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Completing a reflection

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

1 From your dashboard, click "Create"
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2 In the create menu, select "Reflection"

3 Enter the date of the reflection.
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4 The reflection form contains several templates that you can use to help structure
your reflection. You can choose one from the dropdown menu.
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5 Click on your chosen template. You can also choose a free text reflection if you do
not wish to use a template.

6 Complete the sections of your selected template.
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7 If you selected a free text reflection, you will see a single text box for you to record
your reflection

8 If you wish to attach a relevant document, click "Upload" and select the document
from the file picker.
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9 Click "Submit" to save your reflection and publish it to your timeline

Viewing and editing reflections

10 From the timeline dropdown, click "Reflection"



Made with Scribe - https://scribe.com 7

11 You can search for specific reflections using the search box to search for key
words contained within the reflection. You can use the advanced search to search
by date.

12 Select the reflection you wish to view. This will open the detailed view of the
reflection.
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13 You can edit the date of the reflection by clicking "Edit" at the top of the reflection
form.

14 Once you have made the desired changes click "Save"



Made with Scribe - https://scribe.com 9

15 You can make changes to the content of your reflection by scrolling to the bottom
of the form and clicking "Edit"

16 Once you have made the desired changes, click "Save"
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Setting reflections as private

Please note that reflections are shared by default and can be viewed by your
supervisor unless you set them to private.

17 Find the reflection you wish to set as private in your timeline. Any reflections
already set as private will be identified on the right had side of the reflection tile.



Made with Scribe - https://scribe.com 11

18 You can set reflections to private from the timeline by clicking "Make private"
under the reflection title.

19 Clicking "Share" makes it possible for your supervisors to view the content of your
reflection.
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20 You can also do this from the detailed view of the reflection. Click "Make private"
at the top right of the form.

21 If the reflection is already set to private, you will see the option to share at the top
right of the form instead.


