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

 

Step-by-Step Guide to submitting your ePortfolio extract for ePortfolio Review 

Call to Submit Notification 

If you have been selected for ePortfolio Review, in early January 2018 the IIOP will send you an email notifying you that you 

may now submit an extract from your ePortfolio in line with the requirements of the ePortfolio Review Standards. You will 

have three weeks within which to submit your extract. The email will include a link to the ePortfolio Review support 

resources and will specify a closing date by which you must submit your extract. 

 

 

 

 

 

Excerpt from email notification. *Please check the notification carefully for the actual submission closing date. 

Accessing your ePortfolio Home Page 

You can access your ePortfolio from the link in the notification email or directly from the IIOP website (https://www.iiop.ie). 

Then simply click on the ePortfolio Folder icon  to open your ePortfolio home page.  

 

Location of link to ePortfolio homepage on the IIOP website 

My Review Icon on your ePortfolio Dashboard 

On your ePortfolio home page, if you have been called for Review you will notice that your ‘My Review’ icon is now 
highlighted. This icon links to your ePortfolio Review page, which will be available to you throughout the Review period.   

  

Dear Pharmacist, 

You have been selected to participate in the ePortfolio Review for 2017/18. This is in line with the provisions of the CPD legislation for 

pharmacists (Pharmaceutical Society of Ireland (Continuing Professional Development) Rules 2015 (S.I.No.553/2015)). 

At this stage, we request that you submit your ePortfolio extract for Review. The window for submission of your selected cycles is now 

open, and will close at [date inserted here]*. 

th, 2018*. 

mailto:support@iiop.ie
https://www.iiop.ie/
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My Review Dashboard 

This is where you will find information about the status of your Review. The Review dashboard has two tabs, one called My 

Reviews (opens by default) and one called Ready Reckoner . The Ready Reckoner is an important tool which you will 

be able to use to check whether your submitted extract meets the system-based standards. 

 

The two tabs on the “My Review” dashboard  

The My Reviews tab will contain details of the cycles you submit as part of your extract.  

{TERM} 

 

The Ready Reckoner tab shows how your submitted cycles fare against the system-based standards. It uses red and green 

visual indicators to show your progress. In the event that a red visual indicator is shown, you can click on the red warning 

icon for an overview of the action you need to take.  

Please note: You can only view the results of the Ready Reckoner once you have submitted cycles for Review.  

Below, you can see that this pharmacist has yet to submit any CPD cycles. As you would expect, all the lights are red and the 

warning icons indicate all the actions required.   

 

View of the “Ready Reckoner” before submission of one or more CPD cycles 

Extract: An Extract is your fully completed submission, i.e. the collection of CPD cycles that you 

choose to submit for Review. You may choose to submit your cycles all on one go, or a cycle at a 

time during the Review period. 

 

ACTIVE 
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Submitting Cycles 

Let’s now look at the steps involved when you are ready to submit your extract for Review. 

Step 1: Click on your Manage Cycles link  to view your CPD cycles. 

 

Link to Manage Cycles folder from ePortfolio homepage menu 

 

Step 2: Next, click on the Completed cycles tab  to display a list view of all your completed CPD cycles. 

 

The Completed cycles page listing all completed cycles 

Note: When the time comes to submit cycles (early January 2018), a checkbox will appear beside all completed cycles and 

the Submit for review button is activated.  
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Step 3: Select the CPD cycles that you want to submit for Review and then click the Submit for review button.   

 

Five cycles selected from a user’s Completed Cycles list  

In this example, our pharmacist has chosen to submit five cycles.  

Step 4: Check that your cycles don’t breach patient confidentiality or data protection requirements 

When you submit one or more CPD cycles, a pop-up message will ask you to confirm that your submission does not breach 

patient confidentiality or data protection requirements.  

If unsure, click Cancel, check each cycle in your submission, and when satisfied that there is no potential breach, then repeat 

the submission steps outlined above and then click Proceed. 

 

Pop-up notification on submission to confirm compliance with privacy and data protection rules 

Step 5: Email acknowledgement confirming receipt of cycles 

You will get an email  from the system, which is delivered to the email address you set for yourself in the IIOP system.  

This notification is an acknowledgement of receipt of submitted cycles during the Review.   

 

System email is sent to acknowledge the submission of one or more CPD cycles 
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Checking a submission against the Ready Reckoner 

Once one or more cycles are submitted, the system moves to the Ready Reckoner screen and displays an instant notification 

in the form of an on-screen message   also acknowledging your submission.  The system then moves you directly to the 

Ready Reckoner tab  to show your progress for that submission.   Below you can see the Ready Reckoner screen showing 

the overall progress so far.  

 

 

Once one or more cycles submitted, the Ready Reckoner screen shows your progress 

The pharmacist in our example now needs to carefully review the Ready Reckoner to see how their submitted extract has 

fared against the system-based standards. As you can see, there are two red lights displayed, indicating that two of the 

standards have not yet been met.   

In order to understand what they need to do next, they will need to click on the red warning triangles to view a description of 

the actions required.  
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Step 5: Click on each of these triangles to open pop-up messages that will tell you what you still need to do to meet the 

system standards.  

In this example, there are two warning messages, which means that two system-based standards have not yet been met.  

The standard for “CPD Cycle submitted for review (last 4 years)” is currently red. When the red triangle is clicked, the pop-up 

message  tells this pharmacist that they still need to submit one CPD cycle from the previous four years (i.e. a cycle 

created in 2013, 2014, 2015, or 2016). 

 

Example pop-up warning message from the Ready Reckoner screen 

 

The standard for the Action stage “Learning Resource types identified” is also red. When the red triangle is clicked, the pop-

up message   tells this pharmacist that they still need to identify an additional learning resource type.  

(You can see from the Ready Reckoner that three are required, but only two have so far been submitted).  

 

Another example pop-up warning message from the Ready Reckoner screen 
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Submitting more cycles to complete your extract and to satisfy all the system-based standards 

Step 6: Submit more CPD cycles, if required. 

In our example, our pharmacist now knows that two of the system-based standards have not been met, and by clicking on 

the red warning triangle they now also know what action they need to take.  

You can submit further cycles before the deadline for submissions by returning to your Completed cycles page (Manage 

Cycles  > Completed cycles ). 

Notice how the Submitted column on our Completed cycles page for that cycle has changed to “yes”. 

Having carefully checked the Ready Reckoner for the outstanding system-based standards, and having checked the 

completed cycles against the Peer Review criteria, this pharmacist submits an additional cycle created in 2016.   

This cycle also includes identification of a different learning resource type; therefore both unmet standards should be 

addressed on submission of this additional cycle. 

 

 

Submitting more cycles based on Ready Reckoner messages 

{NOTE} 

 

 

  

IMPORTANT: The Ready Reckoner only checks the submission against the system-based 

standards; therefore we recommend that you also check your submission carefully against 

the peer review standards. 
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Re-checking the Ready Reckoner 

Step 6: Re-check the Ready Reckoner and verify that your submission(s) now has all green lights indicated. 

The system automatically reopens the Ready Reckoner screen and acknowledges the submission of the additional cycle

. 

The pharmacist then verifies that the additional cycle submitted in the last step meets the system-based standards.  

All the “red” warning indicators have turned “green” and the “on track” indictor also shows “green”.  

 

Green lights: The ready reckoner now shows that all system-based standards have been met 

 

 

 

END 

 


