
IIOP ‘How to’ PDF Guides   
 

 

If you have any questions please email support@iiop.ie 

 

Step-by-Step Guide to resubmitting cycles for ePortfolio Review  

Why have I been called to resubmit CPD cycles? 

You will be required to resubmit one or more CPD cycles if your original submitted ePortfolio extract does not meet the 

criteria set for the system based review standards, OR the peer review standards, OR both.   

What happened after I submitted my ePortfolio extract? 

Your ePortfolio extract was referred to a peer reviewer pharmacist whose remit was to check your cycles against the 

standards for the Review.  

How will I be informed that I need to resubmit? 

If you do not meet one or more of the Review standards, you will receive an email advising you that you will find feedback 

from a peer reviewer on your dashboard, which you are required to action within a specified timeframe. Please note that if 

no action is required on your submission, you will not receive an email. 

 

 

 

 

 

 

 

 

 

 

 

 

System notification asking you to resubmit – Note: please check carefully for the resubmission deadline in the notification email you receive (if applicable) 

Peer Reviewer Feedback 

The email will notify you to resubmit with a clear resubmission deadline. Your peer reviewer’s feedback will appear on your 

dashboard and will explain what action(s) you need to take meet the standards for 2017/18 Review.  The feedback from 

the peer reviewer will also identify which cycle(s) require further action.    

Finally, the dashboard has an active Resubmit cycles button , which when clicked will return you to your Completed 

cycles folder from where you can choose one or more cycles to submit from you Completed cycles list. .  

 

Dear Pharmacist 

Following peer review of your ePortfolio extract you are required to resubmit one or more CPD cycles before you 

are in a position to meet the standards for this review. 

You will find feedback from the peer reviewer under the ‘My review’ tab in your ePortfolio, here. 

Please review and incorporate all recommendations from the feedback and resubmit on or before: 

…date inserted here*…. 
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Example of Standardised feedback from a Peer Reviewer as it appears on the pharmacist’s My Review Dashboard 
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In our example, this pharmacist has been asked to resubmit because as it stands they have not met two of the Review 

standards:-one from the system-based standards and one from the peer review standards. 

Let’s recap on this pharmacist’s feedback.  The pharmacist has been asked to resubmit for the following two reasons: 

1. The extract did not meet one of the system-based standards, i.e. “one cycle from the previous four years”  

2. There was no impact on practice described in the Evaluate Impact on Practice stage of the cycle titled ‘Sharps 

Disposal’ (Peer Review standard) 

Part One: Addressing the System-Based Standards Feedback 

The pharmacist in our example has been asked to submit a cycle created in the previous four years. In order to meet the 

standards for this Review, the pharmacist will need to submit a cycle with a Cycle Start Date of between 2013 and 2016.  

In the event that you were undertaking CPD in this time period but were not recording it in your ePortfolio, you can still 

record the CPD retrospectively. When you go to ‘Add New Cycle’, simply choose the appropriate ‘Cycle Start Date’ as 

illustrated below. In this way, the ePortfolio allows you to record your CPD in line with the time period in which it was 

undertaken. 

 

The Creation Date of a CPD Cycle showing a cycle start date that falls within the acceptable date range (i.e. 2013 to 2016) for the “Previous Four 

Years” Standard for 2017/18. 

Remember to check your ‘ready reckoner’ after you have submitted.  If you have met the standard for ‘CPD cycle created in 

the previous four years’, a green light will be visible for this standard on the ready reckoner. If a red light is visible you should 

take further action in order to meet this standard. 

Once submitted, the cycle will be sent back to the original peer reviewer who reviewed the ePortfolio extract. The peer 

reviewer will check to see if the actions requested have been completed as per their feedback. 

 

Part Two: Resubmitting Cycles to address Peer Review Standards Feedback 

The pharmacist in our example has also received feedback that they haven’t recorded the ‘Evaluate Impact on your Practice’ 

stage for the cycle entitled ‘Sharps Disposal’.  

Please note that you cannot resubmit the actual cycle that you have already submitted.  Therefore this pharmacist will need 

to create a copy of the original cycle (‘Sharps Disposal’), which can then be edited to meet the action point in the peer 

reviewer’s feedback. 
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Creating an amended version of the original cycle 

You can do this in either of the following two ways: 

1) Download the PDF version of the cycle (click Download PDF at the foot of the cycle’s stages page) and copy its 

contents line by line into a new cycle. 

2) Open the original cycle (Completed cycles folder) and copy the cycle contents section-by-section into a new cycle.  

You then create a new cycle (Add a Cycle button), and give it the same title, and then paste the contents of the cycle into the 

new cycle stage-by-stage. You can add a ‘cycle creation date’ that represents the date that the learning was undertaken or 

you can add the resubmission date if you wish.  

STEPS 

Step 1: Open the Completed cycles folder by clicking on the Manage cycles icon    and then the Completed cycles 

link     on the dashboard. 

 

Where to find the cycle(s) you need to copy (on your Completed cycles tab) 

 

Step 2:  Click on the CPD Cycle title that has the missing requirement (as identified by the peer reviewer in the 

feedback) to open it, in this example, the Sharps Disposal cycle. 

 

List of completed cycles on your Completed cycles tab with cycle requiring action identified 

Step 3: Download the PDF version of the cycle by clicking on the Download PDF button and save it to your desktop or 

other location on your computer / iPad that’s convenient for you. If you do not already have a PDF reader, you can download 

the free PDF Reader software from adobe.com. 
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The Download PDF button is located at the foot of the CPD cycle’s stage menu, which opens when you click on the CPD cycle title 

 Step 4: Create a brand new CPD cycle by clicking on the Add a new Cycle button from your Manage Cycles 

folder   and your Open cycles page.  

 

 

Adding a new cycle 

 Step 5: Open the PDF you downloaded earlier and copy  the title and all the existing content (section by 

section as required) from the open PDF. 

 

The Download PDF button 
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Copying content from the downloaded PDF version of the original cycle 

Step 6: Paste   the copied content, section-by-section, into the new CPD cycle with the same (or similar) name as 

the original within the relevant sections. 

 

The new cycle with same tile and stages 
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Content pasted into the new cycle… 

 

Step 7: In the Evaluate Impact section of the new cycle, Add the missing information / detail identified by the peer 

reviewer, i.e. the impact that the learning had on your practice. This must include Core text    , checkbox selection 

 and ticking the relevant domain(s) and competencies.  
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The required Impact on Practice detail requested by the Peer Reviewer added to the new cycle 
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Step 8: Complete  the copied (new) cycle. 

 

Don’t forget to complete the cycle (moves it to your Completed cycles folder) 

Step 9: Resubmit the cycle - The new cycle is now available for submission directly from the Completed cycles folder or via a 

link (the Resubmit button) on your My Review dashboard.  

 

Resubmit button on the My review dashboard takes you to the Completed cycles folder 
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To submit it, select it by ticking the checkbox beside its title  and then click Submit for review.  

 

Submitting from the Completed cycles folder 

 

END 


