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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.

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.

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

Username and Password 
boxes are both case sensitive
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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.

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

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

Boxes which are greyed out in Part 1 or Part 2 are 
not available for editing by this user. Details may 
need  to be edited on the RCGP Membership site 
or by the system administrator.

Changes to your password are made 
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. 

You can read your current messages in this window. The toolbar on the 
left will show if there are any new messages in your inbox. 

Messages can be deleted by marking them for deletion then clicking 
on ‘Delete Selected’. 

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. 

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 line 
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 dealt 
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).

To search for a person, enter their surname and their role type 
within ePortfolio from the drop down box, then click search.
If you are unsure of the full surname or spelling of the surname 
then you can use the wild card function; wild card symbol 
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 
pick up all the trainees within the area you specified. 

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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Select here which persons you want the message to 
go to. Then click ‘Send Message’ or ‘Save Draft’.

 If you chose to save draft, it can be viewed by clicking 
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.

Delete any saved messages that you 
don’t require here to make space for 
more draft messages. 

To send a saved message, select it from area 
shown and the email will reopen. Then 
click send.
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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

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

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).

Learning Log

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: 

Clinical Encounters•	
Professional Conversation•	
Tutorial•	
Reading•	
Course/Certificate•	
Lecture/Seminar•	
Out of Hours Session•	

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.

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•	
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Add New Learning Log Entry

To add a new entry, follow the steps shown below.

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

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. 

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. 

5.	 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.
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Edit 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.

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

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

6.	 Make any changes to the record that you require and click on ‘Save Event’.
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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.1.	
Under the section marked ‘All recorded activities’ you will see all the logs you have created. 2.	
When you have found the entry you wish to amend, click the 3.	 icon next to the entry. 
The log will open up to display the contents of the log.4.	
Scroll down to the bottom of the screen and you will see a ‘Supporting Evidence’ section. 5.	

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

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.1.	
Under the section marked ‘All recorded activities’ you will see all the logs you have created. 2.	
When you have found the entry you wish to amend, click the 3.	 icon next to the entry. 
The log will open up to display the contents of the log.4.	
Click on ‘Send to PDP’ at the top of the screen.5.	

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

7.	 Complete the information in the PDP as required and click ‘Save’.
8.	 The entry will now be added to your PDP.

Attach Evidence

Add Learning Log Entry to 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.1.	
Under the section marked ‘All recorded activities’ you will see all the logs you have created. 2.	
When you have found the entry you wish to amend, click the 3.	 icon next to the entry. 
The log will open up to display the contents of the log.4.	
Click ‘Share Record’.5.	

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
Add new PDP entry•	
View and edit an existing PDP entry•	
Attach evidence•	

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’

As with the learning log entries, you can to add attachments to your PDP entry.
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Add New PDP Entry

To add a new PDP entry, follow the steps outlined below.
Click on ‘PDP’ on the left menu.1.	
At the top of the Personal Development Plan page, click on ‘Create new entry’.2.	
This will open up the entry for you to fill the information in.3.	

Once you have completed the form, click ‘Save’4.	
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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.

Click on ‘PDP’ on the left menu.1.	
Select the entry that you wish to amend by clicking on the 2.	  icon for the entry.
This will open up the entry for you to edit the information.3.	

If you would like to mark the entry as achieved, tick the box at the bottom of the entry. You can return 4.	
to your achieved PDP entries at any time.
If you would like to attach supporting evidence, in the supporting evidence section, locate the file using 5.	
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
View assessment requirements•	
Preview blank forms•	
Print off handours for assessors•	

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•	
Patient 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.

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.

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.

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 
can preview 
the evidence 
collected for 
the trainee.

To view 
information 
on other 
assessments, 
click here.

Depending on the review type that you select, the ‘completed’ column will 
increase or decrease accordingly.
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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. 

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

Location and dates of your future posts are also available.

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

This will then open up to display the posts and locations for you.
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Curriculum Documents

Functions Available
View Curriculum Documents•	

This section is an information source for your curriculum documents and 
competence areas outlined for the workplace-based assessments. 
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Skills Log

Functions Available
View a summary of your DOPS assessments•	
Add comments and attachments to the skills log•	

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. 
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Add 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:

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

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 •	

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

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

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.
Skills Log:•	  The full skills log is viewed here also for information on your DOPs assessments.
Professional 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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Frequently Asked Questions (FAQs) and Help 

Functions Available
View FAQs•	
View Help Files•	

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

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.

Page 27



ePortfolio Enquiries

Functions Available
View existing support enquiries•	
Create new enquiries•	

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

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.
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Create new Enquiries

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

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

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