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How to Submit an ePortfolio 

Submitting your ePortfolio.  

Step 1: Prepare your ePortfolio.  

Prepare your ePortfolio in line with the guidance provided.  

https://advanced-practice.hee.nhs.uk/our-work/eportfolio-route/eportfolio-resources/ 

Step 2: Check contents of ePortfolio against check list. 

Using the submission checklist ensure you have fully completed your ePortfolio and had all 

elements required peer reviewed.  

Submission Checklist - Advanced Practice (hee.nhs.uk) 

Step 3: Prepare to submit for Verification by your educational supervisor. 

Once you are ready and assured that you have completed your ePortfolio, do a final check. If 

the critical narrative is at least 3500 words and your education supervisor agrees you have 

demonstrated all capabilities a new area will become available at the top of the page. 

 

Warning: once submitted your ePortfolio will be locked. 

Click “Start Submission” 

This start the submission process.  

https://advanced-practice.hee.nhs.uk/our-work/eportfolio-route/eportfolio-applicants-notice-board/submission-checklist-2/
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Step 4: Checking all capabilities have evidence against them. 

The first part of the submission requires you to check that you have attached? evidence against 

all of the capabilities. 

If any capabilities are missing evidence, they will be highlighted red. 

 

 

You can click on each capability to check status 

 

 

Once each capability has peer reviewed evidence against it, it will all turn blue. When all are 

blue you can click “Continue”.  

 

 

Warning: Quality of evidence is not reviewed at this stage.  
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Step 5: Start a new submission checklist. 

At this stage you will need to create and complete your submission checklist. 

Please note: the submission checklist has not changed; it has just been digitised to support 

the submission process. 

 

Click “Start” New Form” 

Step 6: Name Submission Checklist 

Name the checklist.  

• “Submission Checklist – First Submission” for your first submission.  

• “Submission Checklist – Second Submission” for first resubmission. 

• “Submission Checklist – Third Submission” for second resubmission. 
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Click “Create Record” 

Step 7: Edit your checklist. 

Your checklist has now been created. To complete click “Edit” 
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Step 8: Adding essential evidence links. 

To complete the submission checklist, you will need to link (insert) your essential pieces of 

evidence. 

Click “Insert Evidence” against each of the elements.   

 

You evidence window will open.  

Select the piece of evidence that matches the description.  

For example: Completed LNA form* should link directly to your completed LNA Form. 

Click on “Click here to reference this piece of evidence”. 
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You will see the evidence against the description. 

 

Repeat for descriptions and all essential evidence. 
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Click “Update Record” 

Update Record acts a save progress. This means that you can return to complete the checklist 

at a later date. 

 

Once fully complete click “Back” or Back to application view. 

Step 9: Submitting your application. 

Once you have completed your section of the checklist, you can proceed with the ES 

submission. 

Check that you are sure that you want to submit this application. 

Warning: once submitted your ePortfolio will be locked. 

Then click “Submit”  

This will send the application to your Educational Supervisor 
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Congratulations you have submitted your ePortfolio to your Educational Supervisor. 
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Step 10: Checking status of your submission. 

 

Click “View Progress” Summary” 

 

Or under applications 

 


