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ePortfolio Version 3.2 - A guide to Reporting

Version 3.2 of the ePortfolio introduces reporting for Deanery Administrators. The following is a
guide on how to use the features of the reports and how to request additional reports.

The Reports option is found within ePortfolio Administration.
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i For guidance see The e-Portfolio Administration User Guide.
rainees
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Status Reports Tasks

o Create a new user
raining Events

Help Admin Create a new post [ edit a post (for an existing trainee)

ePortfolio Add / Change a user's role (e.g make a tutor also an educational supervisor)
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Clicking on Reports will allow you to see the current report options.

e-Portiolio Administration: Reporis

Regional
i\d,mm 1. Trainees by deanery
rainees 2. Trainees by area

Deanery Panslz 3. Historical Declarations
Status Reports 4. Trainees by CCT date range

5. Trainees who passes of failed the AKT

6. Allwho passed or failed the C3A
Training Events 7. Listofthose on maternity, sickness or Q0P
Help Admin 8 Trainees with ARCF results

9. ARCP Outcomes by Trainee

10. Trainees that have completed a PSQ

sPortfolio 11. Educational Supervisors and the trainees that they have supenvised

Administration

FAQ
Help
e-Portfolio Enguiries

Logout

For most reports if you click on it, you will get various options for parameters.

These can vary from a drop down selection;

e-Portfolic Administration: Reporis

Regional
i\d.mm 1. Trainees by deanery
rainees 2. Trainees by area

Deanery Panels Region: |ZHastings [v]

Status Reports
:

. . 3. Historical Declarations
raining Events 4. Trainees by CCT date range
Help Admin 5. Trainees who passes of failed the AKT
6. Allwho passed or failed the CSA
ePortfolio 7. Listofthose on maternity, sickness or OOF
Administration 8. Trainees with ARCP results
9. ARCP Qutcomes by Trainee
. 10, Trainees that have completed a PSQ
Fad 11.  Educational Supenvisors and the trainees thatthey have supenvised
Help

e-Portfolio Enguiries

Logout




A date selection;
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e-Portfolic Enquiries

e-Porifolio Administration: Reports

Trainees by deanery

Trainees by area
Historical Declarations

Trainees by CCT date range
From [21/11/2008

21/11j2008
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[]IPanup calendar

To:

Trainees who passes of failed the AKT

Allwho passed or failed the C5A

List of those on maternity. sickness or DOP

Trainees with ARCP results

ARCP Outcomes by Trainee

Trainees that have completed a PSQ

Educational Supenisors and the trainees that they have supernvised
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Or both.
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e-Portfolio Administration: Reports

e-Portfolio Enguiries

Trainees by deanery

Trainees by area

Historical Declarations

Trainees by CCT date range

Trainees who passes of failed the AKT
Allwho passed or failed the CSA

Result:

From  |21/11/2008
21/11/2008
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To:

Popup calendar

List of those on maternity. sickness or 00P

Trainees with ARCP results

ARCP Qutcomes by Trainee

Trainees that have completed a S0

Educational Supemisors and the trainees thatthey have supenvised
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After selecting your parameters, click on the Show button to view the report.
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e-Portfolio Administration: Reports
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Trainees by deanery

Trainees by area

Historical Declarations

Trainees by CCT date range

Trainees who passes of failed the AKT
Allwho passed or failed the CSA

List of those on maternity. sickness ar 0P
Trainees with ARCP results

ARCP Qutcomes by Trainee

Trainees that have completed a PSQ
Educational Supervisors and the trainees that they have supervised

Educational Supervisor: | AVirue, Dr Patience [v]
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This will open the reE)ort In @ new window.
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Title
Dr

Educational Supervisor

171 £ [Main Report [v | i [100% [v|
Record of Education Supervision
First Name Surname
Fatience AVirtue
Trainees
First Name Surname GMC Number Hospital From To
GP Trainee1 2121212 ZRCGF Test 0210212008 02i08/2008
Location 1
GP Traineel 2121212 ZRCGP Test 02/02/2009 03i08/2009
Location 1
GP Traineel 2121212 ZRCGF Test 0440812009 04i08/2010
Location 1
GP Trainee 2121212 ZRCGP Test 01/08/2007 01/02/2008
Location 1
GP Traineed 4242424 G Hospital 02/08/2008 02122008




From here, you have several options.

If the report is more than one page in length, the arrows will let you navigate to another page.
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If you want to print out a report, click on the print icon.

(3 11 £y [wain Report [v] # [100%[v]

This will open a new window with options.

‘€ Print the Report - Windows Internet Explorer [Z]@
Print Options
Enter the page range that you want to Print.
@ All
C Pages
From: | To: |

To Print:

1. Inthe next dialog that appears, select the "Open this file" option and click the
OK button.

2. Click the printer icon on the Acrobat Reader Menu rather than the print button
an your internet browser.

||Done EB e Internet H100% -

Clicking OK take you to a new window where you can print the report. (The layout may vary on
different browsers) Click the print button here to print the report.

‘€ https://eportfoliotest.rcgp.org.uk/report/ReportTemplate.aspx?reportid=11&nh... [Z] @

{?)@ =y i 1 i) & @[] A

Record of Education Supervision

Sumame
ANIue
Trainees
Sumame GMC Humbar Hoapital Erom I
Tralres1 n212 ZRCGP Test 02022008 020820
Location 1
Tralnes1 2212 ZRCGP Test 01082007 01/02/20
Location 1
Tralnes1 N2 ZRCGP Test 02022008 030820
Location 1
Tralnes1 2212 ZRCGP Test D405/200%  O4406/20
Location 1
Tralnesd 4242424 = Hospital 02082008 021220

& Unknown Zone




The other main option that you have is exporting. Click on the Floppy Disc icon to begin the export
process.

|H5 % 11 5y [Main Report [v] # [100%[v]

This will open the export window where you can select the format you want to use.

‘€ Export the Report - Windows Internet Explorer g@
Export Options

Please select an Export format from the list.

i[>

Enter the page range that you want to Export.

@ All
O Pages
From: To:
Done [§ € mternet H 100% -

Below are the currently available formats. Select the one you require and then click OK.

Formats: hd

‘Formats:

e iy stal Reports (RPT)
Acrobat Format (PDF)

MS Word

MS Excel 97-2000

MS Excel 97-2000 (Data Only)
To: Rich Text Format

You will then see a standard file download box. Save the item as you would any other. This screen
may vary depending on your browser and you may wish to rename the file.
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File Download

Do you want to open or save this file?

@ j Mame: CrystalReportViewerl.xls
[Hl Type: Microsoft Excel Worksheet, 11.5KB

From: eportfoliotest,rogp. org.uk

Cpen ][ Save ]l Cancel |

Always ask befare opening this type of file

|--"‘h While files from the Intemet can be useful, some files can potentially
@ harm your computer. f you dao nat trust the source, do not open ar
= sawve this file. ¥What's the risk?




Requesting new reports.

We have included a range of reports initially based on feedback. However we realise that we may
not have included all reports that are needed. Therefore if you need a new report, please email

nmrcgp@rcgp.org.uk

We will need to know specifically what information you want to have in a report, so as detailed a
description as possible is preferred.

We will then look at the requests and determine if a report can be constructed. Not all requests will
be possible unfortunately. We will get back to you letting you know if it is possible of not and how
long we expect it will take to add it to the ePortfolio.

For every new report we have to construct it and then test is shows the right information. We
would also like to introduce new reports in batches so it would be highly unlikely that we will add
them individually.

This is a new system for us and we expect that as we start producing more reports, the process
will become easier and more streamlined as we go along. We want this to be a useful tool for you,
but we want to get it right, so please bear with us.

Should you have any queries or concerns over reporting, please contact our helpdesk on 0207
344 3075 or by email at nmrcgp@rcgp.org.uk and we will do our best to help you.
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