session |

All recorded activities

Clinical Encounters | Professional Conversations | Tutorials | Readings | Course/Certificates | Lecture/Seminars |
Cut Of Hours sessions | All |

Filter |Event v/ l

| No curriculum heading | l Find ]
| |T3rpe Event |Date
a Course/Certificate How to take bp 20/07/2007
Q Lecturefsemmar G P S R R T 19,- D?IQDD?
Q C|II‘IIEE|“E;‘;.I.:;IJI'ItEr test 19/07, 200?
| Q COut Of Hours session Just a test 18/07/2007
@, Tutorial THis is a test 12/07/2007
Q Coursexcemﬁcate How-tousetheeporﬂioho 1“0?;200? et e
i Q e C||n|Ea|EnEUunter TP IR patlent Fe”m,er R s 1“0?’200? R ol PRI T
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ADD NEW LEARNING LoG ENTRY
To add a new entry, follow the steps shown below.

1. At the top of the screen under the section headed ‘Learning Log’ select the type of log you would like
to create. For demonstration purposes, we will use create a ‘clinical encounter’.

e e

jf Eami g Lo
i

“Enter a new: Clinical Encounter | Professional Conversation | Tutorial | Reading | Course/Certificate |
,E Lecture/Seminar | Qut Of Hours session |
U e o A o, A o e et R AT B e o Ao il e B T e N G e B WA

2. Next you will see a message box appear asking you to make sure you are complying with the data
protection act; names of patients or staff should not be used in any log entry. Please use initials where
necessary.

Windows Internet Explorer

' 1t is important wou anonymise any patient identifiable information by using initials, The same applies to any individuals
[ working in the hospital or in the department

3. Firstly, select which curriculum headings this clinical encounter would feature under. To select more
than one, hold down the CTRL key and use the mouse to click on the headings you require.

4. Continue filling in the information as required. There is no word limit so you are able to provide as

much information as you wish.

When you reach the bottom of the form, click on ‘Save Event'.

6. Once you have saved the log, you will be presented with a summary of your log showing all the
information.

hd

Clinical Encounter
Edit record | Share record | Delete | Select Descriptors |
Current Selections

e Curriculum Statement Headings 3.6 Research and Academic Activity
s Curriculum Statement Headings 4.1 Management in Primary Care

Date 13/08/2007

‘What happened?  leamtstuf o
‘What, if anything, happened  leamnt | needed to learn mare |
subsequently?

‘What did you learn? leamt that | don't knaw much about dermatology |

What will you do differently in  go and study more about dermatology
future?
what further learning needs did dermatology course

you identify?

How and when will you address go on course
these?

Record created 13/08/2007 15:27:01

Education Super\_ri-s;o.;-(-j-orl%-n;n_e-r:n:. .
Storage used 34% of 10Mb

Supparting Evidence  Attach file | |[ Browse. ] (Max size Swb) | Uploadfile
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EpiT AN ExisTING LEARNING LoG ENTRY

If the learning log has already been created and you wish to make amendments to it, follow the steps
below.

1. Click on ‘Learning Log’ on the left menu.
2. Under the section marked ‘All recorded activities’ you will see all the logs you have created.

All recorded activities
..gp| Clinical Encounters | Professional Conversations | Tutorials | Readings | Course/Certificates | Lecturs/Seminars |
H Out Of Hours sessions | All |
Filter |Event v || |
I X z -
| No curriculum heading v ’ Flﬂd]
| Jrype [Event |pate [shared |Read |
@ Course/Certificata How to take bp 20/07/2007 v v = |
@ Lecture/Seminar Insect bites in winter 19/07/2007 PV X = |
a, Clinical Encounter test is/07 /2007 ‘/ ‘/
@ Out Of Hours session Just a test 19/07/2007 X nfa
@ Tutorial THis is a test 12/07/2007 v v =
@ Course/Certificate How to use the ePortfolia 11/07/2007 X n/a
a, Clinical Encounter patient fell over 11072007 ‘/ X

‘.. From here, you can choose whether you wish to see all the logs or just specific logs; for example, only clinical

encounters.
3. When you have found the entry you wish to amend, click the @ icon next to the entry.
4. 'The log will open up to display the contents of the log.

5. Click on ‘Edit record” at the top of the screen ;= == ws o r=mr v mie s

}Backto list | Edit record | Validated | Send to PDP i
©pnan s Ape s

6. Make any changes to the record that you require and click on ‘Save Event’.

T T T e T
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AT1TACH EVIDENCE

If the learning log has already been created and you wish to attach evidence that you may have gathered
follow the steps shown below.

Click on ‘Learning Log’ on the left menu.

Under the section marked ‘All recorded activities” you will see all the logs you have created.
When you have found the entry you wish to amend, click the % icon next to the entry.
The log will open up to display the contents of the log.

Scroll down to the bottom of the screen and you will see a ‘Supporting Evidence’ section.

DA .

P S e s i T e i e i T e L ety e s T e e i L e A e L T e e pT e L e T T e et et T

:Supporting Evidence  Attach file | |[ Browse.. | (Max size 5Mb) |_Upload file

PRI E S F PV PR T A A S T S

PRy N

6. Locate the file using the browse button and then click on upload. Please note, there is a 5SMb limit to
the attachment.

ApD LEARNING LoG ENTRY TO PDP

If you would like a created learning log entry to be attached to your Personal Development Plan, follow the
steps below. For more information on the PDP, go to page 15.

Click on ‘Learning Log’ on the left menu.

Under the section marked ‘All recorded activities’ you will see all the logs you have created.

When you have found the entry you wish to amend, click the @ icon next to the entry.

The log will open up to display the contents of the log.

Click on ‘Send to PDP’ at the top of the screen.

RARIN I

et T e e T et T e T et — i

;jBackto list | Edit record | Validated | Send to PDP |

s ol Aot A A et i B

6. You will be asked to verify that you want to place the log in the PDP.

Windows Internet Explorer [z

\_'.‘:) Are you sure you wank ko create a POP record based on this log enkry?

[ 04 ] [ Cancel

7. Complete the information in the PDP as required and click ‘Save’.
8. 'The entry will now be added to your PDP.
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SHARE OR UNSHARE A LoG ENTRY

You may share a log entry with your trainer and supervisor if you wish. It is entirely your choice whether
you want them to see your learning log. By default it is not shared. To share a log entry follow the steps
outlined below:

Click on ‘Learning Log’ on the left menu.

Under the section marked ‘All recorded activities’ you will see all the logs you have created.
When you have found the entry you wish to amend, click the % icon next to the entry.
The log will open up to display the contents of the log.

Click ‘Share Record’. -+

L P M T

DA

T - T e

/Beek: to list | Edit record | Share reeerd | Delete | Select Deeerlptere | ,
e . A A AR AT e i

On viewing a shared entry the educational supervisor/trainer may add a comment. They may also choose
to validate the entry as a piece of contributory evidence towards workplace assessment. In this case, the
educational supervisor/trainer will also assign a professional competence area to the entry. Once this has
been done, this particular entry is now locked and cannot be edited further.
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PERSONAL DEVELOPMENT PLAN

Functions Available

e Attach evidence

* Add new PDP entry
*  View and edit an existing PDP entry

ipl;e;e;r'ﬁiﬁg: i_-cué e
-:I FIDP eeeeccccccccce
i

eoe

i Evidence

o
ﬁ'% CLrFiculm
£ Documerts

5 skills Log
Y Useful Links

Ferzonal Library
-t it

T

©0c0c00c000000000000000000000000

A4

The personal development plan allows you to set objectives for yourself that
will be relevant to your continuing professional development.

You can assign timescales to your objectives and they can be marked as
achieved once completed. The personal development plan can be viewed by
your supervisors and trainers.

A historical record of all PDP entries that you have logged is also kept but
when you first log in and view the PDP section, you will only see active
entries. To view previous entries, click ‘View All

Create New Entry &

Personal Development Plan

Viewing active only [view all] <"

How will I know

LEE.'m".]g Action Plan when objective is Achieved
Objectives i
achieved?
05/07/2007  test test test test X
12:13:13
19/07/2007 need to read about get a book (From Log X

¥ (From Log entry) entry)

25/07/2007 Learn about
14:42:21 causes of chest
pain

Search internet. 10 GP Trainer to test me X
Cuttings from journals days
Talk to my GP Trainer

b & Ed

Create New 2

As with the learning log entries,

you can to add attachments to your PDP entry.
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ApD NEw PDP ENTRY

To add a new PDP entry, follow the steps outlined below.

1. Click on ‘PDP’ on the left menu.

2. At the top of the Personal Development Plan page, click on ‘Create new entry’.
3. 'This will open up the entry for you to fill the information in.

Personal Development Plan

Return to PDP

Edit a PDP entry

Mew Entry

Learning Objectives

Action Plan

Time Scale

How will T know when it's
achieved

Has it been achieved? N

Save

4. Once you have completed the form, click ‘Save’
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View AND EDIT AN ExisTING PDP AND ATTACH EVIDENCE

If you would like to amend a current PDP entry or maybe change its status to achieved, follow the steps
below.

1. Click on ‘PDP’ on the left menu.

2. Select the entry that you wish to amend by clicking on the ¥4 icon for the entry.
3. 'This will open up the entry for you to edit the information.

Personal Development Plan

Return fo PDP
Edit a PDP entry
Learning Objectives Learn about causes of chest pain
Action Plan Search internet.
Cuttings from journals
Talk to my GP Trainer
Time Scale 10 days

How will T know when it's  [zp Trainer to test me
achieved

Has it been achieved? N

Save

Storage used 30% of 10Mb

Supporting Evidence  Attach file | |[ Browse... | (Max size 5Mb) | Upload file

4. If you would like to mark the entry as achieved, tick the box at the bottom of the entry. You can return
to your achieved PDP entries at any time.

5. Ifyou would like to attach supporting evidence, in the supporting evidence section, locate the file using
the browse button and then click on upload. Please note, there is a 5Mb limit to the attachment.
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EVIDENCE

Functions Available

e View assessment requirements
e Preview blank forms
e Print off handours for assessors

ipl;e;e;r'ﬁiﬁg: i_-cué e
3 POP

.

til E'-.-'IlﬂEI'IEE ®eecccccce
o

ﬁ'% CLrFiculm
£ Documerts

5 skills Log
Y Useful Links

Ferzonal Library
-t it

T

(coooooooocooooooooocoooooooocoo.ooooocoo.

In this section, the evidence that is collected by each of the WPBA tools is
shown. These include:

*  Case-based Discussion

*  Consultation Observation Tool (in primary care)

*  Direct Observation of Procedural Skills

*  Clinical Evaluation Exercise (Mini-CEX) (in hospital posts)
*  Clinical Supervisors Reports (in hospital posts)

*  Multi-Source Feedback

*  Datient Satisfaction Questionnaire (in primary care)

These are not pass or fail assessments; the evidence may be insufficient
or inadequate particularly in the early stages of training. Your picture of
competence can be built up as more evidence is fed into the system.

Review | 6 month

Showing all forms

Summary MSF

miniCEX DOPS3 chD coT CSR PSa

Progress to next Review

5 Month Review

Requirement Completed Minimum

2 x mini-CEX or COT 2 3

3 = ChD 3 3

CoPSs = As appropriate
Clinical supervisers' reports {if in secondary care) z i

MSF (clinicians only) 2 1

[ Posts ]

Information here is updated by your trainers and supervisors. Recommendations for further development
identified at the six-monthly staging reviews will automatically be added in as a PDP entry.

For more information on each of these WPBA tools please see:

http://www.rcgp.org.uk/the_gp_journey/nmrcgp/wpba_and_eportfolio.aspx
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VIEW ASSESSMENT REQUIREMENTS

Here you can view information on your current assessments. There are two columns; the completed column
shows the total that have been submitted and the minimum column shows the number that should be
completed by the time of the next review.

Review | Additional ST2 v

Forms submitted from 11/07/2007
Sumrmary M3F miniCEX DoOPS ZhD coT CER FSa

Progress to next Review

Additional 5T2

Requirement Completed Mininmum

L2 PS as appropriate u} &S appropriate

PSQ (fin primary care and not yet completad) o As appropriate

Clinical supervisors’ reports (ifin secondary cars) o T

3w mini-CEX or equivalens o s

Bwebd o s
[ Posts |

The information listed gives a summary of the number of assessments that the trainee has to complete or has
completed in preparation for their next review. The review type can be amended through the drop down box
located at the top of the screen; the options available in review type are shown below.

Al Reviews Depending on the review type that you select, the ‘completed” column will

5 month increase or decrease accordingl
12 month gly-

18 month

24 month

30 month

Final Review

Additional ST1

Additional ST2

Additional ST3

Final review after extended training

You will currently be in summary mode. To have a more detailed look into each of the assessments, select
by clicking on the name of the assessment (circled above). Each of the assessment screens will have similar
layouts. For demonstration purposes we will use the DOPS information for this trainee.

From this
screen  you

Forms submitted from 11/07/2007 can prCViCW
Summary MSF miniCEx —CbD coT CSR 2=l the evidence

collected for
the trainee.

Review | Additional ST2 v

RCGF Direct Observation of Procedural Skills

Mo submissions

s s kel To view
For next review: DOPS o information
[ PISES ] orrseeeveeresssssseeesssssseeeessssseeeesssssseeeesssssseeesssssssee e ssssse e sssssee s .on other
assessments,

click here.
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PreviEw BLANK FOrRMS AND PRINT OFF HANDOUTS FOR ASSESSORS

You can also request that an assessor completes a form for you or you can preview a blank form. To preview
a blank form, simply click the ‘Preview’ button on the form.
If you wish to make a request for an assessor to complete a form, click on the ‘handout’ button.

_

RCGP Direct Observation of Procedural Skills

Submissions [4) @,

View a blank form Prewview, just for information
Request an assessor completes a form [handout] «--coeeeereeeeenneeennnneesd
For next review: DOPS -

In this case, a screen will be displayed entitled DOPs request. Complete the form using the instructions
i given.

T DOPS Request

Trainee Dr GP TraineeA
GMC number abcdefg
Instructions for Assessors
The above doctor requests that you complete their nent form. This nent is continuous throughout CMT training. It is the responsibility of the trainee to initiate the

assessment of each clinical skill or procedure with the most relevant professional for each.

Go to: http'//eportiolio rcgp org ukiforms

Enter your name, designation and GMC or NMC number (where applicable, for verification purposes).

Enter the trainee name and GMC number.

Confirm the trainee's details, and select DOPS

By entering a GMC number and name against an assessment it will then be moved automatically to the appropriate e-portfolio for that trainee.
There will be random checking of submitted forms to verify that they were submitted by the staled assessor.

D ;o wN S
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Future Posts INFORMATION

Location and dates of your future posts are also available.

1. Click ‘Evidence’ on the left hand menu.
2. At the bottom of the screen click on ‘Posts’.

Review | Additional ST2 v

Forms submitted from 11/07/2007

Summary MSFE miniCEX DOFS ChD CoT CSR PSQ
Progress to next Review
Additional 5T2

Regquirement Completed Minimum
CHDPS as appropriate = As appropriate
P50 (ifin primary care and not yet completed) 1 As appropriate
Clinical supervisors' reports (ifin secondary care) 2 1
3 x mini-CEX or equivalent 1 3
3 x CbD 3 3

[ Posts ] 0 0 S S PRSP PPN .,
This will then open up to display the posts and locations for you. s

v
 Posts

Post Location Dates Furms. =
MSF miniCEX DOPS CbD COT CSR PSQ
-1 ZRCGP Test Location 1 01/01/2007 - 29/08/2007 aQ a a @ aQ, a a,

Accident & Emergency

-2 ZRCGP Test Location 2 01/09/2007 - 25/01/2008
Cardiology
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CuRRrRICULUM DOCUMENTS

Functions Available
¢ View Curriculum Documents

FLearnlnng:-:g; This section is an information source for your curriculum documents and
. competence areas outlined for the workplace-based assessments.

{

il

i Evidence

»

{E CUFFICLILET
{ Documents

& Skills Log

3 Uszeful Links
1

ecccos ecocoe

( Ferzonal Library
-l e,

1

To view the items, click on the title to open.

Cummiculum views

Click on the fitle of the curriculum to see items.

Being a General Practitioner

Curriculum Statement Headings

Professional Competence Areas
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SkiLLs Loc

Functions Available

*  View a summary of your DOPS assessments
* Add comments and attachments to the skills log

'FL-E;E;rHiﬁg: L-ng e
3 POP

b
i Evidence
o

L cCurriculum
£ Documerts

E": Skills ng coccccecsed
T Lseful Links

Perzonal Library

T

The skills log is a record of the
DOPS of which there are 8
mandatory and 11 optional. The
skills log brings together assessors’
grades and comments together
with the trainee’s self assessment
into one table.

The rating is summarised here for
each skill. When you click on the

DOPS score, the DOPS form for™|

that assessment will be shown.

The mandatory, optional and
foundation skills are split into
sections for easier viewing.

Skills Log

.The following is & summary of your DOPS assessments.

Optional

skills Log — Rating Comment Dated Edit
Mandatory Skills
Breast examination 3 Performed Really 20/07/2007 % K
supervised good at
this
Female genital examination Trained in Seemed 24/07/2007 &
skills lab OK. I'was
confident.
Manikin
seemed
happy.
Male genital examination Can perform 22/07/2007 =
unsupervised
Rectal examination 13 Mot 22/07/2007 =
performed
Prostate examination Performed 22/07/2007 =
supenised
Cervical cytology Can perform 22/07/2007 &
unsupervised
Testing for blood glucose 5 Performed  This was  25/07/2007 &
A supenised S0 easy.
H The little
: machine
took blood
when I
pressed
the
button.
Application of simple dressings Insufficient 4
evidence
Optional skills
Cryotherapy Insufficient -1
evidence
Curettage/shave excision Insufficient =
...................................................................... evidence
Cauterisation Insufficient =
evidence
Incision and drainage of abscess Insufficient =
evidence
Aspiration of effusion Insufficient =
evidence
Excision of skin lesions Insufficient 1
evidence
Proctoscopy Insufficient =
evidence
Joint and peri-articular injections Insufficient 1
evidence
Hormone replacement implants of all types Insufficient =
evidence
Suturing of skin wound Insufficient 1
evidence
Ability to take skin surface specimens for mycology Insufficient 4
evidence
Foundation Skills
Venepuncture Performed 22/07/2007 =&
supenised
Cannulation Performed 22/07/2007 &
supenised
IV Infusions Insufficient =
evidence
ECG Insufficient 1
evidence
SC Injection Insufficient =
evidence
1D Injection Insufficient =
evidence
IM Injection Insufficient =
evidence
1V Injection Insufficient 1
evidence
Urethral Catheterisation Insufficient 1
evidence
Local Anaesthetics Insufficient X
evidence
Perform and interpret spirametry and peak flow Insufficient =
evidence
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ApD COMMENTS OR ATTACHMENTS TO THE SKILLS LoG

You can add comments to the skills log for each individual skill type. To add comments, follow the steps
below:

1. On the left hand menu click on ‘Skills Log’.
2. Find the skill that you wish to place a comment for and click on the & icon.
3. Screen will refresh to show a screen similar to this.

Application of simp

Rating Mot performed v

Mew Comment

Old Comment

Save Comment

Storage used 30% of 10Mb

Supporting Evidence  Attach file | |[ Browse__| (Max size 5Mb) | Upload file

4. Change the rating and comments information and then click ‘Save Comment’.
5. If you would also like to attach supporting evidence, browse for the file and click “‘Upload File'.
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PERSONAL LIBRARY

Functions Available
*  View items in the personal library

i’Léé.‘rHiﬁg’ Lag ™
3 FOP

‘:;; Evidence

; Curriculum

4 Documerts

5 skills Log
3 Useful Links
1

f:: Personal Liarary «oosieee...
¥ =il it

Personal Libra

All items of uploaded media, both linked and unlinked to log entries

Title Options

10 steps to CCT.doc 2 & (Log entry)
sphygamameter jpg LA | (Skills Log)
countdown swf = i

Tech support in the middle-ages -1 ﬂ

medical pics

Michael diving.doc L4 ﬂ (Log entry)
sphygamameter.jpg = ﬂ (Log entry)
Mew group from Michael

StereoPair_1280jpg & @ (PoP)

Storage used 30% of 10Mb

Supporting Evidence  Aftach file | |[ Browse... | (Max size 5Mp) |_Upload file

The personal library section contains all attachments that you have imported into ePortfolio through the
logs. You can also attach other files directly through the personal library by using the ‘supporting evidence’
section at the bottom of the screen.

When you click on the ‘edit’ icon you will be able to put the files into different groups so that it is easier to
find them when the list gets very large.
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REVIEW PREPARATION

[ R P N )

% Review Preparation

Lo

Functions Available
e View summary of preparation stages for your next review

ecccece

eecccccccccccccce

A4

Heview Summary Page
There are three stages 1o preparalion or a review
+ Reaview of curriculum coverage

+ Zkills log
+ 3elf gssessment against competency areas

Y¥our Heviews

| L1/07/2007 Additional 5T1 |

RCGP Curriculum Statement Headings Number of linked Log entries

Curnculum Statement Headings
2 The General Fractice Conzultation
31 Clinical Govemance 2

2 Patient Satety

The review summary page gives you an overview for the stages required for review preparation and the
preparation that you have already done is also listed here. The three stages for preparation are:

* Review of curriculum coverage: Against each curriculum statement heading you can view how
many log entries you have submitted. When you click on each curriculum statement heading, you
can open the associated logs.

e Skills Log: The full skills log is viewed here also for information on your DOPs assessments.

* DProfessional Competences: Your self assessments against the 12 competence areas are shown as
well as your supervisor’s rating from the previous review.
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e0cccccccccccsccccce

eecccccccccsccccscccsccs

eeccccccccsscccsscccsce

® eccccccce

ecscccce
.

FREQUENTLY ASKED QUESTIONS (FAQs) aND HELP

Functions Available
e View FAQs
*  View Help Files

T I AP

Training Events !

0
.
.
.
°
.

r

I

r

s,

fFﬂQ eececcccccccce
£

&

?oHEIp

| e-Portfolio Enguiries
Logout

' To read any of the frequently asked questions, click on the item to display its

contents.

Frequently asked questions

Other items:

Address or felephone number - how do | change personal details?
Assessments - how do | gef them completed?

Assessments - how to | write one?

Curriculum — what do | need to learn?

Declarations and agreements - how do | sign them?

Educational Supervisor and Trainer — how can | contact them?
Educational Supervisor and Trainer — who are they?

Help - how can | get help?

Keeping paris of the ePortfolio privaie — which parts and how do | do this?
OOH — how do | record Out of Hours?

Password — how do | change this?

PDP entry — how do | show that | no longer have this need?
Personal Library — how | delete items

Personal Library getting large — how do | organise it?

Review Preparation — what am | expected to do?

Sharing and validation — how and why?

Skills Log and DOPs — what's the difference?

e-Portfolio Help

Select the icon for the help media type which will appear in a new window.

+« Assessment Guide
How to complete online assessments via WWww. eportfolioforms. Coim.

>
Elrowerpoint @lPDF Eanimated GIF

These help files refer to the various forms and documentation used across the UK. Please be
aware of which forms and documentation apply to your deanery area before following the help
instructions. For example, workplace assessment and significant event analysis are only used in
Scotland.

These help files contain extra information in the form of powerpoint slides, word documents, pdfs or
pictures. Select the media type you require by clicking the icon.
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EPORTFOLIO ENQUIRIES

Functions Available
*  View existing support enquiries
*  Create new enquiries

S raiing Al ePortfolio enquiries allows all users to log any enquiries that they may have
% eag about the system. Any questions that appear regularly can be answered using
i the FAQs.

E Help

| e-Portfolio Enguiriss.

Logout

ec0c0ccccccce

<

Select cumrent Support
You can also view Cc-mgleted SUQQDI’T.

Create new enqguiry

. Unread Request
Title Date Created Status 2 Support
replies Name pp
@ test 060872007 TSR lu] Dr GP Trainess Mr Meil
SSH3 12:20:00 McManus

On this screen you can view current and completed support logs. These can be sorted by date, name or
status.
To view an enquiry that you have open, click on title to open the log.

Support Details

< Return to list
Add I’E[i:rl‘_\-r to support response

Support 1D 3889 []

From Dr GP TraineeA

Title test

Date Created 06/08/2007 12:20:00
Status
Description i am creating a test enguiry
Responses

Date Response

06/08/2007 // Support Response
12:18:17

Thank you for your enguiry.

For future correspondence regarding this specific issue, please guote the Error
reference code: 3889

E-Forifolio Administration.
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CREATE NEW ENQUIRIES

1. Click on ‘Create new enquiry’ at the top of the screen.
2. 'This will open up a new web browser page which allows you to input the enquiry (http://eportfolio.
rcgp.org.uk/report.asp).

T N A e T T T Tem T - e ‘/-'f'_‘.z—'"_""-"" == e

s (R - o e e

Have you tried the Frequently Asked Questions page to find your answer?
If you have any engquiries or comments about e-Portfolio, please use that form below.

Communications with the support team are dealt with using the DOTS messaging system,
rather than by email.

Enter a query:

Ta: e-Portfolio Enquiries
Subject: |please enter a title
Message:

[ Post enquiry ]

D R

Bt PR L N L w-*ﬂw-\ At s i A

3. Input the subject and message that you would like to log.
4. Click ‘Post Enquiry’.
5. 'The screen will refresh to inform you that the enquiry has been logged.

e Portfilio Query sent

Thank you for your engquiry.

For future correspondence regarding this specific issue, please quote the Error reference code: 3888

E-Portfolio Administration.

’ Close window ]

6. You will be provided with a log number for the enquiry.
7. Click ‘Close Window’ to continue.
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HEeLPFUL CoNTACT DETAILS

Below are some contact numbers incase of any errors or problems you encounter with ePortfolio.

Technical Issues:

Alpa Patel

Email: apatel@rcgp.org.uk
Telephone: 020 7344 3173

Registration, Booking Assessments & Associate Membership
Enquiries:
Antoinette Hoyte

Email: ait@rcgp.org.uk
Telephone: 020 7344 3078

WPBA and General ePortfolio Enquiries:

Cathy Juta
Email: eportfolio@rcgp.org.uk

Email: cjuta@rcgp.org.uk
Telephone: 020 7344 3115
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