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Section 1 — Introduction to the E-Portfolio Logbook

1.1 Introduction

The E-Portfolio module has been developed to give NCHDs who are not associated with a
Postgraduate Medical Training Body and do not have access to a formal Logbook, the opportunity to
record any clinical or professional development activities they have undertaken and have, where
applicable, this experience validated. You may seek validation of relevant records from a
Supervising Clinician/Consultant, once this activity has occurred within the last six months.
Information on these records will be visible to the nominated Supervising Clinician/Consultant you
choose to send this data to. The Supervising Clinician/Consultant will access the data via a secure
link sent by email. The Supervising Clinician/Consultant will be able to view this data until it has been
processed by them or six months has elapsed since the activity date, whichever is the sooner. It is
your responsibility to ensure you select the correct IMC number and email address for the nominated
Supervising Clinician/Consultant.

This module is available to all NCHDs who have an NER account, however it is not intended to
replace the Logbooks developed by Training bodies and therefore should not be used in place of
those provided by your training body. Within the E-Portfolio there are no mandatory or specific
sections required for completion. NCHDs are responsible for the content contained within their E-
Portfolio. This E-Portfolio is not endorsed by a Postgraduate Medical Training Body and thus does
not lead to certification or guarantee eligibility to the Irish Medical Council’'s Specialist Division of the
Register.

For further details on how to use the E-Portfolio, FAQs and its terms and conditions please visit

Imprortant!

Please note that the inclusion of any patient information on the E-Portfolio is strictly
prohibited. When completing details on your ePportfolio it is essential that no information
is included which might identify a patient / client / colleague etc such as names / DOBs /
patient medical record numbers etc. Information should remain amonymous at all times.
Users are reminded to be mindful of Data Protection legislation. Please refer to point 5 of
the NER Terms and Conditions, available on the NER Logon screen.

For details on abbreviations listed throughout this document please see Appendix 1.

Section 2 — Accessing your NER Account

2.1 NER Portal Website Address

In order to access the E-Portfolio module you will need to have an NER account. If you already have
an NER account please see Section 3 for more information on how to access the E-Portfolio module.
If you don’t have an NER account you can create an NER account by first registering your details at

Details on how to set up and access your NER account are available on

3.



http://www.hse.ie/doctors
https://nchder.ie/Account/Login?ReturnUrl=%2f
https://www.hse.ie/eng/staff/leadership-education-development/met/database/userguides/

Section 3 — Accessing the E-Portfolio Module

H-
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3.1 Login Screen

Following registration you can access your NER account by logging in using your email
address, date of birth and password.

GIN

Welcome to your secure National Employment Record

~ NER Portal U .

Health Service Executive

Welcome to the National Employment Record (NER)

The NER has been developed by HSE - National Doctors Training & Planning, in response fo one of the key recommendations of the ‘Strategic
Review of Medical Training and Career Structure Repart (MacCraith Report). This recommendation was based on fesdback received dirsctly
from NCHDs. The system has been specifically designed o minimise repetilive paperwork requirements for NCHDS and eliminate as much
duplication as possible when rotafing employers.

Your NER is complstely private, confidential and secure. The information contained vithin your NER wil only be available to you and your
elevan Health Department (OHD)/prospective OHD. HR data wil only be visible/accessible by
your Medical HRAManpower Department. Occupational Health data will only be visible/aceessibls by your Occupational Health Depariment. Full
details on access are avalable in the NER terms and condifions. link at the bottom of fhis page

If you are a first fime user of the system you must register a new account — cick on the ‘Register new account link at the top right-hand side of
the screen to begin

If you have already registered an NER account and wish to log on this will require three pieces of information. These are E-mail Address. Date of
Birth and Password.

It is the responsibility of each individual that their password is in line with the requirement of the HSE Passw

ord Standard € minimum of
& character, containing characters both uppercase and lower case. numbers and 1 special characier 29 * 2.5

ards Policy
% @E7LE

Email
&

Date of Birth
DD v MM hd Y v

Password:

Forgot your password?

Figure 1: NER Portal Login Screen

3.2 NER Dashboard

You can access the E-Portfolio module via your NER Dashboard. Click on the

Figure 2.

E-Portfolio Dashboard

Figure 2: NER Dashboard with E-Portfolio Module

icon as shown in
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3.3 Logbook E-Portfolio Menu
Once you click on the E-Portfolio module the following headings will appear:

e Clinical Experience

e Assessments

e Education & Personal Development
e Procedures

e Training Plan & Review

o Logbook

You can create records under each of the first five headings listed above. Under the Logbook
heading you will be able to extract any records you have entered into a PDF Logbook.

E-PORTFOLIO / | EINER Portal 9 = Dasphosrd
LOGBOOK

Welcome to the E-Portfolio / Logbook section of NER

CLINICAL EXPERIENCE ASSESSMENTS EDUCATION AND PERSOMAL
amcr e

Figure 3: E-Portfolio Module Home Page

ND.P -




Section 4 - Clinical Experience

4.1 Clinical Experience Home Screen
In the Clinical Experience home screen you will be able to manage existing records created in
this section as well as add new records.

The table, as shown in the Figure 4, will display all records under this category that you have
input for your E-Portfolio to date. Records are listed in order of activity date, in descending
order, and each record will have a unique reference number. You may use the filters and search
button at the top of the page to refine your search for a specific record or display a group of
similar records (highlighted 1).

Clicking on a record allows you to view further details about that record. You may also delete or
edit an existing record using the action buttons located to the right of the table (highlighted 2).

To return to the main menu press the ‘back’ button (highlighted 3).

E-PORTFOLIO/
LOGBOOK

=2 MER Portal % =Dashboam &

Cases

Details
test 17> <=

megting 3

3.
4.
Clinical Experience (19 records) ST
Filter records
Activity Type Specialty Sub-Specialty
Activity Date - From Activity Date - Ta 1
.
£ £
Click on chosen record fo see more details. To ked more records plesse scroll down,
Ref. Activity Title Activity Activity Specialty Sub- Grade Number Actiens
Mo. Type Data End Date Specialty of
years
14 Rare/Unusual  Rare/Unusual Cases 1 2022

Cardiclogy M Registrar 4 m o

2

.
Endocrinclogy & WA SHO 1
o N ) m
DM
Registrar 2 ek

) ’ m

Anzesthesiology  ICM

Figure 4: Clinical Experience Home Screen

To log a new clinical experience click on the green
in the top right corner of the screen (highlighted 4).

‘Add New Clinical Experience’ button located

6e




4.2 Adding a New Clinical Experience Record
Once you click on the “Add New Clinical Experience’ button the following pop up screen will

appear:

Add / Edit Clinical Experience

Activity Type *

Title *

Activity Date *

10/03/2021

Details *

Speciality *

Grade *

The fieids marked with an asterisk are mandatory fields and must be completed for the new activity o be saved
A Please be aware that dependent on the chosen Acfivity Type you may be asked to fill additional informafion.

Activity End Date (multiple days activity)

Subspeciality

Number of years at this grade & speciality *

0

o]

Figure 5: Add New Clinical Experience

The following activity types are available in the Clinical Experience screen:

o Emergencies

o Patient Related Meetings
¢ Patients Reviewed

e Rare/Unusual Cases

e Work Schedule

Record

feidhewanracht o fse Mo
Health Service Execviive

Depending on the Activity Type chosen, the fields you will have to fill in for each Activity Type will
differ. Complete all the relevant information, noting that fields marked with a red * are mandatory
fields and must be completed in order to save the record. The “Title” field has a maximum character
limit of 250 and the “Details” field has a maximum character limit of 3000.

Once you have completed all the relevant fields click “Save” to save this record which will be
displayed in the table on the Clinical Experience home screen. Click “Cancel” to disregard changes

and return to the clinical experience screen.

Note: Clinical Experience Records cannot be sent to a Supervising Clinician/Consultant for their

review
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Section 5 - Procedures

5.1 Procedures Home Screen

In the Procedures home screen you will be able to manage existing records created in this

section as well as add new records.

The table, as shown in Figure 6, will display all records under this category that you have input
for your E-Portfolio to date. Records are listed in order of activity date in descending order and
each record will have a unique reference number. You may use the filters and search button at
the top of the page to refine your search for a specific record or display a group of similar

records (highlighted 1).

Clicking on a record allows you to view further details about that record. You may also delete or
edit an existing record using the action buttons located to the right of the table, provided this has
not been validated by your Supervising Clinician/Consultant (highlighted 2).

To return to the main menu press the ‘back’ button (highlighted 3).

E-PORTFOLIO /
LOGBOOK

EZN

Procedures (11 records)

Filter records

| E= NER Porfal % ECashboard 3

+ Add New Procedure

Arthroplasty of patells with prosthesis Scheduled

Anpiocardiography Scheduled

ndependent with supervision

02021

1000352021 ndependent with supervision
Supervising Consultant Email

Supervising Consultant IMC

Title Procedure Type Status
Activity Date - From Activity Date - To
s o
Click on chosen record fo see more defails. To load more records please scroll down,
Ref. Ho.  Title Frocedure Type  Activity Date  Level of Supervision Status Actions

Lopged

Awiaiting Review

o]

2.

Figure 6: Procedures Home Screen

To log a new Procedure click on the green ‘Add New Procedure button located in the top right

corner of the screen (highlighted 4).

e
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5.2 Adding a New Procedure Record
Once you click on the “Add New Procedure” button the following pop up screen will appear:

Add / Edit Procedure

E The fields marked with an asterisk are mandatory fields and must be completed for the new activity to be saved

Title (SMOMED Procedure Mame) * Activity Date *
tmrs ut
Procedure Type * Level of supervision *
Details *
s
If you would like to seek clinical supervisor sign off for the above record please enter their email address and & digit IMC
number (iLe. 012345). Please note that only repi actitioners are entitled to validate your submission
Te send the record for Clinical Supervisor | Consultant verification please use "Save & Submit' bution
Prigr to sending your record for validation on MER, it is advisable to alert your Supervising Clinician [ Consultant of this, so

they can expect your record fior review

Clinical Supervisor [ Consultant Email Address Clinical Superviser | Consultant IMC Number

== [

Figure 7: Add New Procedure Record

The “Title” field will allow users to search procedure names from the SNOMED (see appendix 1
for further information) dictionary. Only titles from the SNOMED dictionary can be selected. You
must enter a minimum of 5 characters to perform the search.

Complete all the relevant information, noting that fields marked with a red * are mandatory fields
and must be completed in order to save the record. The “Details” field has a maximum character
limit of 3000.

It is possible to seek validation for a procedure from a Supervising Clinician/Consultant
however; the Activity Date must be less than 6 months ago from today’s date. The user
should input the email address and IMC number of the Supervising Clinician/Consultant that
they would like their record validated by. Please ensure accuracy when completing these
details. Supervising Clinician/Consultant email addresses must be from a recognised academic
institution or clinical site. No personal emails will be accepted.

To discard the entry and return to the Procedures home screen click the ‘Cancel’ button.

To save the entry and not submit to a Supervising Clinician/Consultant for validation click
‘Save’. This will mean that the record will have status “Logged”.

9.




5.3 Submitting a Procedure Record to a Supervising Clinician/Consultant for Review
To save the entry and submit to the selected Supervising Clinician/Consultant for validation click
‘Save & Submit’.

The following validation message will appear on screen:

Consultant Details

“our record will be sent for review to
Conszultant’'s Name:

lane Doe

Consultant's IMC:

Conszultant’s Registration Type:
Specialist Registration

Consultant's Specialty:
General Praclice

Conszultant's Division:
General Praclice

Are these details comrect and you wish to proceed?
Click 'Mo" if you wish to change these details. Click "es' if you wish fo proceed.

==

Figure 8: Popup - Submit Procedure to Supervising Clinician/Consultant for Validation

Ensure the Supervising Clinician/Consultant details displayed in the pop up are the details of the
Supervising Clinician/Consultant you wish to validate the record. If these are correct then click
‘Yes’ to submit for validation. If the details are incorrect click ‘No’ and you will be returned to the
Procedure input screen.

Records which have been sent to a Supervising Clinician/Consultant for validation will have the
status “Awaiting Review” displayed as shown in Figure 9.

Records which have been validated by a Supervising Clinician/Consultant will have the status
“‘Reviewed — Validated”. You will be able to view their feedback under “Comments” by clicking
on the record to expand the details. You will also see the date that the record was validated on
as shown in Figure 9. Records that have been validated cannot be edited or deleted.

Records which a Supervising Clinician/Consultant cannot validate will have a status of
“Reviewed — Unable to Validate” as shown in Figure 9. You will be able to view the consultant’s
feedback under “Comments” by clicking on the record to expand the details. You will also see
the date that the record was reviewed on, as well as the reason as to why the Supervising

10 ®
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Clinician/Consultant cannot validate the record. Records that have been selected as “Unable to
Validate-Information was not accurate” cannot be edited or deleted.

Records that have been logged by you but have not been sent to a Supervising
Clinician/Consultant for review will have status “Logged”. Records that have also been returned
by a Supervising Clinician/Consultant for one of the following reasons will also appear as
logged:

1. Supervising Clinician/Consultant requires further information
2. Supervising Clinician/Consultant does not recognise your IMC
3. Supervising Clinician/Consultant thinks the record was sent to them in error

Click on chasen record to see more defalls. To load more records please scroll down

Ref. Title Procedurs Activity Level of Supervision Status Actions
No. Type Date

52 Angiocardiography Scheduled 10/03/2021  Observed Logged m
51 Anastomosis of stomach Emergency 01/03/2021  Independent without supervisidn  Awaiting Review m
46 CT of nervous system Scheduled 26/02/2021  Independent with supervision Logaed m

23 Arthroplasty of patella with Scheduled 2410272021 Independent with supervision Reviewsd - Unable to Validate
prosthesis
20 CT of femur with contrast Scheduled 147022021 Independent with suparvision Reviewed - Unable to Validate
17 Reshaping of cranium Scheduled 31012021 Independent with supenvision Reviewed - Unable to Validate
2 Triage Scheduled 051072020 Independent with supenvision Reviewed - Validated
Details Superviging Consultant Email
rteqgfa
Consultant's Comments Superviging Consultant IMC
congrats
Validation Date
26/02/2021

Figure 9: Procedures Home Screen — Status of Records

If you have accidently sent your record to the incorrect Supervising Clinician/Consultant, you
can amend this by clicking “Edit’ on an “Awaiting Review” record where you can update the
details correctly and click “Save and Submit”.

51 Anastomasis of stomach Emergency 01032021 ndependent without supervision Awiaiting Review m & Deleta

Figure 10: Procedures Home Screen — Edit Record “Awaiting Review”




Section 6 - Assessments

6.1 Assessments Home Screen
In the Assessments home screen you will be able to manage existing records created in this
section as well as add new records.

The table, as shown in Figure 10, will display all records under this category that you have input
for your E-Portfolio to date. Records are listed in order of activity date in descending order and
each record will have a unique reference number. You may use the filters and search button at
the top of the page to refine your search for a specific record or display a group of similar
records (highlighted 1).

Clicking on a record allows you to view further details about that record. You may also delete or
edit an existing record using the action buttons located to the right of the table, provided this has
not been validated by your supervising clinician/consultant (highlighted 2).

To return to the main menu press the ‘back’ button (highlighted 3).

E-PORTFOLIO /
LOGBOOK

E=N -

Assessments (20 records)

Filter records

| B NER Portal - ™=0Dashboand

Clinical Supervisor ! Consultant Comments

Mumber of Attachments
1

348 Directly Observed Procedures forwfg

245 Directly Observed Procedures e

Clinical Supervisor { Consultant IMC
Validation Date
Reason for validation failure

Lewvel of Skill

Reviewed - Validated

Lopged

Activity Type Status Activity Date - From Activity Date - To
iti - Select - - Multi - Select - @ 2
1.
Click on chosen record fo see more detals To load more records please scrll down

Ref. Ho. Activity Type Title Status Activity Date Actions

156 Case Discussion Case Discussion 1 Awgiting Review 0405/2021) m

E-e'.a_ills C.Iinical Suparv_iéor -'_Ccnsultant Email & View | M Attact " 2
etailz 3

300042021

15/04/2021

[ren [ oomer

Figure 11: Assessments Home Screen

To log a new Assessment click on the green ‘Add New Assessment” button located in the top

right corner of the screen (highlighted 4).
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6.2 Entering a New Assessment Record
Once you click on the “Add New Assessment” button the following pop up screen will appear:

Add / Edit Asz=ssment
E The fisids marksd with an asi=risk sr= mandatory fiekss and mest bs completed for fhe new sciiviy io be saesd,
Asttvty Typs *
Tie *
A
Aottty Datn
iy
Dudnibc +
A
Hyou would ke io sesk clnkcsl superviser sign off for the sizove recond plesse =i their emal sddness and £ digh IMGC
numicer (L. 12345). Fi=sse nol= that cnly negishered medical pracibioners ane eniifed 1o valdsi= your susmission
To s=rd thee record for Cinksl Supsnvisor | Consukant verficstion plesse e 'Saye £ Submi buthon.
Prior io sending your record for valdafion an MER, R s advisabie by slert your Supsrvising Clniclen § Consulisnk of this, 5o
they cam pxpect your reoond for peyviaw,
Cnlcal Supsrvicor ] Concultant Emall Addrece Clnlcal Supsrvicor ] Conculfant IMC Numbsr
Attaohmentic)
e = -
1 1
1 1
- (43 -
1 1
1 1
1 1
1 Crag &0 Broass =1= 1
| |
L o o o e e e e = =
[ [ - et

Figure 12: Add New Assessment
The following activity types are available on the Assessments screen:

e Case Discussion

e Directly Observed Procedures

e Mini CEX (Mini Clinical Examination)
e Teaching Assessment

ND.P

¥ational Doctars Training & Pleaning
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Complete all the relevant information, noting that fields marked with a red * are mandatory fields and
must be completed in order to save the record. The “Title” field has a maximum character limit of 250
and the “Details” field has a maximum character limit of 3000. You can also view/manage
attachments associated with a given record.

Supporting documentation may be attached to any Assessment record by clicking the browse
button and attaching the relevant file from your computer or using the “Drag & Drop”
functionality (see Figure 12). Multiple documents may be attached but cannot exceed 5MB
each and can only be the following formats: pdf, jpg, png. Once a document is attached it
will appear on screen as follows and may be deleted using the “X” button as shown in Figure 13.

Attachments)

(T30.81 KE)

=

Figure 13: Attaching Documents

It is possible to seek validation for an Assessment from a Supervising Clinician/Consultant however;
the Activity Date must be less than 6 months ago from today’s date. The user should input
the email address and IMC number of the Supervising Clinician/Consultant that they would like their
record validated by. Please ensure accuracy when completing these details. Supervising
Clinician/Consultant email addresses must be from a recognised academic institution or clinical site.
No personal emails will be accepted.

To discard the entry and return to the Assessments home screen click the ‘Cancel’ button.

To save the entry and not submit to a Supervising Clinician/Consultant for validation click ‘Save’.
This will mean that the record will have status “Logged”.

14




6.3 Submitting an Assesment Record to a Supervising Clinician/Consultant for Review
To save the entry and submit to the nominated Supervising Clinician/Consultant for validation
click ‘Save & Submit’.

The following validation message will appear on screen:

Consultant Details

“our record will be sent for review to
Conszultant’'s Name:

lane Doe

Consultant's IMC:

Conszultant’s Registration Type:
Specialist Registration
Consultant's Specialty:

General Praclice

Conszultant's Division:
General Praclice

Are these details comrect and you wish to proceed?
Click 'Mo" if you wish to change these details. Click "es' if you wish fo proceed.

==

Figure 14: Popup - Submit Assessments to Supervising Clinician/Consultant for
Validation

Ensure the Supervising Clinician/Consultant details displayed in the pop up are the details of the
Supervising Clinician/Consultant you wish to validate the record. If these are correct then click
‘Yes’ to submit for validation. If the details are incorrect click ‘No” and you will be returned to the
Assessment input screen.

Records which have been sent to a Supervising Clinician/Consultant for validation will have the
status “Awaiting Review” displayed as shown in Figure 15.

Records which have been validated by a Supervising Clinician/Consultant will have the status
‘Reviewed — Validated”. You will be able to view the Supervising Clinician/Consultant’s
feedback under “Comments” by clicking on the record to expand the details. You will also see
the date that the record was validated on as shown in Figure 15. Records that have been
validated cannot be edited or deleted.

Records which a Supervising Clinician/Consultant cannot validate will have a status of
“‘Reviewed — Unable to Validate” as shown in Figure 15. You will be able to view their feedback
under “Comments” by clicking on the record to expand the details. You will also see the date

15 ¢®
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that the record was reviewed on as well as the reason as to why the Supervising
Clinician/Consultant cannot validate the record. Records that have been selected as “Unable to
Validate-Information was not accurate” cannot be edited or deleted.

Records that have been logged by you but have not been sent to a Supervising
Clinician/Consultant for review will have status “Logged”. Records that have also been returned
by a Supervising Clinician/Consultant for one of the following reasons will also appear as
logged:

1. Supervising Clinician/Consultant requires further information
2. Supervising Clinician/Consultant does not recognise your IMC
3. Supervising Clinician/Consultant thinks the record was sent to them in error

Click on chosen record fo see maore details. To lead mare records please scroll down,

Ref.  Activity Type Title Status Activity Actions
Mo. Date

33 Teaching Assessment  teaching Aviaiting DE03/2021
Review

3z Case Discussion test Aviaiting 05032021
Review

Review

DIME is s quadripartite system which encompasses Mational Docbors Training & Logged 250272021

Flanning, the Irish Medical Counci

[
[
[
;

24 Dor Reviewed - 25022021
Walidated
23 test ri.'.';a_'.in-; 250272021 & Edit o
meview
s Case Discussion Test on Thursday Logged 250272021 o
a7 Mini CEX Mini CEX Reviewed - 2112020
‘alidated

Detzils Supervising Consultant Email
completed last year

Consultant's Comments Supervising Consultant IMC

Excellent Work

Validation Date

01/03/2021

Figure 15: Assessments Home Screen — Status of Records

If you have accidently sent your record to the incorrect Supervising Clinician/Consultant for
review, you can amend this by clicking “Edit’ on an “Awaiting Review” record where you can
update the details correctly and click “Save and Submit”.

k! Teaching Assessment teaching Awmiting Review 05032021 ﬂ ——

Figure 16: Assessments Home Screen — Edit Records “Awaiting Review”
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Section 7 — Training Plan & Review

7.1 Training Plan & Review Home Screen
In the Training Plan & Review home screen you will be able to manage existing records created
in this section as well as add new records.

The table, as shown in Figure 17, will display all records under this category that you have input
for your E-Portfolio to date. Records are listed in order of activity date in descending order and
each record will have a unique reference number. You may use the filters and search button at
the top of the page to refine your search for a specific record or display a group of similar
records (highlighted 1).

Clicking on a record allows you to view further details about that record. You may also delete or
edit an existing record using the action buttons located to the right of the table, provided this has
not been validated by your Supervising Clinician/Consultant (highlighted 2).

To return to the main menu press the ‘back’ button (highlighted 3).

E-PORTFOLIO/ | EINERPortal $ = Dashbosrd 9

LOGBOOK

s
4.
Training Plan & Review (6 records)

Filter records

Specialty Stage Status
- Mutti - Select - - Mulfi - Select - - Multi - Select -
Activity Date - From Activity Date - To

1. Reset m

Click on chosen record fo see more details. To load maore records please scroll dowrn

Ref. No. Specialty Stage Status Activity Date Activity End Date Actions

—_—
24 Cardiothoracic Midpaint review Logged 30/03/2021 30/04r2021 & Edit
16 Gastroenterology Midpoint review Reviewsd - Validated 050372021 1200372021 2

13 Cardiclogy Midpoint review Reviewsd - Unable to Validate 030372021

21 Cardiclogy Start of post Reviewsd - Validated 02/03/2021

Figure 17: Training Plan and Review Home Screen

To log a new Training Plan & Review click on the green ‘Add New Training Plan & Review”
button located in the top right corner of the screen (highlighted 4).
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7.2 Entering a Training Plan & Review
Once you click on the “Add New Training Plan & Review” button the following pop up screen will
appear:

Add ! Edit Training Plan & Review

g The fizlds marked with an asterisk are mandatory fields and must be completed for the new activity to be saved

Specialty * Stage =
Activity Date * Activity End Date (only required if more than one day)

iy ey
Details *

fyou would like to seek clinical supervisor sign off for the
number {Le. 01234 2 note that only reg d m
To send C 0 sultant ve

=nding your record for dvisable to alert your Supenvising Clinician | Consultant of this, so
expect your record for review.

Clinical Supervisor | Consultant Email Address Clinical Supervisor { Consultant IMC Number

Figure 18: Add New Training Plan & Review Record

The Training Plan and Review may be added under the following Stages:

e Start of post
e Midpoint review
e End of post review

Complete all the relevant information, noting that fields marked with a red * are mandatory fields and
must be completed in order to save the record. The “Details” field has a maximum character limit of
3000.

It is possible to seek validation for a Training Plan & Review from a Supervising
Clinician/Consultant however; the Activity Date must be less than 6 months ago from
today’s date. The user should input the email address and IMC number of the Supervising
Clinician/Consultant that they would like their record validated by. Please ensure accuracy when
completing these details. The Supervising Clinician/Consultant email addresses must be from a
recognised academic institution or clinical site. No personal emails will be accepted.
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To discard the entry and return to the Training Plan & Review home screen click the ‘Cancel’ button.

To save the entry and not submit to a Supervising Clinician/Validation for validation click ‘Save’. This
will mean that the record will have status “Logged”.

7.3 Submitting a Training Plan & Review Record to a Supervising Clinician/Consultant for
Review

To save the entry and submit to the selected Supervising Clinician/Consultant for validation click
‘Save & Submit’.

The following validation message will appear on screen:

Consultant Details

“our record will be sent for review to
Conszultant's Mame:

Jlane Doe

Consultant's IMC:

Consultant's Email Address:

test test@ hse . ie

Consultant’s Registration Type:
Specialist Registration

Consultant's Specialty:

General Praclice

Conszultant's Division:

General Praclice

Are these details comrect and you wish to proceed?

Click "N if you wizh to change these details. Click "es' if you wish fo proceed.

Figure 19: Popup - Submit Training Plan & Review to Supervising Clinician/Consultant
for Validation

Ensure the Supervising Clinician/Consultant details displayed in the pop up are the details of the
Supervising Clinician/Consultant you wish to validate the record. If these are correct then click
‘Yes’ to submit for validation. If the details are incorrect click ‘No’ and you will be returned to the
Training Plan & Review input screen.

Records which have been sent to a Supervising Clinician/Consultant for validation will have the
status “Awaiting Review” displayed as shown in Figure 20.

Records which have been validated by a Supervising Clinician/Consultant will have the status
“‘Reviewed — Validated”. You will be able to view their feedback under “Comments” by clicking
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on the record to expand the details. You will also see the date that the record was validated on
as shown in Figure 20. Records that have been validated cannot be edited or deleted.

Records which a Supervising Clinician/Consultant cannot validate will have a status of
‘Reviewed — Unable to Validate” as shown in Figure 20. You will be able to view their feedback
under “Comments” by clicking on the record to expand the details. You will also see the date
that the record was reviewed on as well as the reason as to why the Supervising
Clinician/Consultant cannot validate the record. Records that have been selected as “Unable to
Validate-Information was not accurate” cannot be edited or deleted.

Records that have been logged by you but have not been sent to a Supervising
Clinician/Consultant for review will have status “Logged”. Records that have also been retuned
by a Supervising Clinician/Consultant for one of the following reasons will also appear as
logged:

1. Supervising Clinician/Consultant requires further information
2. Supervising Clinician/Consultant does not recognise your IMC
3. Supervising Clinician/Consultant thinks the record was sent to them in error

Click on chosen record fo sse more defails. To load more records please scroll down

Ref. Mo. Specialty Stage Status Activity Date Activity End Date Actions
24 Cardiothoracic Midpaint review Logged 30/03/2021 300472021 @ Edit
16 Gastroenterology Midpoint review Reviewed - Validated 05/03/2021 12/032021

Details Supervising Consultant Email

fest

Consultant's Comments Supervising Consultant IMC

Correct infomation
Validation Date

15032021
18 Cardiclogy Midpaint review Reviewed - Unable to Validate 03032021
21 Cardiclogy Start of post Reviewed - Validated 02/032021

14 Gastroenteralogy Midpoint review Logged 28/09/2020 0200272021 & Edit n el
15 Gastroenterology Midpoint review Logged 04/03/2020 m Delele

Figure 20: Training Plan & Review Home Screen — Status of Records

If you have accidently sent your record to the incorrect Supervising Clinician/Consultant, you
can amend this by clicking “Edit’ on an “Awaiting Review” record where you can update the
details correctly and click “Save and Submit”.

ra
0
&
r

21 Cardiology Start of post Awaiting Review

=

Figure 21: Training Plan & Review Home Screen — Edit Record “Awaiting Review”
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Section 8 — Education & Personal Development

8.1 Education and Personal Development Home Screen
In the Educational & Personal Development home screen you will be able to manage existing
records created in this section as well as add new records.

The table, as shown in Figure 22, displays all records for this category that you have input for your
E-Portfolio to date. Records are listed in order of activity date in descending order and each record
will have a unique reference number. You may use the filters and search button at the top of the
page to refine your search for a specific record or display a group of similar records (highlighted 1).

Clicking on a record allows you to view further details about that record. You may also delete or edit
an existing record using the action buttons located to the right of the table, provided this has not
been validated by your Supervising Clinician/Consultant — applicable for “Leadership &
Management Experience” only (highlighted 2). You can also view/manage attachments associated
with a given record.

To return to the main menu press the ‘back’ button (highlighted 3).

E-PORTFOLIO / | ENERPortal 3 = Dastioa P
LOGBOOK

| 3. 4
Education & Personal Development

(13 records)

Filter records

Activity Type Status Activity Date - From Activity Date - To
- Multi - Select - - Multi - Select - = =
Reset
Click on chosen record to see more details. To load more records please scroll down
Ref. Activity Type Title Status Activity Activity Actions
No. Date End Date
47 Inhouse Test Meeting Logged 110312021 m
educational
meefings
Details Meeting Type View I Mt Aftachment 2.
Test Joumnal Club i
Number of Attachments
52 Leadership & The fields marked with an asterisk are mandatory fields and must be completed Reviewed - 08/03/2021 09/03/2021
Management for the new activity to be saved. Please be aware that dependent on the chosen Validated
Experience Activity Type you may be asked to fill addifional informafion.
49 Leadership & Lead Role in Group Reviewed - 050372021
Management Unable to
Experience Validate

Figure 22: Education & Personal Development Home Screen

To log a new Education & Personal Development record click on the green ‘Add New Education &
Personal Development Record” button located in the top right corner of the screen (highlighted 4).

F:;‘ [ | ? o1




8.2 Adding a New Education & Personal Development Record
Once you click on the “Add Education & Personal Development Record” button the following
pop up screen will appear:

Add [ Edit Education & Perzonal Development Details
The field= marked with an asterisk are mandatory fields and must be completed for the new activity to be saved
A Pleaszs be aware that dependent on the chesen Activity Type you may be asked to fill sdditional information

Activity Type *
Title
Activity Date * Activity End Date (multiple days activity)

212 o o
Detail

g
Attachment;
T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T TSI T T T T T T TS T s e E bl
1 1
] 1
i 1
i 1
| 1
| 1
1 1
] 1
| 1
i Drag & Drop o e for a file i
i 1
| 1
[ e T T L L L L T T T 4
[ x oo | v 5om |

Figure 23: Add New Education and Personal Development Record
The following activity types are available on the Education & Personal Development screen:

e Conferences / Courses (External)

¢ In House Educational Meetings

e Leadership & Management Experience
e Presentations

¢ Qualifications Obtained

o Research / Audit / Publication

e Teaching Delivered

Depending on the Activity Type chosen, the fields you will have to fill in for each Activity Type
will differ. Complete all the relevant information, noting that fields marked with a red * are
mandatory fields and must be completed in order to save the record. The “Title” field has a
maximum character limit of 250 and the “Details” field has a maximum character limit of 3000.
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Supporting documentation may be attached to any Education & Personal Development record
by clicking the browse button and attaching the relevant file from your computer or using the
“Drag & Drop” functionality (see Figure 23). Multiple documents may be attached but cannot
exceed 5MB each and can only be the following formats: pdf, jpg, png. Once a document
is attached it will appear on screen as follows and may be deleted using the “X” button as

shown in Figure 20.

Attachments)

Dwrag & Drop or

(T30.81 KB)

.....

= corel [ v s

Figure 24: Attaching Documents

Once you have completed all the relevant fields click “Save” to save this record which will be
displayed in the table on the Education & Personal Development home screen. Click “Cancel” to
disregard changes and return to the clinical experience screen.

To discard the entry and return to the Education & Personal Development home screen click the
‘Cancel’ button.

To save the entry and not submit to a clinician for validation click ‘Save’. This will mean that the
record will have status “Logged”.

Note: Only Leadership & Management Experience records can be sent to a Supervising
Clinician/Consultant for validation.

It is possible to seek validation for a Leadership & Management Experience record from a
Supervising Clinician/Consultant however; the Activity Date must be less than 6 months ago
from today’s date. The user should input the email address and IMC number of the
Supervising Clinician/Consultant that they would like their record validated by. Please ensure
accuracy when completing these details. Supervising Clinician/Consultant email addresses
must be from a recognised academic institution or clinical site. No personal emails will be
accepted.
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8.3 Submitting a Leadership & Management Experience Record to a Supervising
Clinician/Consultant for Review

To save the entry and submit to the selected Supervising Clinician/Consultant for validation click
‘Save & Submit’.

The following validation message will appear on screen:

Consultant Details

“our record will be sent for review to
Consultant's Mame:

Jlane Doe
Consultant's IMC:

Consultant’s Registration Type:
Specialist Regisiration

Consultant's Specialty:
General Praclice

Consultant’s Division:
General Praclice

Are these details comect and you wish to proceed?
Click "Mo” if you wish to change these details. Click "es' if you wish fo proceed.

Figure 25: Popup - Submit Leadership & Management Experience Record to Supervising
Clinician/ Consultant for Validation

If you have accidently sent your record to the incorrect Supervising Clinician/Consultant, you
can amend this by clicking “Edit’ on an “Awaiting Review” record where you can update the
details correctly and click “Save and Submit”.

40 Leadership & Management Experisnce Lead Role in Group Awaiting Feview 05M13/2021 m & Delete

ND.P -
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8.4 Viewing/Managing Attachments for an Existing Education & Personal Development Record
Once arecord has been created you can view/delete attachments associated with the record by
clicking the “View / Manage Attachments” button as shown in Figure 26, provided the record has
not been reviewed by a Supervising Clinician/Consultant.

Click on chosen record fo see more detsils To losd more records plesss soroll down

Ref. No. Activity Type Title Status Activity Date Activity End Date Actions

47 n house educational meetings Test Meeting Logged 1110212021 m
Details Meeting Type iew | M: Atach "
Test Journal Club &

Number of Attachments

Figure 26: View / Manage Attachments for Existing Records

The following pop up will then appear displaying the attachments associated with the record:

View/Manage Attachments

File Name Upload Date Actions

1.1 NER Ponal Quick Step Ussr Guids (Aug 2015) pdf 1100372021 10:05:45 | || |
4.2 MEMO 1o NCHD's (Oct 2015) pdf 1032021 10-05:47 | || |

Figure 27: View / Manage Attachments for Existing Records Pop Up
To view the attachment in another browser window click “View”
To download the attachment to your PC click “Download”

To permanently remove the document from the record click “Delete”
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Section 9 — Logbook

9.1 Logbook Home Screen

The Logbook section will allow you to create a summary of logged activities, in a PDF format,
from your own records. You can refine what records are included in the PDF by using the filters
provided. The “Date From” and “Date To” filters will display all records with activity dates within
this time period. The following filter options are visible on the screen:

Date From — date-picker based on the records Activity Date
Date To — date-picker based on the records Activity Date

Clinical Experience — multi-selectable drop-down with the following logged activity types:
o Emergencies

Patient Related Meetings

Patients Reviewed

Rare/Unusual Cases

Work Schedule

O O O O

Procedures — there are two multi-selectable options for Procedures
Multi-selectable drop-down with procedure type:

o Emergency

o Scheduled

Multi-selectable drop-down with SNOMED procedure title

Education & Personal Development — multi-selectable drop-down with logged activity
types:

Conferences/Courses (External)

In House Educational Meeting

Leadership and Management Experience

Presentations

Qualifications Obtained

Research/Audit/Publication

Teaching Delivered

O O O O O O O

Assessments — select box

Training Plan and Review — select box
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9.1 Generate a Logbook

To include an activity in the logbook you will need to select the check-box beside the activity
type as shown in Figure 28. This will include all records that you have recorded under the
selected activity. If you want to refine this further you can select one, more or all options from
the multi-select box.

E-PORTFOLIO / ENERPoral 3 EDastioan 3

LOGBOOK

K=N ¢
Loghook

Filter records

Activity Date - From Activity Date - To

m Clinical Experience
Activity Type

O Procedures

Type Title
O Education & Persanal Development

Activity Type

[ Assessments

O Training Plan and Review

Figure 28: Loghook Home Page

Once the selection has been made, click the ‘Generate Logbook Preview’ button (highlighted 1).
This generates a ‘PDF’ document of the logbook, which may be saved to your PC. Generated
logbooks cannot be stored on your NER Portal.

The reset button returns the filters to null values (highlighted 2).
The back button returns the user to the logbook home screen (highlighted 3).

The PDF Logbook will display in another page on your web browser from here it can be
downloaded to your PC.
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Tha NER E-Porfioko provides & toal for ail MCHDS 05 log T chnical and professional devenpment aethises. Within the E-
Porficko, NCHDS can Seek validation from hai Supsrising Chncian | Consultant 1or Specific CEnical Spanenos whitie:
appiicable Valdated acivities wil display the desads and foethack of the Supervsing Clinician | Corsultant. Only records in he
Aleaing Sertons can bi Sent 1or revisw prosioed ey have an aothily daie within e 1351 6 montts:

+ Proceduns

- AREEEETENS

+ Training Flan & Farview

+ Education and Clinical Exporience — Loasership & Managoment

Fzconds within ihe: logbook wil be labelied with one of the Tollowing stabses
+Ligget — That recom has besen 5aved by thi NCHD but has not baen sent 1or ievitw by 3 Supervising Clinician |
Conguttant. Thi: NCHD has T abilty 10 odl Tese reconds with Stats logged.
+ Aaailing Rivicw — Thi Mecord has Bk Sent 1o ha Supsrdsing Clinksan / Congultant 1o rvitw and tha NCHD & asaling
their feedback.
+ Revirwed - Vakdated - The record Ras been reviewed by the Supensing Clnician § Congultan and the imlomation has
Dt Wi afed SUPRoMEd By tha Supervising Chnidian | Consultant. Th: NCHD will 0ot Ba abke fo maks any furthe
changes, in this mecond. Valkdated records wil displary the desals of the Supervising Clinician | Consutant and wil be
highiighied i light biuse with an akc font 40 easly disinguish the Supersing Clinicians. § consuliants feedhack from the
NCHIDS pecord.
+ Rirviariiad — Unable 6o Vakdane - Thit reoond Nas Badn st by the Supirvising Clinician | Consultant and the
infomation has not been verified or supporied by ihe Supervising Clinician | Consullant. They have considered the
information 1o be inaccuraie. NCHDS will no longer be ablke 10 edil ese reconis

This E-Portiolio G005 not repioate those offertd by e |ish Posigduaie Medical Training Bodies. Within the E Porioks there
ane no mandatory of specilic seclons mguired for completion. MCH Os ane responsible for the conlent contained within i E-
Porticko. This E-Portioho is not endorsed by 3 Posigracuate Modical Training Body or he |ish Medical Council.

For furiher deiadls on how 0 use fhe E-Poriolio and is terms and condifions please wisit hips: Gaww. hse aidocions

H.' E-Porfioko Loghook:

Titke: Anastomosis of stomach

Procadure Typs Emergency

Activity Date [

Lewel O Supervision Independent without supervision
Detalls test

Status

Eﬁ_!ull&q)ﬂvh.lﬁu!.ﬁt

Feviewed - Valdated

E:Iullmldu-ﬁt

Clinical Supervisor | Consultant
Hamo

ND.P -

ml!llg:vh.lmn Specialst Registrabon
Clinical Sup

Speciality

B o

Walldation Date oo

Consultant’s Comments. [}

Title: Abdominal cavity operation

Procadurs Type Test 1

Activity Date [

Lewel Of Supervision Independent with supenision
Detalls test fiters

Status Logged

Title: CT of nervous system

Procedure Type Scheduted

Activity Date i cleedrard]

Lewel Of Suporvision Independent with supenision
Detalls test

Status Logged

ND.P

Figure 29: PDF Logbook View

Records will be displayed in the Logbook in the following order:

1. Clinical Experience — records are ordered by activity type in alphabetical order and

then by activity date in descending order

2. Procedures — records are ordered by descending activity date
3. Education & Personal Development - records are ordered by activity type in

alphabetical order and then by activity date in descending order
4. Assessments - records are ordered by activity type in alphabetical order and then by

activity date in descending order

5. Training Plan & Review — records are ordered by descending activity date

Records that have been validated by a Supervising Clinician/Consultant will display with the

following detalils:

No gl whE

Supervising Clinician/Consultant Email
Supervising Clinician/Consultant IMC Number
Supervising Clinician/Consultant Name
Supervising Clinician/Consultant Register Type
Supervising Clinician/Consultant Specialty
Supervising Clinician/Consultant Division
Supervising Clinician/Consultant Comments (If applicable)
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As shown in Figure 29, these details will be shaded in blue and italicised. Activities that are

“Awaiting Review” or those that have status “Unable to Validate” will not display the above

details.

Section 10 — Troubleshooting/Queries

Please note that your Medical Manpower Manger Department will not have access to your

Logbook. If you have any queries or

Appendix 1 — Glossary of Terms

issues with trouble shooting please contact

Term

Description

NDTP National Doctors Training and Planning

NER Portal National Employment Record Portal.

E-Portfolio This is the module that is available to NCHDs where they
can log their clinical and educational activities.

Logbook This is the PDF document that can be created which
included details from the records that are created in the E-
Portfolio.

SNOMED This is a list of clinical terminology used to describe clinical

procedures. For more information please see the link

Supervising Clinician/Consultant

This is the name of the clinician/consultant that an NCHD
will seek validation for a record from. They must have been
present at the time of the procedure.
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