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HOME SCREEN

HOME
MENU Navigate to this screen
Hover the cursor over the tabs on the blue bar across the screen MY DETAILS
to discover the possibilities the online CPD diary system offers Amend you password, email, etc

CPD OFFICE
ACTIVITIES

Click to see a list of
upcoming RCPCH
approved activities

DIARY

Quick view of what is
in your diary in current
month

TASKS
List of your own entries
which need reviewing

ALERTS
Information bulletins
from the CPD Office
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USEFUL LINKS
Important documents can be found here,
as well as links to vital websites
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DIARY

DIARY displays a calendar view of the current month.
Change the month, week or day view with the filters above the calendar

Use the Source Filter
to view Own,

I I Subscribed or

| Available activities

1

Add an activity with Duplicate Own entry Subscribe (ie add to your diary) to an RCPCH approved activity
the black-on-orange plus button with the D+ link you attended or are planning to attend with the blue-on-white
plus button
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ADD AN ACTIVITY

Add activities to your online CPD diary.
Reach this view from the ACTIVITIES tab via the Add an activity link OR via DIARY
where Start and End date fields will be autopopulated with the date you choose.

You can add activities
retrospectively and
review them, i.e.

add credits and

any other optional
information instantly.

You can also add
activities you plan to
attend and review
them after they

take place.

Check this box to review your activity and add credits

continued on next page
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ADD AN ACTIVITY

Add credits to your entries Add reflection on your learning (optionally)
Attach a resource to your entry, Hit SAVE DETAILS to save your activity
i.e. upload a file, add a web link or a reference description. Hit SAVE AND LINK CATEGORIES to save your activity

Create New Resource button attaches the resource to the entry

and link it to revalidation good medical practice domains
and adds it to the RESOURCES library.
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LINKING TO REVALIDATION DOMAINS

When you add an activity and save it with the SAVE AND LINK CATEGORIES button
you can indicate if you think the activity fulfils one or more of the revalidation domains
and attributes. This is currently an optional process but can help you to start to prepare for revalidation.

Use the Expand all /
Collapse All links to

see more or fewer of
the categories

You can skip this step Save the activity's link
—land link to a domain later to a revalidation domain
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SAVE YOUR CPD RECORD AS PDFs

Save Single Activities
Click the title of any activity, scroll down and hit the SAVE AS PDF button

You can click the title from the DIARY view or
from the List Own and Subscribed Activities from the ACTIVITIES tab.
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SAVE YOUR CPD RECORD AS PDFs

Save Multiple Activities
From ACTIVITIES tab go to LIST OWN & SUBSCRIBED ACTIVITIES and check the boxes
in the Action(s) column to select activities for your PDF book

FILTERS

| Keywords search
function allows you
to look for activities
with particular
words/phrases

Filter by dates: filter
to create a list of
activities for a given
lperiod

Use the drop-down box above and below the Title column
to view more than 30 activities on one screen

continued on next page
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SAVE YOUR CPD RECORD AS PDFs

Once you make your selection, scroll down and
hit the SAVE PDF BOOK button

Use the Toggle All
button to check all
the activities that you
‘can see

NOTE: the PDF book is interactive - click a title in the contents pages and the view will move to that activity.
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SUMMARY CERTIFICATE PRINTOUT

You can create a pdf summary certificate of your CPD credits.
You can then save it or print it.
Go to the REPORTS tab and choose SUMMARY.

Choose the period you wish the certificate to show
and hit the PRINT CERTIFICATE (PDF) button
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REVALIDATION DOMAINS SUMMARY PRINTOUT

You can create a pdf report of the revalidation good medical practice domains and attributes

that you linked your entries to. You can then save it or print it.
Go to the REPORTS tab and choose REVALIDATION DOMAINS SUMMARY.

FILTERS let you
choose types of
activities and the
period for your
summary to show

Hit the PRINT CERTIFICATE (PDF) button
to create your summary
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DELETE ACTIVITIES

To delete a single activity click on its title and choose the DELETE tab

Check the box and
hit CONFIRM to
delete the activity

Hit CANCEL to leave
this screen
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DELETE ACTIVITIES

To delete multiple activities click the ACTIVITIES tab
and choose LIST OWN AND SUBSCRIBED ACTIVITIES

Choose the Delete action and hit the APPLY button

to delete the activities checked in the Action(s) column
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|Check the activities

|you wish to delete

FILTERS let you
see a selection

of your diary entries

Use the Toggle All
button to check all

| the activities you see
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DELETE ACTIVITIES

To remove an RCPCH approved activity from your diary
click its title and hit the Unsubscribe button
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DUPLICATE AN ACTIVITY

This functionality allows you to copy your own entries. Go to LIST OWN AND
SUBSCRIBED ACTIVITIES from the ACTIVITIES tab and hit the Duplicate link

This functionality carries over the Title, Activity Type and Details of your own entries.
You can also Duplicate activities from the DIARY view (see p.4) and from the view of any entry after clicking its title.
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MY DETAILS

Amend your personal details from the MY DETAILS tab
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MY DETAILS

You can change your password from the MY DETAILS tab

Choose the LOGIN DETAILS tab
to change your password
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MY DETAILS

Add notes regarding your Special Circumstances such as parental leave or career break.
Reach this view from the ACTIVITIES tab via the Special Circumstances link.

‘ Edit, Delete or Add
your Special
Circumstances
notes here
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PERSONAL DEVELOPMENT PLAN (PDP)

Create a PDP which you can edit, add objectives to, and export as a PDF file to save or print.
Start with your Current Situation from the PLANNING tab.

Hit the EDIT button to enter details of
your current professional situation
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PERSONAL DEVELOPMENT PLAN (PDP)

Create a new PDP, edit it, and add objectives which you can also edit and mark as complete

View, Edit, and
Mark objectives
|as complete here

Add objectives to your PDP with this button.
TIP: These objectives can be linked with your activities.
Once you add the objectives you can link them when you review your activities.
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PERSONAL DEVELOPMENT PLAN (PDP)

Mark your PDP as complete once all the objectives are complete too

Mark your objectives
| as complete here
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PERSONAL DEVELOPMENT PLAN (PDP)

You can check which PDPs are open or complete.

Reach this view from the PLANNING tab via the LIST PERSONAL DEVELOPMENT PLANS link.
Export your PDP as a PDF file - save it or print it for your appraisal or revalidation needs.
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FEEDBACK

Tell us what you think: cpd@rcpch.ac.uk

More Information

www.rcpch.ac.uk/cpd

Contact Us

Email us or call us on 0207 092 6107
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