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Trainee User Guide — e-Portfolio for Training July 2019
HOW TO GET STARTED:

Step 1 — Please click on “My College” in the top right hand corner of the college website page and
enter your College ID and password.
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Step 2 — Access to the new CAl/Kaizen e-Portfolio for Training is available on your personal dashboard.
Please click on the tab “e-Portfolio for SAT 1 Training” for access.
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Step 3 — Click on College of Anaesthesiologists of Ireland and then add your User Name: “your College ID
number” and Password: you will be provided it in an email.
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Step 4 — Individual Trainee Dashboard which outlines your training profile, where you can add an entry
to your logbook and training diary and most of all keep track of your training progression. It also is
where you can see any alerts or special notifications regarding your e-Portfolio and your training
programme.
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CREATE Welcome to your new Training e-Porfolio, if you have any questions or wish to provide any feedback
please contact us on training@coa.ie, we are happy to help you
Ensure you regularly keep up to date with your e-Logbook and Training Diary.
My curriculum [+
Initial Compatence Test 0%

Core competency units 7% Alerts 5
Medular units 7% Test Trainee
Specialty Modular Units 2%

New Curriculum
PUBLISHED ON: JUL 29, 2019

CAl Trainee
Current information Collapse
Hospital
Cappagh National Orthopaedic Hospital, Dublin
122, 2018 - Dec 34, 2018 (View)
Basic Information
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TOP BAR EXPLAINED:

Dashboard: This is your main page and provides you with an individual dashboard.

Timeline: This gives you 3 options to choose from, see below. In this section you can view all of your
submitted logbook and training diary entries, view if they are submitted (colour Green) or in draft
(colour Orange). You can amend and update your entries in this section. This is explained in more
detail below. Options:

1. All (full outline of all your logbook and training diary entries)
2. Logbook entries (just an outline of your logbook entries)
3. Training Diary entries (just an outline of your training diary entries)

Documents: In this section you can upload any documents that you wish to store in your e-Portfolio for
Training. E.g. certificate of attendance.

FAQs: To help get you started and for any questions you might have on your new e-Portfolio. This
section will be added to as we receive feedback from trainees on the new system.

Goals: As you submit your logbook entries this screen will populate with your progress in each of the
curriculum sections. You can ignore the Initial Competence Test this will be done in paper format this
year.

Reports: In this section you can run an overall report for both your logbook entries and training diary.
We hope to expand this section in time.

+ Symbol: Shortcut to accessing your logbook and training diary.

‘ Red bell symbol: Shortcut to all of your draft entries.
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HOW TO ADD AN ENTRY:

Click “Create” on your dashboard this will bring you to 3 options:
1. Anaesthetic Logbook Entry 2. Training Diary Entry 3. Documents

Timeline « Do

st CAl kaizen

CREATE

What would you like to create?

1. Logbook — Click “Anaesthetic Logbook Entry” to add your anaesthetic cases.

This is where you fill in each section of the form, paying particular attention to all of the mandatory
fields. Once you have completed the form you can click "Submit" or "Save as Draft”.
Please note: there are a number of features on this page that are part of the system but have no
relevance for the SAT programme.

e End Date: This filed does not need to be completed

e Add Tag: Will be phased out

e Links: Not currently live
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2. Training Diary — Click “Training Diary” to add educational activities to your e-Portfolio for training
and you can upload any certificates of attendance or relevant documents to your entry.

Please note that you are also required to record your additional protected training time and there
is a place on this form for you to do this. Click “Training Diary Category” and choose “Additional
Protected Training Time”.

$#CAl kaizen Dasiboad Timeline -  Documents Fags  Goals»  Reports

New Training Diary Entry

® VERSIONZ W Addtags Linkto..~

You are now filling in a s¢

you are being asked 1o ¢/
Fields marked with  are required LAST SAVED: UNSAVED page.

If you wish to retum here

@ This event will be added onto your timeline as a SHARED event. All users with permissions to view your timeline will be able to view this event. save as a draft and pick i

you are finished click the
Date occurred on End date *
Aug 1,2019 Aug 1, 2019
Please indicate the date on which this event occurred If this event spans multiple days, please indicate the date on which this finishes.

Description (optional)

‘Training Diary Category %

Title of entry

& ATTACH FILES

3. Documents — Click “documents” to add any documents you wish to keep in your e-Portfolio.
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Selected d
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No documents ¢

Start typing to search
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Found & items

You are using 202 of 500 MB (0.4 %)

Ordered by folders then files

*

Autumn meeting posters.docx PRIVATE CREATED ON: Jul 26, 2019
DOCX
Download PRIVATE &

(# Rename & Share © Delete  + Select D Show more
Desert.jpg SHARED CREATED ON: Jul 23, 2019

JPG
Download SHARED &

(# Rename @& Make private W Delete  + Select D Show more
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TIMELINE IN MORE DETAIL:

3 options to choose from:

1. All-this will give you a list of everything you have created in your e-Portfolio. Items in colour “Green”
are submitted and items in colour “Orange” are in draft. If you have multiple entries to add you can
stay on this screen and click “Create New”. Once you submit the form it will bring you back to this
screen and you can create new forms as many times as you like.

2. Logbook Entries — this will give you a list of all of your logbook entries.

3. Training Diary Entries — this will give you a list of all your training diary entries.

C & htips//kaizenep.com,

Dashboard Timeline ~ Documents Goals ~ Reports
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Training diary entries
Start typing to search...
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Found 29 items

Refine by state. Draft ToDos Open Complete All Ordered by date created ~

Events created in July 2019

Anaesthetic Logbook Entry @ CREATED ON:.JUL 30, 2019
Units  18. Anaesthesia and Analgesia for Obstetric Care
D Show audit log = Preview

Anaesthetic Logbook Entry @ CREATED ON: JUL 30, 2019

Units 4. Regional Anaesthesia - Neuraxial Blocks . 9. Anaesthesia for General, Urological and Gynaecological Surgery 12. Regional Anaesthesia - Peripheral Nerve Blocks

D Show audit log =

® CREATED ON: J

Training Diary Entry

Training Diary Category Teaching and Presentation
Title of entry cne to one

& Filin & Delete = Preview

Anaesthetic Logbook Entry @ CREATED ON: JUL 30, 2019

D Show audit log = Preview

@ CREATED ON: JUL 30, 2019

Training Diary Entry

Training Diary Category Additional Protected Training Time
Title of entry study

D Show audit log = Preview

Training Diary Entry @ CREATED ON: JUL 30, 2019

Training Diary Category External
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HOW TO CREAT ENTRIES OFFLINE:

This is a once off process to set up a device for offline use. This setting should only be used on personal
devices.

1. Click on your initials on the top right hand corner of the page. Click on Diagnose.

Test Trainee

@ You are currently online

Work in offline mode
¢ feedt

& This device is not ready for offline use

Organisation: College of Anaesthesiologists of Ireland

2. Click on “start test”.

#CAl kaizen Dmstbeas Tmeine~ Documents Fagy  Goals~  Repors

Offline diagnostics report

The offline diagnestics test will determine if the device is capable of running Kaizen offiine and whether it has any limitations.

To start the test, please press the below bution.

START TEST

Estimated test database size: OMB

Testing app cache
Test settings

Test PIN is set up

3. Once this has finished. You will need to set an offline PIN number. Click “SET”. When logging in
offline you will only need to use this PIN number.

Estimaled test dalabase sze: SOMB

Testing a

- v
This device has successfully installed Kaizan for offine use (ssrvics Worker)
Test settings v
Storage i set cormacly
Test PIN is set up e
N PIN set up. You will not bs ablo to login while ofine
Test storage type v

sting cache db adapler OK
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Support:

For any queries relating to your e-Portfolio please contact:

The Training Department on: training@coa.ie

We would also value your feedback on the new e-Portfolio for Training so please contact us.
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