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Role Definitions  

There are three roles within the Enhanced e-Portfolio. Please make sure you are using the 

correct guide for your role.  

Learner: the pharmacist working towards an enhanced credential. Also referred to as a 

“Candidate”. 

Educational Supervisor: The named pharmacist providing longitudinal support to the 

candidate through the programme or pathway. 

Ticketed Collaborator: A person contributing observation, feedback or professional 

judgement to the pharmacist’s e-portfolio. 

 

IMPORTANT 

 

Do not attempt to access a Learner’s e-portfolio for the first time before receiving an 

invitation from your Learner and clicking the Manage Invitation link within it because the 

system will recognise you as a Learner, instead of an Educational Supervisor. See Send an 
Educational Supervisor an invitation in the Learner guidance for how Learners send 

invitations.  

 

If you have an existing RCPharm account  

Accepting invitation as Educational Supervisor invite and first-time login  

The Learner needs to send an email invite to you before you can access their e-Portfolio for 

the first time.  

You need to accept the invite from Manage Invitation link send to you from within their e-

portfolio account. This email is sent from noreply@rcpharm.org.  This link remains valid 
for two days from the date the invitation is sent. 
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Steps to accept the email invite 

1. Open the email and click on the Manage Invitation link. The email will be sent from 

noreply@rcpharm.org.  This link remains valid for two days from the date the 
invitation is sent. 

2. Enter your existing RCPharm login details. If you already have an account, you don’t 

need to create a new one. 

3. Click Accept on the next page. 

4. Select Confirm. 

5. Click Return home. 

6. Your e-Portfolio Collaborator Overview homepage is on the next page, showing all 

the Learner’s you are associated with.  

7. Follow the steps above for every new Learner who you supervise. 
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Subsequent logins  

1. The next time you want to view your e-Portfolio Collaborator Overview homepage, 

login at eportfolio-enhanced.rcpharm.org.  
2. The Manage Invitation link in your initial email will no longer work because you have 

accepted it already.  If you try use it now, you will see a message that it’s no longer 

valid.  

mailto:eporfolio-enhanced@rcpharm.org
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Have no RCPharm account? 

IMPORTANT 

If you are becoming a registered user to access a Learner’s Enhanced e-Portfolio as an 

Educational Supervisor and have never logged into the Royal College of Pharmacy 

(rcpharm.org) before, follow the steps at Accepting invitation as Educational Supervisor 
invite and first-time login in the Learners section of this guide when first logging into view 

your Learner’s e-Portfolio. 

If you don’t have an existing RCPharm account, you will need to create one as a Registered 

User before you can click Manage Invitation to accept it and login for the first time.  

3. This is a free non-member account via the short registration from on 

https://membership.rcpharm.org/registration.  
4. When all the fields are completed, accept the terms and conditions, and then click 

Register. 

https://membership.rcpharm.org/registration
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Returning User Login and Multi-Factor Authentication (MFA)   

For security purposes, you may be asked to verify your identity with a code before you can 

log into the Enhanced e-Portfolio. You do not need an app for this; the system will email the 

code to you once prompted. If it does not come through to your inbox, check your junk mail.  

To get the code:  

1. Go to eportfolio-enhanced.rcpharm.org. 
2. Enter your existing RCPharm login details. If you already have an account, you 

don’t need to create a new one. 

3. Click Next and enter your password. 

4. On the following Verify your identity page click your email address. This will 

prompt a unique code, which will be emailed to you. 

5. Enter the code sent to your email address. It will come from account-security-
noreply@accountprotection.microsoft.com. 

6. Click Verify. 

7. View your e-Portfolio Collaborator Overview homepage 

 

 

mailto:eporfolio-enhanced@rcpharm.org
mailto:account-security-noreply@accountprotection.microsoft.com
mailto:account-security-noreply@accountprotection.microsoft.com


 

 7 September 2026 

 

 

 

 

 

 

 

 



 

 7 September 2026 

 

 

 

 

 

 

 

 



 

 7 September 2026 

 

 

 

 

 

Navigating your e-Portfolio Collaborator Overview homepage  

Quick overview - follow the numbering on the image below.  

1. Learner Name - all the Learners you are associated with and who have sent you an 

email invitation to become their Educational Supervisor. 

2. Date Accepted - the day, month and year you clicked “Manage Invitation” on the 

email invite, from the most recently accepted invitation.  

3. Your initials 

4. Your name and email address  

 

 

 

Viewing forms in a Learner’s e-Portfolio 

In progress 

1. You can view all the forms on the Learner’s homepage in the top In progress 

evidence table. 

2. Alternatively, navigate through the sections on the left-hand side to see specific 

forms per observation category, for example, Direct observation tools and Indirect 

observation tools. 
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Adding Comments to a Learner’s e-Portfolio  
As an Educational Supervisor, you need to edit and add comments to the Assessment areas 

section of all your Learner’s forms. You can only add comments to the In progress evidence 

table forms.  

Adding comments: 

1. In the Learner’s Name column of your e-Portfolio Collaborator Overview homepage, 

click on the name of the Learner whose portfolio you want to add comments to. 
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2. Their e-Portfolio will open. The “In progress evidence” table at the top shows the 

forms they have started. The “Completed evidence”, in the second table, lists the 

ones they have finished. If they have not started any forms, both tables will be 

empty. In the example here, the Learner has not completed any evidence, therefore 

the table is blank.  

3. As an Educational Supervisor, you can only comment on evidence that is in progress.  

4. To do this, click the arrow in the “Actions” column on the far left got the specific 

form you want to comment on. 

 

 

5. Clicking this opens the specific form. 

6. You will notice that some fields are read-only. These are fields that the Learner fills 

in, which you can view, but not amend.  
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7.  Scroll down to the Collaborator declaration paragraph to edit the “Assessment 

areas” of the form. This box will be initially unchecked, and these sections will be 

read-only.  

 

 

 

 

8. Check the box to make your section of the form editable.  
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9. Complete all mandatory sections of the form – these are denoted by a red asterisk.  

You will need to do this for every form the Learner creates.  

 

 

 

10. Click Save to save your input and keep the form open. This will bring you to top of 

the form and show a green “form saved successfully” message.  

 



 

 7 September 2026 

 

 

 

 

 

 

 

11. Click Save and Close to save your input and return to your Learner’s profile. Doing 

this will show a green “form saved successfully” message. 
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Learning Needs Analysis (LNA) 

To access a Learning Needs Analysis form (LNA) either go to the Learner’s homepage, or 

navigate to Other Tools > Learning Needs Analysis (LNA) in the left-hand purple column. 

 

 

 

 

View a Learner’s Actions 
As an Educational Supervisor, you can view a Learner’s Actions, but not edit them.  

To view their Actions: 

1. Navigate to the Learner’s e-Portfolio. 

2. Click on My Actions in the purple left-hand column. 
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Educational Supervisor Report (ESP) 
To add an Educational Supervisor Report (ESP) 

1. Navigate to the Learner’s e-Portfolio. 

2. Click Start New Evidence button in purple left-hand column. 

3. Select ESR - Educational Supervisor Report and click Confirm. 

4. Scroll down to the Collaborator declaration paragraph to edit the feedback 

“Domain” sections of the form. This box will be initially unchecked, and these 

sections will be read-only. 

5. Check the box to make your section of the form editable. 

6. Complete all mandatory sections of the form – these are denoted by a red asterisk.  

7. Click Save to save your input and keep the form open. This will bring you to top of 

the form and show a green form saved successfully message.   

8. Click Save and Close to save your input and return to your Learner’s profile.  

9. Doing this will show a green form saved successfully message. 
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Completed Evidence 

As an Educational Supervisor, you only have read-only access to these forms and cannot edit 

them.   

To access these: 

1. Navigate to the Learner’s e-Portfolio 

2. Click the eye icon in the “Completed Evidence” table for a specific form 

3. View the form. A message “This evidence has been completed and is read-only.” 

message at the top. 

4. Clicking Close at the bottom of the form takes you back to the Learner’s e-Portfolio.   
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Navigate back to your Collaborator Overview homepage 

1. Click the Back to your Supervisor Overview from your Learner’s e-Portfolio. 
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2. If viewing a specific form, click Back to [Learner’s Name] Overview to go back to the 

Learner’s profile.  

3. Or click Back to your Supervisor Overview to return to your Collaborator Overview 

homepage. 
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Logging out 

To help keep your account secure, always log out of the e-Portfolio when you have finished.  

 

1. To log out of your e-Portfolio Collaborator homepage, click the icon at the bottom of 

the page. Hovering over it with a mouse, will show a Logout tooltip.  

 

 

 

 


