Setting Review Periods within Eportfolio
This document is a guide for Educational Supervisors to help with regards to the setting of review periods and to clarify the importance of doing so.

The following document clarifies the function of setting review periods within Eportfolio and what needs to be done to ensure everything works correctly.

In the evidence section, the default period the trainee and supervisor sees is dependant on 2 things:

1. The ST year of the trainee 
2. Which review period has been set for them

It will be defaulted to the first review for their current year 6, 18, 30 respectively unless a review has been set for the trainee. If this is the case, the system will either display that review, if it has a future date, or the next one, if it has passed. Therefore it is important to set the review correctly.
1. Select your Trainee.

2. On the summary screen, click on Proceed to Review.

3. On the next screen, click on Record the Date for the Next Review.

4. In when, put the last date of the current 6 month period (explained below)

5. In type of Review, select the current 6 month period that they are in. 

6. Save.

This has created a review. When you come back to Proceed to Review you will now see it at the bottom of the screen and can edit it later. The date is very important as it will determine where assessments appear on the evidence screen. Anything up to this date will appear in that period. Anything after this will appear in the next review.
The system was setup so that the 6 monthly reviews would take place after the trainee has submitted all their evidence, so that it would include everything up to that date. However this is not always the case in practice, therefore we are suggesting that all reviews are set at the end of the 6 months whether they occur on that day or earlier.
Things to note:
· Duplicate reviews on the same period cause problems with the system. If you have these, you will need to change the dates and periods to future dated ones.

· You cannot delete a review if created by accident.

· Some reviews were being created with a timestamp. This was not allowing the date to be changed. We have now corrected this by removing the timestamp. If any new reviews are created with this, please let us know ASAP.

· The correct review must be setup before the summary of a PSQ or MSF can be viewed and release the trainees.
Special Note for 12 and 24 month reviews:

For these reviews, it may be necessary to create an extra review for all reporting to appear correct. For trainees whose first review will be one of these 2, we recommend creating an extra review dated 01/08/07. This needs to be set for the 6 or 18 month reviews respectively. The same would be needed for the final review in theory, but as no one will get to that without the 30 month review anyway, then it is not needed.

