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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.
Click Accept on the next page.
Select Confirm.
Click Return home.

ook ow

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.

From: RCPharm <noreply@rcpharm.org>

Sent:

To:

Subject: Supervisor Invitation for [Leaner Name]

AUTION: This email originated outside the RCPharm organisation. DO NOT CLICK links or open attachments unless you recognise the sender an

[Leaner Name] has invited you to be their Supervisor for their Royal College of Pharmacy Enhanced E-portfolio.
If you do not already have an account (member or non-member) on rcpharm.org, please create one here.

Please click on the link below where you will be asked to accept or decline the invitation.

Manage Invitation

Thank you.

Enter password

Forgot password?

First time access? Add your current mail /
membership number and reset your password via
the Forgot Password? link.

Terms of use  Privacy & cookies -« -
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has invited you to be their Educational
supervisor for their Royal Callege of Pharmacy Enhanced E=portfolio.

:Dec“ne

By clicking OCcapt, you ara providing apicit congant for RCERII to Srocess your
personal doto lor the purpose of administrating your access 1o the e-portfolio.
Further information about how we process your data is outined in this natice
tuttpsd feoves repharrmaoralpivocy-poicy).

*

Accept invitation?

=] - |

ACCEPTALL
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You are now the Educational .

@ Supenisor for Andrea-scientist
Haoytand,

This website uses cos

ar ite: Wil Sur SHVEREING Snd analyiics pariners wha

e-Portfolio Collaborator Overview

Your Portlolio Collaborations

Learner Name Date Accepted

Inwite Portfolio Collaborator

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.
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his invitation link is no longer valid, it may have expired or already

Deen used.

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.
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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.

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.
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

ROYAL GOLLEGE OF
PHARMACY

Enhanced e-Portfolio

Sign in to access the Enhanced e-Pontfolio
application.

To access the Enhanced e-Portfolio you will need 1o
have registered or have a member account with the
Royal College of Pharmacy. If you have not yet
registered please create a free account here

RCPharm Registration,
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Enter password

Forgot passwoed?

To access the Enhanced e-Portfolio you will need to
have registered or have a member account with the
Royal College of Pharmacy. If you have not yet
registered please create a free account here
RCPharm Registration.

- A ROYAL COI

PHAR

,
]
2
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<

Verify your identity 1

Email code ta
Cancel

To access the Enhanced e-Portfolio you will need to
have registered or have a member account with the
Royal College of Pharmacy. |f you have not yet
registered please create a free account here
RCPharm Registration.

Your The Royal College Of Pharmacy account verification code [ summarise this emad

The Royal College Of Pharmacy (via Microsoft) - D & &

T
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The Royal College Of Pharmacy

Account verification code

Te access The Royal College Of Pharmacy's apps and resources, please use the code below for account verification. The code will only work for 30 minutes

Account verfication code:
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ROTAL COLLEDE DF
L v

Enter code

We emailed a code to
Please
enter the code to sign in

e N «———

To access the Enhanced e-Portfolio you will need to
have registered or have a member account with the
Royal College of Pharmacy. If you have not yet
egistered please create a free account here

I
RCPha Registratior

ROTAL COLLEDE OF
* PHARMACY

Stay signed in?

Do this to reduce the number of times you are asked

to sign in
Don't show this again

No Yes

To access the Enhanced e-Portfolio you will need to
have registered or have a member account with the
Royal College of Pharmacy. If you have not yet
regutered please create a free account here

RCPharm Registration

LIS e-Portfolio Collaborator Overview
P H A R M Ac Y Your Portfolio Collaborations

Learner Name

This website uses cookles

DECLINE ALL
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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
Your name and email address

e-Portfolio Collaborator Overview

Your Portfolio Colloborations

Learner Name 1 Date Accepted 2

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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- Enhanced
Credentialing Portfolio

In progress evidence @ ~

Form Type Title Date Started Date Updated Mapping

ndirect cbsarvation tooks

Other tools

Other reconds

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. Inthe 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.

LTI e-Portfolio Collaborator Overview
P HARMAGY Your Portfolio Collaborations

Learner Name Date Accepted
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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.
To do this, click the arrow in the “Actions” column on the far left got the specific
form you want to comment on.

- Enhanced Credentialing Portfolio

In progress evidence [ ~
Title Date Started Dats Updated Mopping Action
PR sanatien o Frasiea S 18 fugy 2026 3 19 Aug 2028, 18:03 D
Completed evidence @ ~

evicncs

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.

_:L ROYAL COLLEGE OF

PHARMACY Direct Observation of
Practical Skills (DOPS)

Bock 1o Clare Knights's Overview

Back to your Supervisor Cvarview
Purpose

Evaluates the individuons ability to undertols o procticod (clinicol) sdil.

Examples of when it can be used

Undenaking o clinicol essessment skill &.g. blood pressure
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Instructions

LT bdaramian Lol

Acuts Core Assmsamant Tool - ACAT
Dote of assessment *
(et Dbmervanon of Froctical Sl - DOFS -
04/08/2026

WA~ P o LT | - M- Collaborator nanme *

Eirect Cbservation of Hon—cinical Skills
DONCE

Collaborator smail

Crillaborator position *

Collaborator pralession *

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.

Collaborator declaration: | can confirm | have read the RCPharm collaborator
e J guidance and have the appropriate experience to complete this assessment. | confirm
| have completed the assessment objectively and independently. *

Assessment areas

Professional approach
To include communication, consent, consideration of the patient.

Satisfactory
Needs improvement

Comments *

Knowledge
Indication, anatomy, technique.

Satisfactory

Needs improvement

8. Check the box to make your section of the form editable.
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Collaborator declaration: | can confirm | have read the RCPharm collaborator
guidance and have the appropriate experience to complete this assessment. | confirm

| have completed the assessment objectively and independently. *

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.

Assessment areas

Professional approach
To include communication, consent, consideration of the patient.

Satisfactory
Needs improvement

Comments *

Knowledge
Indication, anatomy, technique.

Satisfactory
Needs improvement

Comments *

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.
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Supporting document

Upload a supporting document (optional)

Select Outcomes

21 v

—b[ Save ] [ Save and Close ]
+ What did you learn?
x
= What went well and what was challenging? o Form saved successfully.
* How did this activity innpact patients and services?

* What will you do differently in the future?

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.

Supporting document

Upload a supporting document (optional)

Select Outcomes

21 v

[ Save ] [ Save and Close ]4__

- - Enhancesg ”
% ROYAL COLLEGE OF @ Form saved successtuly

LU EIH G Credentialing Portfolio

In progress evidence @ A
Form Type Tithe Date Started Daote Updated Mapping
Derect Observation of Non- Clinscol Skills

B Aug 2026, 10:24 01 Sept 2026, 1716 u

DONCS

Casa Presantotion - CP 19 Aug 2026, 1298 26 Aup 2026, W18 MNona
Acute Core Assessment Tool - ACAT 26 Aug 2026, 160 26 Aug 2026, W12 Hone
Testimondal - TEST 19 Aug 2026, TL40 19 Aug 200€, 1L42 MNone
Cose Presentation - CP B Aug 2026, 1525 18 Aug 2026, 1530 3 12
Direct Observation of Non-Clinical Skills

18 Aug 2028, 10:28 18 Aug 2026, 1026 Hone

DONCS
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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.

é RP%%%“%E% - Enhanced Credentialing
Portfolio

In progress evidence @

WO EEERERE EF R W

Back to Andrea-student

Hoyland's )
In progress evidence
Back to your Suparvisor Overview

Completed evidence @

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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My Actions

list of all of

ns raised throughout your porticlio

FormType  Action Completed  Outcome

Direct observation tools » 3 Aug 2026
01 Sept 2026

02 Sept 2026

Educational Supervisor Report (ESP)
To add an Educational Supervisor Report (ESP)

Navigate to the Learner’s e-Portfolio.
Click Start New Evidence button in purple left-hand column.
Select ESR - Educational Supervisor Report and click Confirm.

P wNPRE

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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Form Type Title Darte Started Darte Updated Mapping

Back 1o your Supervisor Ovenview

Direct obssrvotion tools

Completed evidence @ ’
Form Type Title Date Started Date Completed Mapping Action
©
start New Evidence [ = ]
8
(=]

Start New Evidence x

Select the evidence form you would like to start

Evidence lorm

ESR - Educational Supervisor Repon -

Educational Supervisor Report (ESR)

Back to Ancrea-scientist Hoyland's Overview Purpose

Back to your Supervisor Overview Th ESR is s d bo avaluote the pi s overoll parformonce ond progress towards
achiaving the Enhanced cusriculum cutcomas with their sducational suparvisor.

Instructions

+ This repart should be Compiatad to recoed each formal review of prograss Detwaen the
Individual undenalking the pothwoy ond the scucationol supervisor

+ This tool I8 cesigned 1o 033688 the pharmacist's progress towornds achieving the enhonced
copabaties bosed on the evidence thay hove collated in thes portiolio.

+ Score the phammacist on the scale provided

+ ‘Sooring sty c ntry-level of | s for an eniry
pharmacist a8 cefinad in tha Enhanced phamacist curmicuham,

* "N/& means that the pharmacist dio not cover tha identifisd orae and it wos not dscussed
L the review meeting.
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‘Bock o Andrea-scientist Hoykend s Overview

Back to your Supervisar Overview

ROYAL COLLEGE OF
PHARMACY

My Actions

Thie of E3R *

Ecucational supervisor nama *

Educational supenvisor email oddress

Ecucational supervisor joo title *

Educational supenvisor crganisation *

7 September 2026

Collabosator declanotion: | con conliem | have read the BCPharm collaborator
guidancs and hove the o this .| confirm
| hiwves completad the nsseasment objectively and independently, *

Feedback

Mot Progressing: Not progressng os sxpected townrds tha levsl of an snhanced phommacist
Progressing:
At lewel: A1 tF
Abowe: Abovs the sxpactad level of an snnancsd pharmacist

Domain I: Person-centred care and collaboration

€t Communicates information offectively ond with confidenc, tailoring approach to meet
peopis Meeds
0 hollstes, INCHUsIve ang per

red GREroach o consuiations

Not Progreesing

Progassing
At bevel
Above

WA

Strengths *

Areas for devalopment =

ot tha review mesting

Titke of E5R *

Edusational supendsor name *

Educational supenisor amail oddrass

elueationsl supervisol job title *

Educational supersor arganisatian *

Collaborator declaration: | can contirm | hove read tha RCPharm collaboratar
g have P! o o compiste this ossessment. | conim

1 howe comg t v and indeps y.*
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Domain 1: Person-centred care and collaboration

ST Communicanss nformanon eflectively ond with confidenca. 1ilring aporooch 1o maet

cantred approach to consultotions

Bock to Andrea-sciantist Hoyland s Ovariew CF Colet

ot T e if Ty i B T s Sl et b 1

Dsck 5 OuR SUPSRESGT Dvarvies

Bren tor eenopmant -

Supporting document

Upload a supporting document (optional)

Select Outcomes

21 v

—)[ Save } [ Save and Close }
« What did you learn?
X
* What went well and what was challenging? 0 Form saved successfully.
* How did this activity inpact patients and services?

* What will you do differently in the future?

Supporting document

Upload a supporting document (optional)

Select Outcomes

21 v

Save ] [ Save and Close e
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LU EIH G Credentialing Portfolio

In progress evidence @ ~
Form Type Title Date Started Date Updated Mapping
Direct otservoton tools
L Joservation of Non- Clinecol Skills
8 Aug 2026, 1024 01 Sept 2026, 1796 F1]
DONCS
Indtiect abienation 100k
Case Presentation - CP 19 Aug 2026, 1208 26 Aug 2026, W18 MNone
Otrer focis
Acute Core Assessment Tool - ACAT 26 Aug 2026, ¥0 26 Aug 2026, WIS Mone
Other records
Testirmondal - TEST 19 Aug 2026, 140 19 Aug 202€, 1142 MNone
Case Presentotion - CP B Aug 2026, 1525 18 Aug 2028, 15:30 a3 a2
Direct Observation of Non- Clincol Skills
18 Aug 2026, 10:26 18 Aug 2006 1026 None

DONCS

Completed Evidence

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

To access these:

Navigate to the Learner’s e-Portfolio
Click the eye icon in the “Completed Evidence” table for a specific form
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.

.'2:_ ROYAL COLLEGE OF

i PHARMACY In progress evidence @

Form Type Title Date Started Date Updated Mapping

3] §

Direct obesrvation ook
indirect cheenvation tools
Other tasls —

Othar records

Completed evidence @

Wy Acticne

Form Type Title Date Started Date Completed Mapping
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ROYAL COLLEGE OF

P H A R M A c Y This evidence ha been completed and is read-anly.
Acute Care Assessment Tool (ACAT)

Bockte o cOverview

Back to your Supervisor verview

Purpose

Diract absarviation tools tes b

ingirect obeervation mols

Othar t6alE

Examples of when it can be used

Other records « Usaful tonl when o superdsor hos organised o session o obsane proctice

« £an bi used in any natting when the indhidect rvinws multiple propie az part of their

way Action proctice.

= Exgrmpies inciude, Bt not Bmitsd e, panticipoting In ¢ word rewnd, uncercking multiple
medication reviaws, or managing sevesal people who present raquiring clirical ossessment
and managemant.

Benmbss smblom

Supporting document

Uplood a supporting documant (optional )

Actions

Date  Title Action  Completed Outcome

Select Outcomes

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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Back to your Suparvisor Overview

Dinect cbservation tools

Indlirect chesrvation ools

Learner’s profile.

homepage.

2_ ROYAL COLLEGE OF

¥ PHARMACY

Bockte s Overview

Back to your Supsrvisar Dverview

o

ROYAL COLLEGE OF

PHARMACY

- Enhanced Credentialing
Portfolio
In progress evidence @
Form Type Title: Darte Started Date Updated Mapping L
ACUIe Care ASSRSEMENt Tool - ACAT l_
Acute Care Assessment Tool - ACAT [—l
Fotant/Carer Feedbock Reflaction i
i =)
Reflective pecount = RA [_|
Completed evidence
Form Typa Title Date Started Date Completed Mapping Action
Acute Care Assessment Tool - ACAT |'_
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If viewing a specific form, click Back to [Learner’s Name] Overview to go back to the

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

Acute Care Assessment Tool (ACAT)

Purpose

and handover over a continuous

il sechorns

Examples of when it can be used
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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.

e-Portfolio Collaborator Overview

Your Portfolio Collaborations

Learner Name
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You signed out of your account

It's a good idea to close all browser windows.
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