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Logging on for the first time

You should receive a username and password and a link to the e-portolfio login
page from your scheme coordinator.

By clicking on the link, you will be dircted to this page:
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Once you have logged on for the first time you will then be prompted to change
your passwrod and accept the terms and coditions of the e-portolfio.



Turning on notifications

We recommend that you turn on notifications to be sent to your email
address.
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Email Notification Settings

Select your preferences for
‘Message Digest’
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Viewing & sending messages

Any new notifications that come in will then be emailed to you. They can also
be viewd in your messages inbox.

To view these, click on the message icon on the top left hand corner.
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You'll be able to view any messages or send any messages to the assessor.
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Navigating the Practitioners e-
portfolio

'|. To open your practitioner’s portfolio, on the left-hand panel, select
“Practitioners”.
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2. Check that “Active” is selected and click “Search Practitioners”.
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3. Your practitioner will be listed below, click on their name to open the
portfolio.
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By scolling down you will now see all the standards listed, you can click
on eadch standard to open it up and reveiw the evidenc esubmitted.
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The work submitted by the practitioner can be viewed here. By clicking on
each piece of evidecne you can view the work.
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For every standard submitted for assessment there’s usually a minimum of three
documents: Commentary; Evidence of knowledge; Evidence of application

All original evidence files are protected. This allows any changing or editing to
take place safe in the knowledge that originals will remain unchanged.



