Portfolio Module Qutline

Semi-Annual Reviews

Section Page Recommended Webinar
Semi- Annual Reviews Introduction Pages 5-6
e Access
e Glossary
The Review Process Page 7
Get software ready Pages 7-12 Help>Tutorial Videos Portfolio
e Prepare Personnel Record [13.03] Portfolio-Prepare the
e Prepare New Innovations Software for Portfolio Reviews
Modules
Create Templates from Scratch Help>Tutorial Videos>Portfolio
e Start a new form template Pages 13-17 [13.04] Portfolio-Create a Review
e Add & Configure Widgets
e Include/Remove Progress
Questions
e Configure Signatures
e Set Access
e Save the template
Scheduling Reviews
e Open aform template Pages 17-18
e Choose subjects
e Create review periods &
forms
e Make any edits
e Schedule externally
Managing Scheduled Reviews Pages 18-20 Help>Tutorial Videos>Portfolio
e Click View [13.05] Portfolio-Manage Reviews
e Click Details
View Reviews on Calendar Pages 21-22
e Send Email Reminders
Locking a Review Pages 22-23
e When a Review is locked
e Lock a Review form
Configuring Email Notifications Page 23 Help>Tutorial Videos>Portfolio
[13.06] Portfolio-Notification Options
View and Sign Review Page 23-24
Create Review Team Page 25
Manually Capture Review Data Pages 26-27
Automatically Capture Review Data Pages 28-29

e Meeting Dates & Data
Capture

e Change Data Capture Date

e Individual Residents Review
Form

e Manage Reviews




Reports
[ ]
[ ]

Progress Summary
Progress Usage
Export

Pages 30-31




Journals

Section

Page

Recommended Webinar

Journals Introduction
e Description
e Access
e Glossary

Pages 32-33

Help>Tutorial Videos>Portfolio
[13.07] Portfolio-Journaling

Manage & Create Journal
Assignments
e  Why use Assignment
Approval
e Email Notifications

Page 33-38

Log a Journal Entry
e Independent Entry
e Assigned Entry

Page 39-41

Manage Journals

Pages 41-42

Delete an Assignment

Page 43

Comments & Approval

Pages 43-44




Scholarly Activity

Section Page Recommended Webinar
Introduction to Scholarly Activity Page 45-47 Help>Tutorial Videos> [13.01]
e Glossary Portfolio>Scholarly Activities
e Access
How to Setup Scholarly Activity Pages 47-51
Forms
Manage Activities Pages 51
o View Logged Activities
How to Log Scholarly Activities Pages 51-53
e Logging an activity
e Pub Med
e Adding Contributors
e Contributor notifications
Edit/Delete Scholarly Activities Page 53
Add ADS Categories Pages 53-55
Edit, Copy & Delete Scholarly Activity | Page 55
Forms
Archive/Unarchive Scholarly Activity Page 56
Forms
Reports Page 57-58

e Activities Report

e Totals by Competency Report

e Totals by Activity Report
e ADS Categories Report
e Troubleshooting




