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Recording assessments and evidence

A guide for doctors gathering evidence for a Portfolio Pathway application
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Creating assessments

1 From your dashboard, click "Create"
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2 Click "Case-based Discussion (CbD)"

3 Enter the start and end dates for the assessment
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4 Enter the required details for the assessment.
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5 You can attach any relevant files to the assessment form by clicking on "Upload" at
the bottom of the form.

6 You can send the assessment to a supervisor or assessor for their feedback, or
you can save the assessment with just your own reflections.
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7 Select "No" from the dropdown menu to save the assessment without sending to
a supervisor or assessor for feedback.
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8 Click "Submit" to complete the assessment and publish it to your timeline.
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9 Select "Yes" from the dropdown menu if you would like to send the assessment to
a supervisor or assessor for feedback.
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10 Enter the name of the supervisor or assessor you would like to send the
assessment to. As you type a list of matching assessors will appear. Select the
appropriate assessor.

For some assessments, your assessor does not need to have an e-portfolio
account. If your assessor does not appear as you start typing their name, you can
enter their email address to invite them to complete the assessment.
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11 Click "Submit" to send the assessment to your chosen assessor.

12 If you are with your supervisor or assessor when you create the assessment, they
can fill in their section before you submit the form.

13 Slide the toggle under "fill in on same device" to "Yes"
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14 This will open the assessor feedback section so that your assessor can record their
feedback.
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15 Click on "Submit". The assessor will receive an email when you submit the form
asking them to confirm that they are happy with the information in the form
before the assessment is completed and published to your timeline.
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16 From your dashboard, click "Create"

17 Select "Supporting Evidence" from the "Assessment and evidence" section.

Uploading supporting evidence
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18 Enter the start and end dates for the supporting evidence.

The start and end date may be the same or if the evidence covers a period of time
(e.g. attendance at a week long course) you may wish to enter the date range
covered by the evidence.

19 Enter a description of your supporting evidence.



Made with Scribe - https://scribe.com 14

20 Click "Upload" to open the file pickers and attach the relevant documents.

You must ensure that no patient details are visible on the attached files and that
any identifying information is redacted.
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21 Click "Submit" to publish the supporting evidence to your timeline.



Made with Scribe - https://scribe.com 16

22 Click "Timeline" to open your timeline. You also can select "Assessment and
evidence" in the Timeline dropdown menu to view only your assessments and
evidence.

23 You can use the search bar or the advanced search to find specific assessments.

Viewing and editing completed assessments and evidence



Made with Scribe - https://scribe.com 17

24 Click on the assessment to open it.

25 Click "Edit" underneath the date to edit the date of the assessment.
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26 Make the required changes to the date range and click "Save"
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27 Scroll to the bottom of the next section and click "Edit" to make changes to the
information you entered into the assessment form.
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28 Click "Save" to save your changes.

29 Please note you are not able to edit any sections completed by supervisors or
assessors.
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30 In your timeline, find the incomplete assessment. Incomplete assessments display
an orange bar on the left hand side. Completed assessments display a green bar
on the left hand side.

Sending reminders and retracting assessments
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31 You can see the progress of your assessment and who you are awaiting a
response from on the right hand side.
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32 Click on "Remind" to send the assessor a reminder.
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33 Click on "Retract" to call the assessment back from your assessor. This will allow
you to send to a different assessor or save without an assessor's feedback if
necessary.
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34 Retracted assessments will be identified on the right hand side.
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35 You can delete the assessment by clicking "Delete"
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36 Click "Fill in" if you wish to send the assessment to a different assessor or save it
without assessor feedback.
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37 You can enter a different assessor by typing their name in the box at the end of
the form.
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38 You can save to assessment without assessor feedback by changing the
dropdown box to "No"

You can also make any other changes necessary to the information you entered
into the assessment.
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39 Click "Submit" to save your changes.

40 You can also send a reminder or retract an assessment from within the detailed
view of the assessment.
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Downloading evidence and assessments

41 Select the required assessment from your timeline.
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42 Click "Download PDF"




