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Supervisors Quick Guide to  

e-Portfolio 
 
 

Please read the brief instructions below on how to use the e-Portfolio. 
 
 
This guidance document has specifically created to help Educational Supervisors 
navigate through the portfolio in order to sign off learning outcomes.  
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1. Log-on 
The e-Portfolio address is https://portfolio.fph.org.uk 
 

 
 
� Enter Username (your email address) and Password. 

� Press Enter or click on  

� If the incorrect Username or Password have been entered the following will be  

displayed  
� If you cannot remember your password or login click on  
      and enter your email address when prompted. 
� If there are continued difficulties please contact educ@fph.org.uk  

  

2. Documents for your attention 
Listed on the right-hand side of the screen you will find the “Tasks” menu. The menu 
will list documents/assessments for your attention and approval, known as “sign-off”. 
See below for an example. 
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3. Navigating and Listing Assessments 
Select the “Assessment” tab from the navy blue menu bar. See below. 
  

 
 
The “Assessments” tab will list and briefly outline all of the outstanding assessments 
to be signed-off. See below.  
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4. Sign-off Assessments 
The assessments can be signed off by selecting the relevant tabs from the top menu, 
such as “Approve Assessment”. See below. 
 

 
 
Next, fill in the relevant fields, as below. 
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5. Sign-off Learning Outcomes 

To sign-off Learning Outcomes (LO’s), Educational Supervisors (ES’s) should first 
follow Step 1 above. Next, locate the “My Trainees” tab on the bottom right-hand side 
of the screen. If there are a large number of outstanding assessments awaiting your 
attention, it may be necessary to scroll down the page to locate the “My Trainees” 
tab. 
 
ES’s can view the progress of an individual trainee by selecting the required phase of 
training. To do this, select one of the underlined phase requirement links, as 
highlighted below. 

 

 
 
Once a phase is selected, a screen similar to the one below will be displayed. A 
visual illustration of the trainee’s progress in the phase selected is displayed. Please 
note that the “Requirement Approval” section (i.e. sign-off) cannot be selected from 
this screen. 
 

 
 
The “Requirement Approval” column asks you to “Approve in ARCP”. Therefore, to 
approve the item select the “ARCP” tab, as highlighted below.  
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The ARCP events will be displayed for the selected trainee. Select the appropriate 
ARCP event, where you will find the LO’s available for sign-off displayed. To sign-off 
the appropriate LO select the “Approve” tab, as highlighted below. If an assessment 
is not displayed here then the trainee has not associated a piece of evidence to a 
specific learning outcome, so it cannot be displayed on the ARCP listing.  
 

 
 
 
By selecting the “Approve” tab you confirm that you have made a considered 
decision to sign-off an LO. Therefore, you will be required to re-confirm your wish to 
sign-off, as illustrated below.  
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Selecting the “Confirm” button above will sign-off the learning outcome. Please note 
that it is not possible for LO’s to be unsigned once they are signed-off.  

6. Create an Educational Supervisor Report 
This form is for submission to the Annual Review of Competence Progression panel 
by the trainee’s current educational supervisor, summarising the trainee’s learning 
portfolio since the previous assessment. This form is a standard assessment form in 
the portfolio system which is signed off online. This form can only be initiated by an 
Educational Supervisor. After creating the form by selecting the trainee for which it 
applies, a screen prompts the supervisor to select which ARCP record to which it 
applies. This allows the pre-filling of data from the information that the trainee has 
assigned to the ARCP.  
 
Once the ARCP record has been selected, the selection of the form showing learning 
outcomes which have been assessed is automatically completed based on the 
WARS which have been associated with the selected ARCP record. This is 
automatically updated every time the form is edited until the point that the form is 
signed off by the supervisor, at which point: 

• The pre-filled data us fixed and will not be automatically updated on viewing 
the form (because it has been signed off and data which has been signed off 
should not change). 

• The associated WARS are locked to the ARCP with which they are 
associated. 

This form also pulls information from elsewhere in the portfolio to list outcomes from 
adverse incidents, complaints or any other appropriate activities. The form requires 
the Educational Supervisor to make general comments, specific comments on 
strengths, areas for improvement and recommendations. This form requires sign-off 
from the Educational Supervisor and the trainee. 

Educational Supervisors are able to create this form by hovering over   

and selecting . The relevant trainee is then selected and the 
appropriate ARCP date assigned. The Educational Supervisor is then able to 
complete the form and send this for approval to the trainee prior to the ARCP date.  

7. Questions? 
If you have any additional issues which are not covered here, please contact 
educ@fph.org.uk 


