Logging into the Portfolio Flowchart

Enter the Portfolio
website address

Enter your
username/membership
number (or email
address) followed by
your password

—

Select Login to access

Select relevant role -
Portfolio Trainee or CPD

Portfolio Dashboard will
appear as per the role
selected
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Updating My Details Flowchart

Ensure the Save button is selected
before exiting so that any changes
are recorded

Relationships — displays the relevant

individuals who fulfil the listed roles

for the individual trainee. These can

be selected by the trainee as long as

the individual has been allocated the
role by College Admin staff

Leave Records — displays all Leave
that has been added by the user.
Users should ensure they select the
correct description for their leave —
Annual, Compassionate, Maternity,
Paternity, Professional, Sick, Special
and Study

Prizes — displays information about

any prizes won by the trainee. They

add and edit details to this area at
any time

Having logged in as a Portfolio Select each of the tabs within the My
Trainee, select My Details from the |——— Details section to update your —
main toolbar information
Exam Results — displays any exams
User Details — displays basic personal the user has taken. This information
information about the user. This - will be added by Examinations -
screen is only editable by College Admin staff. Contact the
Admin staff Examinations department with any
queries about this section
Placement Details — lists the
hospitals that the trainee has posted Timetables — lists the individual
to. Trainees must maintain an up to timetables related to each of the
date and accurate list. They should |———| hospital placements. Trainees must |———
also log in to the Members' Area maintain this list with the same
each time they move hospitals and accuracy as the Placements section
inform the College
Complaints/SUls — displays any
Qualifications — displays previously complaints that have been logged
achieved qualifications such as - against the individual trainee. The -
degrees, PhD, MBA, etc. The user trainee must ensure this is properly
can enter and edit these at any time kept up to date and accurate for
reporting and ARCP panels
Out of Programme Activity — all out
of programme is added by College - Audit Log — lists anyone who has

Admin staff — Career Break,
Experience, Research, Training

accessed the trainee’s portfolio
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Adding Evidence — WpBAs

Select Evidence from the A table appears with four
main tool bar and a drop- - Select Add/List Evidence from - tabs - Outstanding, Pending,
. . P the drop-down list Requires Action and
down list will appear
Completed
The Four Tabs display the ouﬁﬁ?&?g;@?ﬁ:;@ﬁg 5 Pending - assessment has
different stages of an ——> entered but has not been ———>| been s.u.bm|tter:'i to assessor,
assessment . awaiting their response
submitted
If assessment is approved, Requires Action - assessment
Requires Action - assessment proceed to next stage. If must be associated to
has been returned by — rejected, trainee must — curriculum Learning
assessor implement the assessor's Outcomes as per Progress per
feedback OST stage
Completed - assessment has Entering an Assessment -
. . select the Add button on the . Select the type of assessment
been closed and en.tered into right hand side of Evidence - WpBA, MSF, CSR, ESR
the Portfolio
screen
If selecting WpBA, §e|ect the Select the Assessor to whom Select the relevant Learning
OST stage at which the h is bei Outcome and Form (many
assessment is to be assessed - bt € assessmer;]ttl)s €ing. - will be automatically paired).
(ignore the warning if there is su mltted. Search by enterl.ng Full requirements are listed
. . the first few letters of their
a mismatch with the currect on the Progress per OST stage
surname
stage) page
The form is returned to the Ass'essmen't appears In
Complete the assessment trainee once the assessor has Requires Action tab - select
information and submitto |—— o . ———| the Associations button and
completed their information .
the assessor add the relevant Learning
and approved the assessment
Outcomes
The assessment will appear in Please contact the College if
Having added the Learning the Completed list and there are anv questions gfter
Outcomes, select Save and | ———| connect to the OST table if |—— Y au
the completion of the
Complete the correct LOs and Form
assessment
have been used
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Adding Evidence — MSF

Select Evidence from the A table appears with four
main tool bar and a drop- - Select Add/List Evidence from - tabs - Outstanding, Pending,
. . P the drop-down list Requires Action and
down list will appear
Completed
Outstanding - MSF is in Pending - MSF has been
The Four Tabs display the - process of being entered but . approved by the Educational
different stages of an MSF has not been submitted to Supervisor and is awaiting for
the Educational Supervisor assessors' response
. . If MS.F is complete W!th a Requires Action - completed
Requires Action - MSF has minimum of 11 replies, MSE must be associated to
been completed by all ———| proceed to next stage. MSF  [—— curriculum Learnin
assessors wil fewer than 11 replies wil J
B Outcomes
show as Invalid
Completed - MSF has been Entering an MSF - select the Select the tvoe of assessment
closed and entered into the [———| Add button on the right hand [——> yp
. . . - WpBA, MSF, CSR, ESR
portfolio side of Evidence screen
Trainees must ensure that the Select the relevant OST stage
Educational Supervisor is for the MSF. The Educational
correct within the - Select MSF from the Type - Supervisor should be
Relationships tab of the My field automatically selected. If not,
Details area before creating check Relationships
an MSF information
If the assessor is not listed,
. select 'here' to add as an
Select Create and the MSF Enter names of assessors into external assessor, ensuring
form will appear | the available box, with their |—> all the listed fields are filled in
role and select Add Assessor .
and email addresses are
accurate
- Select Submit Assessors - the All assessors must have
Ensure a sufficient number of - . .
. . ES will then approve or reject completed their feedback for
assessors is selected in case - . )
of no replies. Minimum fora |—> the list. If the form is N the MSF to close prior to the
. - - . returned, the rejected one month deadline. An MSF
valid MSF is 11, maximum is o .
15 individuals will need to be cannot be reopened once
replaced closed
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Adding Evidence — ESR

Select Evidence from the A table appears with four
main tool bar and a drop- | Select Add/List Evidence from N tabs - Outstanding, Pending,
. . P the drop-down list Requires Action and
down list will appear
Completed
The Four Tabs display the Outstanding - ESR s in szzrr]rﬁlt:Sd_ 'E()SE:SSa?ii)igl
different stages of an ESR [—>| process of being entered but |—— Supervisor, awaiting their
has not been submitted
response
Requires Action - ESR has Proc;eed to. nexlt stage after Requires Action - completed
been returned by Educational adding “a'f‘ee s commgnt. ESR must be be associated to
. . o ———>| The Educational Supervisor |——> . .
Supervisor and is waiting for - o . curriculum Learning
S will be notified that the ESR is
trainee's comment Outcomes
complete
Completed - ESR has been Entering an ESR - select the Select the tvoe of assessment
closed and entered into the |———| Add button on the right hand | —— yp
. . . - WpBA, MSF, CSR, ESR
Portfolio side of Evidence screen
Trainees must ensure that the Select the relevant OST §tage
. for the ESR. The Educational
Placement Details tab and the Supervisor should be
Rela!tlonsh!ps tabinthe My [———| Select ESR from the Type field |—— automatically selected. If not,
Details section are up to date . .
. check Relationships
before creating an ESR . .
information
Many fields will be pre-
Ensure that all tabs in the My populated from the My The ESR appears in the
Details section are up to date. - Details section. Complete all - Requires Action tab once the
Select Create and the ESR other fields manually and completed form is returned
form will appear upload the required surgical by the Educational Supervisor
logs and cataract audits
Select View Assessment, add Thg ESR remams in the .
trainee's comment and select Requires Action tab. Select The ESR appears in the
———| the Associations buttonand |—— Completed tab and is also
Complete button to release . . .
add the relevant Learning visible from the ARCP View
the form
Outcomes
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Adding Evidence — CSR

Select Evidence from the

Select Add/List Evidence from

A table appears with four
tabs - Outstanding, Pending,

main tool barand adrop |- the drop down list — Requires Action and
down list will appear
Completed
The Four Tabs display the Outstanding - CSR is in Piﬂg:\t\]igtt-eis':{ohca:?n?ceaﬁn
different stages of a CSR | process of being entered but | Supervisor, awaiting their
has not been submitted
response
Requires Action - CSR has Progeed to. nexlt stage after Requires Action - completed
been returned by Clinical adding trainee’s comment. CSR must be be associated to
. . e ———>| The Clinical Supervisor will |——> . -
Supervisor and is waiting for e - curriculum Learning
S be notified that the CSR is
trainee's comment Outcomes
complete
Completed - CSR has been Entering an CSR - select the Select the tvoe of assessment
closed and entered into the |———| Add button on the right hand | —— yp
. . . - WpBA, MSF, CSR, ESR
portfolio side of Evidence screen
Select the relevant OST stage
Trainees must ensure that the for the CSR. Select the
Placement Details tab in the . Assessor (Clinical Supervisor)
My Details section is up to | Select CSR from the Type field |—— to whom the form is being
date before creating a CSR submitted. Select the
relevant Placement
Add Special Interest if The CSR appears in the
Select Create and the CSR will - applicable. Leave all other - Requires Action tab once the
appear fields blank and submit the completed form is returned
CSR to the Clinical Supervisor by the Clinical Supervisor
Select View Assessment, add Thg CSR re!'nams in the .
trainee's comment and select Requires Action tab. Select The CSR appears in the
———| the Associations buttonand |—— Completed tab and is also

Complete button to release
the form

add the relevant Learning
Outcomes

visible from the ARCP View
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