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Creating and using goals

A guide for doctors gathering evidence for a Portfolio Pathway application
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Creating Specialty Specific Guidance (SSG) goals

1 From your Dashboard, click "Create"
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2 Click on "Specialty Specific Guidance - Goals"

3 Enter the start and end date that applies to the goal set
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4 The Capabilities in Practice (CiPs) from the Portfolio Pathway SSG have been
prepopulated for you - you do not need to add these as goals.

You can click "Collapse All" to make scrolling to the end of the form quicker.

5 Scroll to the bottom of the goals section and enter the due date for these goals.



Made with Scribe - https://scribe.com 4

6 Click "Submit" to save your goals.

7 Click "Proceed" to confirm your goals.
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Creating custom goals

8 From your Dashboard, click "Create"

9 Click on "Custom goals"
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10 Enter the start and end date that applies to the goal set

11 Enter your goal and a description if relevant
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12 You can break each goal down into steps by clicking "Add a goal target (optional)"

13 You can delete, move, or minimise a goal target using the controls on the right.
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14 You can additional targets by clicking "Add another target for this goal"

15 You can add more goals by clicking "Add another goal"
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16 You can delete, move, or minimise a goal using the controls on the right.

17 Enter the due date for the goal set. This date applies to the whole goal set. If you
need different due dates, you should create a separate goal set.
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18 Click "Submit" to save your goals

19 Click "Proceed" to confirm your goals.
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20 From your dashboard, click "Goals"

21 You will be able to view a list of all of the goal sets you have created.

Viewing your goals



Made with Scribe - https://scribe.com 12

22 You can also view a summary of your goals from your dashboard. This summary
will also show how many pieces of evidence are linked to each goal.

23 Clicking on a goal in the summary will take you to the detailed view for that goal.
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24 Click on a goal to open the detailed view for that goal.

25 You can view any evidence already linked to your goals by clicking "Show more"

Linking evidence to a goal
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26 To link evidence to your goals, click "Link event to this target"

27 Click "Select existing event"
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28 Identify the evidence you would like to link to your goal in the list and click "Link
this event"

You may select multiple sources of evidence from the list.

29 Once you have selected all of the evidence you would like to link, click "I'm done
Linking"

You can return to link further evidence at any time until the goal set is closed.
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30 Linked evidence will be listed under your goal in the detailed goal view.

31 You can view a preview of the linked evidence by clicking "Preview"
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32 This opens a preview of the evidence in a separate window. Click the "x" to close
the preview.

33 You can open the full view of the evidence by clicking the evidence title



Made with Scribe - https://scribe.com 18

34 Click "Back" to return to the goals view

35 You can remove evidence from a goal by clicking "Unlink this event"

The evidence will be unlinked from the goal, but the evidence form itself will not
be deleted.



Made with Scribe - https://scribe.com 19

36 Click "Remove" to confirm that you would like to unlink the evidence from the
goal.

You can relink evidence at any time.

37 You can link evidence to custom goals and SSG goals in exactly the same way by
clicking on a goal within the goal set
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38 You can add more goals to a custom goal set by finding the goal set in your goals
list and clicking "Add more goals"

You cannot add additional goals to the SSG goal set. This has been designed to
match the Portfolio Pathway SSG and has been pre-set

39 Enter the goal title and description. Add targets and additional goals if necessary

Adding more goals to a goal set
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40 Click "Save" to add the new goals. You may need to refresh your browser for the
new goals to appear in the goal set

Marking goals as complete

41 Click on the goal you would like to mark as complete.
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42 Click "Mark goal as"

43 In the pop up window, select the required option and add a comment.
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44 Click "Mark this goal" to save

45 Your goal will now be marked as achieved. You can change this by clicking on
"Change"
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46 The goal will also show as achieved in the goals list

Closing a goal set

47 To close a whole goal set, find the required goals in your goals list.
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48 Scrolls to the bottom of the goal set and click "Close this goal set"

49 Click "OK" to confirm that you wish to close the goal set
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50 The closed goal set will appear with a green banner.

51 You can re-open the goal set by clicking "Re-open goal set"
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52 Click "OK" to confirm you want to re-open the goal set.

53 The re-opened goal set will appear with an amber banner.
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54 You can also view a summary of your goals from your dashboard. This summary
will also show how many pieces of evidence are linked to each goal.




