ePAD Guide for Students

(March 2023)

Myprogress ePAD Guide for Students March 2023



Guide for Students £9 myprogress

e-pad
Contents

1.0 Introduction £0 this GUIdE.......cocuiiiiuiiiiiiie e 4
2.0 INtroduction TO the EPAD ........ei i 5
2.1 What is the Myprogress €PAD? ......cccie ettt e e e e s e e e e e s e s saeeaeeeeaeeeeennnnes 5
2.2 Implementing the Myprogress €PAD...........ueiii i e e e 5
2.3 Getting a Myprogress €PAD QCCOUNT ....ciiieiiieieieierer s s 5
2.3.1 Accounts for Students and LECLUIersS.........cccivieeiieiiierieeeeee e 5
2.3.2 Accounts for Practice Supervisors and Practice ASSESSOrS......ccvvveeeeeeeeeeccivneeeeeeeeenn. 5
2.3.3 The ePAD WebSite@ AQAreSS ..cco.veiiiiieeiiieeiie ettt 6
2.4 The Myprogress €PAD MODIlE AP ..uuiiiiiiiieieeiiiiee ettt e st e e e sre e e e ssaaae e e s e ataeeeennes 6
2.5 EPAD SCULINY 1 e 6
3.0 USINg the EPAD WEDSITE ...t e e e e e e e e st e e e e e e e e anrreaeeas 7
3.1 ACCESSING YOUF EBPAD ... s s e s an 7
3.1.1 Finding the ePAD WEDSITE ......uuiiiieeei e e e 7
3.1.2 Signing in with university credentials .........ccceeeiiiiei e 8
3.1.3 Signing in with ePAD account credentials ........ccoooovvvvreeieiiieiiciirieeeee e 9
3.1.4 Generating a new verification link (Practice Assessor or Practice Supervisor) ...... 10
3.1.5 Editing your ePAD profile (upload @ photo).......ccccouvieeeieiieiiieee e, 11
3.1.6 Signing Ut Of YOUIr @PAD ......uviiieiee e e e e e e e e e 11
3.1.7 Automatic Session TIME-0UL..........ceiiiiiiiiiiiiiiii e 11
3.2 Navigation: Getting around the EPAD ........eeeiiii e 13
3.2.1 The €PAD StIUCTUIE ...oiiuiiie ittt s 13
3.2.2 NaVIgatioN FRATUIES...cciii ittt e e e e e e e e e e rrareeeeeeeeas 14
3.3 YOUTI EPAD HOMBPAEE e uuuiiieeeeeiitiiie e e e e e e eetttee e e e e e e et ettt e e e eeeeeeeassaaaeeeeeeessssnannaaaeeessssnnnnn 15
3.3. 1 ThE PABE NBAUET cuvveeeeee ettt e e e et e e e e e e s e nabrarereeeeeens 16
3.3.2 The left-hand MEeNU .......cccooiiii e 16
3.3.3 The ‘AboUt YOU  PANEl...c...eeeeeeee e e e e 17
3.3.4 The Placement PANE ... it e e e a e 17
3.3.5 The ‘What’s Next’ PANEl........uuuiiiiii e 17
3.3.6 The ‘Don’t forget’ PANEl........uueeeeii i 18
3.3.7 The Part PANEIS ..uuvreeieei ettt e e e e e e s et er e e e e e e sesnnrbareeeeeeeens 18
3.3.8 The Ongoing Achievement Record (OAR) Panel......cceeveeeivieciinrrereeeeeeeeeirvreeeeeeen, 18
R I Tl - Tl o T Y ={ TSPt 19
3.5 The PlaCement Pag......uuiiiiiiiiieieriiiee ettt et s e e s st e e s s sbae e e s sabaeeesnsaaeeesnans 20
2

Myprogress ePAD Guide for Students March 2023



Guide for Students £9 myprogress

e-pad
3.6 WOrKing With fOIMS coeeeeiee et e s e e e s saaeeeeeaes 21
3.6.1 Overview of fOrms in YOUTr €PAD .....coccuiiiiiiiiiie ettt et aaee e e e 21
3.6.2 FINAING @ FOMM et s et e e e e s bae e e e e enees 22
3.6.3 Form template preview and gUIdaNCe........cceiiiieciiiiiieeee e 22
3.6.4 Form completion SETEINGS ....uuviiiiiii e 23
3.6.5 FOrmM deadlines ........eeiiiiiiiiiiiiie e 23
3.6.6 ComPleting @ fOrmM oo e 24
3.6.7 WOrking With drafts .......ccecciiiiiiiiiiie e 27
3.6.8 RePEAtING @ TOIM coiiieeiiiei et e e e e e e e e s aba e e e e naeees 30
3.6.9 Viewing a completed fOrm. ... 31
3.6.10 Viewing @ fOrm SUMMAIY ......coocuiiie e ccitee et e s e e st e e e s aaae e e e saees 32
3.7 Linking your Practice Supervisor and Practice Assessor with your ePAD...................... 33
3.8 TIMESNEELS ... 35
3.8.1 Overview Of tiMEShEETS ....c...ciiiiiiiiiiiee e 35
3.8.2 AddiNg LIMESNEELS ..eeiei i e e e e e e s e e e e e eeas 35
3.8.3 Reviewing timesheets— The timesheet Page.......cccvvveeeeeieeiciiiieeeeeee e, 37
3.8.4 Amending / deleting timeSh@et .........cocveiievieieeee ettt 38
RIS I\ [T Y V=4 o ¥ = RSN 39
3.9.1 OVErVIEW Of MESSAZING ..cccvvirieeieeeee ettt ee e et e e e e e e e eerb e e e e e e e e s eesnrrareeeeeeeens 39
3.9.2 The MESSAEES PABE .eeeeieeiieciiitreeeeeeeeseeittrereeeeeesesstarreeeeeseesaaantraraeeeeeseasnsrareneeaeeens 40
3.9.3 RECEIVING MESSAZES ieieieieieieieieieisieisissssessssssssssssssssssssssssssssasssssssssssssssssssssssssssssasanes 41
3.9.4 REMOVING MESSABES ceeteieieieieieseretesesesesessssssssssssssssssssssasasssasasssssssssssssssssssssasssssssasanas 41
3.10 RESPONSES NISTOIY wuvvirieeiiiieiiitieiiee e e e eeccctrre et e e e eeeeetbreeeeeeeeseseattrrreeeeeeeessasssrsereeeeeeesnsanes 42
3.10.1 VIEWINE @ TOIrM FESPONSE ..uvtrrreeieeeeeiiiiirreeeeeeeeeeecettrreeeeeeeeseearbaereeeeeeeeesntrrrereeeeeens 43
3.10.2 Deleting a fOrm FESPONSE....uuvieiieeeeeiecirreeeee e e e eecccrrr e e e e e e eeerbr e e e e e e e eesnrrrreeeeeeeens 44
4,0 UsiNg the EPAD MODIIE APP.ccccoiieiiitrieeiee ettt e e e e e e e e e e e e nbrrreeeeeeeens 45
4.1 Introduction to the ePAD MObIl€ APP .eeeeeeie i e 45
4.2 Downloading the app and firSt USE .....ueeeeee i 46
B AN oY T A 1 =4 PPN 48
4.4 App homepage and fOrm liSt ... 49
4.5 Completing and submitting forms in the @PP ...c..veveeieeiiiiiiiie e, 50
4.5.1 Working with drafts in the @pP ....eeeeeeee i 52
4.6 TIMESNEELS IN ThE @PP cureiiiiiiiii e e e e e e anarereees 54
4.7 Working offline and mManual SYNC .....uveeeeeeiiiiiiiiiieeeee e 58
3

Myprogress ePAD Guide for Students March 2023



Guide for Students 9 myprogress

e-pad

1.0 Introduction to this Guide

This guide is written for nursing students to understand the key features of the Myprogress
electronic Practice Assessment Document (ePAD). This guide is additional to the ePAD
orientation you receive from your university. If you need further help with the ePAD, refer
to your practice learning leaders or ePAD support. You are provided with your ePAD support
contact details as part of your ePAD orientation.

There are other resources, including a series of short videos covering essential functions,
that you can find on the Myprogress ePAD support website
(https://support.myknowledgemap.com/hc/en-us/categories/360002339598-ePAD).

Within the guide, pay attention to the TIPs and _ as they are intended to help you
make the most of your ePAD and avoid problems.

Section 2 provides an overview of the Myprogress ePAD, covering:

2.1 What is the Myprogress €PAD? ....cceevvvvveeevviiieeeeeeeeeevvnnnn, Error! Bookmark not defined.
2.2 Implementing the Myprogress ePAD.......ccccceeeeeveeevervvnnnne. Error! Bookmark not defined.
2.3 Getting a Myprogress ePAD acCOUNt......cceereveeeriuereriueeenns Error! Bookmark not defined.
2.4 The Myprogress ePAD Mobile APD.....c.cevvuveereuereriereriieeenns Error! Bookmark not defined.
2.5 EPAD SCULINY veeiieiiiieieiiiiee ettt e esiree e sree e sseeeee e Error! Bookmark not defined.

Section 3 provides a detailed guide to using the ePAD website, covering:

3.1 AccesSiNg YOUr EPAD .....cccueeiiiieieieneee e Error! Bookmark not defined.
3.2 Navigation: Getting around the ePAD .......ccccceereeeerneenne Error! Bookmark not defined.
3.3 Your ePAD HOMEPAEE....ceeirirrieiiiiiieiiiiiee e Error! Bookmark not defined.
3.4 The Part PAge ...ccccceerieeeriiee ettt Error! Bookmark not defined.
3.5 The Placement PAge.......cceeeereeerreereerireenee e Error! Bookmark not defined.
3.6 Working with fOrms .......coceeeeieieeneieeeeeeeeee Error! Bookmark not defined.
3.7 Linking your Practice Supervisor and Practice Assessor with your ePAD................ Error!

Bookmark not defined.

3.8 PractiC NOUIS ..vvviiieeeieeee ettt eeeetereee e e eeeeeeannaes Error! Bookmark not defined.
3.9 IMIESSABINE e eeeeeeieeeieieieieieierereseeeeese e e e e eesese s e seeseeeeseseseeeseseeenes Error! Bookmark not defined.
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2.0 Introduction to the ePAD

2.1 What is the Myprogress ePAD?

The ePAD is an online platform that enables you, together with your practice staff, to
complete all the forms associated with your practice assessment and record your
timesheets.

The ePAD is accessed via an internet browser, usually on a PC or laptop. It is accompanied
by a mobile app enabling you, working with your practice assessors and supervisors, to
complete forms on your mobile device. This is particularly useful where there is limited
access to a PC or laptop in the placement area, or where there is poor Wi-Fi or data
connection as the app can be used offline if needed.

2.2 Implementing the Myprogress ePAD

The Myprogress ePAD is relatively new. It is a significant change to how practice assessment
is documented, but not what is documented, as this was already established in the paper
PAD.

In some placements, you may be working with practice staff who have not used the ePAD

with students before. Training is provided by the university to practice staff in Trusts and
other placement providers to familiarise them with the ePAD.

2.3 Getting a Myprogress ePAD account

ePAD accounts are managed in different ways depending on the role of the person needing
access.

2.3.1 Accounts for Students and Lecturers

Student and lecturer accounts are created in the ePAD by your university. See section 3.1
below for more details.

2.3.2 Accounts for Practice Supervisors and Practice Assessors

In your first meeting with your Practice Supervisor or Practice Assessor you must submit a
Practice Supervisor Allocation or Practice Assessor Allocation form. Once this has been
submitted an ePAD account is automatically created for the Supervisor or Assessor (if they
don’t already have one) and their account is linked to your ePAD to give them direct access.

See section 3.7 for a more detailed guide on giving Practice Supervisors and Practice
Assessors access to your ePAD.
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Note that Practice Supervisors do not need to be linked to your ePAD as they can work with
you to complete forms while you are signed into your own account. However, any Practice
Supervisor who is going to work with you throughout your placement will find it useful to
have an account and be linked to your ePAD to see your earlier documentation and support
your progress.

2.3.3 The ePAD Website Address

The ePAD website is accessed via your specific university URL that you can obtain from your
university.

The website is compatible with all popular browsers and is designed for access on mobile
devices as well as PCs and laptops.

See section 3.0 for a detailed guide to using the ePAD website.

2.4 The Myprogress ePAD Mobile App

The Myprogress ePAD mobile app is designed to give students more flexibility. You can
download the app from the Appstore or Playstore and use it to complete forms and submit
timesheets on your mobile device (smartphone or tablet). You can work through a form
with your Practice Supervisor or Assessor and pass it to them to sign off when you are ready
to submit.

You can use the app offline and it will synchronise with the ePAD website when a data
connection becomes available. Always make sure the app is synchronised with the ePAD
website, so that your completed forms or hours appear in your ePAD.

There are separate training resources available for the mobile app.

2.5 ePAD Scutiny

Your ePAD is your formal practice learning documentation. It is subject to marking by your
university and external validation. Assessments and timesheets may only be signed off

by professional members of staff within the practice organisation. They must use their full
name and work email address for this purpose, so that, where applicable, their professional
registration can be verified, e.g. on the NMC register. Upon sign-off, the member of staff
receives a verification email describing the form or hours that they have approved and will
raise an issue with your university if their details have been used without their permission.
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3.0 Using the ePAD Website

3.1 Accessing your ePAD

This section covers how to find the Myprogress ePAD website, sign in using either your
university or new credentials, edit your ePAD profile and sign out.

3.1.1 Finding the ePAD website

The ePAD website is accessed via your specific university URL that you can obtain from your
university. You can bookmark the website in your browser, or save it in your browser
Favourites, so you don’t have to remember it.

An example ePAD sign in page looks like this:
[Note. Each university site is branded and potentially worded differently, however the
layout is the same]

@ myprogress Click the Sign In button to

e-pad sign in to your ePAD
account.

Welcome to ePAD

If you require account activation click here

If you need to reactivate
your account, click the
link.

v7.8.1 NOTE: This is only to be
used for non SSO
accounts

If you require assistance, please email your system

administrator at info@myprogressapp.com.

This is the software version of
the website. Provide this to your
ePAD support if you are having
any difficulties with access.
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3.1.2 Signing in with university credentials

Your ePAD account uses the same username and password as your other university systems
and is accessed via your university’s account authentication process.

If your university credentials can be used, then follow these steps to sign in:
1. Go to your university specific ePAD sign-in page (see section above).

2. On the sign-in page, click on the Sign In button. This will take you to the usual
university sign-in page.

3. Use the university single sign-in button if you are using your university credentials
4. Enter your university username and password on your university’s sign-in page.

Successful completion of your university’s sign-in process results in your ePAD homepage
being displayed.

Contact your university’s IT support to get assistance if you are unable to sign in via your
university page.

You can access the username and password fields by selecting the Sign In button, which is
useful if you are working with your Practice Supervisor or Practice Assessor, and they wish
to sign into their own account.

A

Use the university sign-in @ myprog';epig

button if you are using your
university credentials.

Students using university
credentials should not use
the ‘Forgot your password’

X Click here for single sign on
% -

& MKM ‘ link. Please contact your
& L __ internal IT department for
password reset.
3 OR
2 \

Sign in with your username and password

Sign in name
For non-university based

users enter your ePAD

username and password, Password Forgot your password?

. then click ‘Sign In’.
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3.1.3 Signing in with ePAD account credentials

If you are a non-university based individual, for example, practice assessor or practice
supervisor, you will not have a single sign on account. Therefore, you will receive an e-mail
with your username and verification link to create your password to enable you to sign in
with your credentials.

Note: The verification link is only valid for two hours. If the link expires or you require a new
link, you can click the account activation link on the sign in page, see section 3.1.4 below.

If you have new credentials, then follow these steps to sign in:

1. Locate your Myprogress ePAD welcome email in your university email inbox (or
sometimes it can be found in the junk mail folder). This will contain your username
(which is your university email address) and verification link to create your
password.

2. Use the link in the activation email to verify your account and create your password.

3. When you have completed the account set-up, you can access the ePAD using your
new login credentials.

4. On the welcome page, click on the ‘Sign In” button.

5. Onthe sign in page, enter your username and password in the fields provided.

Successful sign-in results in your ePAD homepage being displayed. If you are unable to gain
access, make sure you have typed your username and password correctly.
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3.1.4 Generating a new verification link (Practice Assessor or Practice Supervisor)
For non-university-based users, if you were unable to validate your account within the two
hours of receiving your email you will need resend yourself an email with a new verification

link to activate your account.

1. On the Sign In page, click the account activation link.

| E§3 yprogress

e-pad

Welcome to ePAD

If you require account activation click here

If you require assistance, please email your systel
administrator at info@myprogressapp.com. If you need to reactivate

your account, click the
v7.8.1 link.

2. Enter your email address in the field provided.

3. Click the Activate account button.

E§3 myprogress

e-pad

Activate your account

Email address *

clatif@example.com ‘

Activate account

Cancel

4. You will receive an email with your activation link.

10
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3.1.5 Editing your ePAD profile (upload a photo)

In the ePAD profile page you can upload a profile photo.

To upload your profile photo:

1. Onthe ePAD homepage, click on the chevron (top left of the page) to expand the
lefthand menu.

2. In the left-hand menu, click on ‘Edit Profile’. This opens your profile page in a new
browser tab.

3. Goto the ‘Update your profile picture’ section.

4. Click on the ‘Choose File’ button.

5. Find your photo and open or select it (the exact action depends on your browser).
6. Click on the Upload image button.

7. When you have completed your profile changes, close the Edit profile tab and you
return to the ePAD homepage.

TIP: If you have uploaded a profile photo, refresh your ePAD homepage to see it displayed
(e.g., use the ‘Ctrl’ + ‘F5’ keys on a PC for a page refresh).

Note that you are prevented from editing certain fields in your profile if your access is
managed via your university systems account.

3.1.6 Signing out of your ePAD

It is very important to sign out of your ePAD account after you have completed your
updates, especially when you are using a shared or public computer. This prevents any
accidental disclosure of your ePAD information to an unauthorised person.

To sign out of your account, click on the padlock icor that is always present in the top
right corner of the page.

3.1.7 Automatic Session Time-out

It is useful to know that there is also an automatic inactivity time-out. This means your
session will be closed (you will be automatically signed out) if you haven’t selected anything
on the website for a selected period. This is done in case you have accidentally left yourself
logged in on a shared or public computer. Each university will define the length of inactivity
time for automatic sign out. Please contact your university if unsure on the specified time.

11
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3.2 Navigation: Getting around the ePAD

The ePAD website is designed to be easy to use. This section gives you an overview of the
structure and navigation features to give you a head start.

Note that the terms ‘clicking’ and ‘selecting’ are used interchangeably to denote the
triggering of an action within the ePAD either using a mouse or by touch depending on the
device you are using.

3.2.1 The ePAD structure
The ePAD has 3 main pages:

- Homepage: this is the page displayed when you sign in; it gives you useful
information and access to the different areas of the ePAD (see section 3.3 for a
detailed guide)

- Part page: this page contains your progress through a Part and gives you access to
the placements you completed during that Part; the Part pages are accessed directly
from the homepage (see section 3.4 for a detailed guide)

- Placement page: the page containing details about the placement and your practice
assessment documentation; placement pages can be accessed via the relevant Part
page and the current/most recent placement can also be accessed directly from the
homepage (see section 3.5 for a detailed guide)

13
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3.2.2 Navigation features

- Linked panels: If a panel (a boxed area on the page) gains a defined border when
you move your pointer over it (and the pointer changes to a hand) then it is linked to
another page. Clicking anywhere in the panel will open the page. For example, on
the homepage there are linked panels for the current/most recent placement as well
as each Part and the OAR.

- Linked rows: If a row (a list item) within a panel changes its shade when you move
your pointer over it (and the pointer changes to a hand) then it is linked to another
page. Clicking on the item will open the page. For example, in the ‘What’s next’ and
‘Don’t forget’ panels on the homepage there are linked rows for the forms that are
listed, which open the form for completion when clicked.

- The expand/collapse chevron: This is an arrow indicating a hidden section. Clicking
on the arrow, which could be right-pointing “ > “ or down-pointing “ v “, expands
the section to display the hidden information and changes the arrow direction;
clicking on it again collapses the section. For example, on the homepage this feature
is used to expand/collapse the left-hand side menu; on the placement page it is used
to show form previews or lists of completed forms.

- ePAD menu: Selecting the ‘burger’ symbol == on the homepage opens a menu
that provides quick access to any placement or form within any Part of your ePAD,
bypassing the need to navigate via panels.

- Location trail: As you click through the ePAD structure each location is added to a
‘breadcrumb’ trail under the page title, which looks like this:

ePAD (BSc Nursing) > NURSING-PART 1 > Placement 1

The location link is displayed when you move your pointer over it (and the pointer
changes to a hand), indicating that if you select it, you will go back to that page. The
ePAD name links to the homepage.

- Home: In addition to selecting the first item in the location trail (see above), you can
also go straight back to the homepage from anywhere on the website by selecting

the ePAD home icon g? found in the page header.
oV

14
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3.3 Your ePAD Homepage

When you sign in to your ePAD account you are presented with your ePAD homepage. This
section explains the main homepage features. They are indicated on the screenshot below
and described in more detail on the next page. See section 3.2 above for a guide to
navigation features.

Click on the
padlock to sign

Use the chevron to

expand / collapse the
__— [

£ Nursing Demo - Nov 2022 Updated a few seconds ago .
Click here for your

- Nursing Demo - Nov 2022 myprogress

IS8 new messages.

=) Current Placement - Royal South Hospital Trust What's next?

-
o AREA @ Medicines Management (Part 1) - Practice Assessor
26/1150 Fallheim Community Team # Deadine 31 Dec 2026 -
CouRs You are not able to complete this farm
N1 Demo Student START DATE - END DATE
sophie-hassallN1@myknow 20 Nov 2022 - 31 Dec 2024 Reflection on Meeting Medicines Management (Part 1)
#¥ Deadline 31 Dec 2026
- A q
To view details and forms |i—| Norminsted erson
£¥ Deadline: 21 Nov 2022
Dot forget for the placement, select eadine 21 o
26/2300 the placement panel.
HOURS

Patient/Service User/Ca
&

Episode of Care - Formative
£ Deadline: 31 Dec 2026

Episode of Care - Summative
£ Deadline: 31 Dec 2026

Forms you still need
to complete for the
placement.

INSTITUTION

Nursing

‘About yOLI' panel of &

useful information.
WELCOME TO THE EPAD

coHoRT The panels below represent the student ePAD. PARTS: there are three Prag Forms you need to Complete fOr the

(NMC 2018). "Parts” in this context represent the range of outcomes to be Pa rt an d Others to COnSide r.

programme that will be defined by each university. Please read the Introdh
resources on the plplg.uk website.

= NURSING - PART 1 = = NURSING - PART 2
BSC/PGDip/MSC BSC/PGDip/|
Select the Ongoing
20 Nov 2022 - 31 Dec 2026 PLPAD 2.0, Achievement Record panel

PLPAD 2.0, Futura Nurse: Standards of proficiency for registered nurses. (N
nurses, (NMC 2018)

of proficiency
of the education
d additional

Nursing/Bsc/Oct2022

ACADEMIC ASSESSOR

NursingAA Demo
e.hassall+Nursingaa@m.

PERSONAL TUTOR

NursingTutor Demo
sophie.hassall+NursingTutor.

to see marking and
progression approval
forms.

NURSING - PA

—— ONGOING ACHIEVEMENT RECORD
BSC/PGQ

BSc/PGDip/MSc

The OAR contains placement marking forms (where used),
progression statements and confirmations of proficiencies that can
assessed across Parts.

PLPAD 2.0, Future Nurse: Standards of proficiency for registered
nurses, (NI _—

Part panels: This student is in Part 1.
To view Part related guidance and
the placements in the Part, select

the relevant Part panel. RELIABLE NETWORK CONNECTION?

you know this site will work offline? Every time you visit a page within the ePAD it will be cached on your device for reference offline. You can, however, manually sync all
of your ePAD data within one swoop by hitting the 'Sync now' button below.

L 1020072003 1780

Click here to submit

Timesheets.
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3.3.1The page header

The page header is always available, regardless of your location in the ePAD. In the header
you can find the following links (left to right):

@ Home: You can go straight back to the homepage from anywhere in your ePAD by
selecting the ePAD home icon.

> The expand/collapse chevron: Selecting this expands the left-hand menu to display

the links in full and changes the arrow direction; selecting it again collapses the
menu.

g New messages: You can see your new messages by selecting this envelope icon. The
number indicates the number of unread messages. Select the envelope icon to see
the list and select one of the messages to read further. See section 3.9 for more
about messaging within the ePAD.

@ Sign out: Select the padlock icon to sign out of your account.

3.3.2 The left-hand menu

The left-hand menu is always available, regardless of your location in the ePAD. It is
expanded and collapsed by clicking on the chevron in the page header (see above). This
menu contains the following links:

O Edit Profile Edit profile: where you can upload your photo. See section 3.1 for more
details about uploading photos.

i ] ePAD ePAD: Click on the ePAD icon to return to the ePAD homepage when you’ve
viewed timesheets or messages.

Timesheets  Timesheets: Click on the alarm clock icon to view your timesheet page. See
section 3.8 for details.

Messages  Messages: Click on the envelope icon to view your messages page. See
section 3.9 for details.

Responses  Responses: Click on the form icon to view a list of your submitted responses.
See section 3.7 for details.

TIP: The ePAD, Timesheets, Messages and Responses icons can be used when the menu is
collapsed.

Note that if you have more than one ePAD (e.g. because of an interruption of studies) then
you will be able to move between the ePADs using additional left hand menu options.

16
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3.3.3 The ‘About you' panel
The panel on the left-hand side of the homepage provides:

- your name and profile photo (see section 3.1 for a guide to uploading your photo).

- apractice hours progress circle that displays your total practice hours to date against
the target number of hours for your programme.

- other reference information.

Contact your ePAD support at your university if you think any of the reference information
is incorrect.

3.3.4 The Placement panel

The panel at the top of the homepage provides information about your current placement
(if you are currently on a placement), or your most recent placement, or will be absent if
you have not yet started on your first placement. The amount of information can vary
depending on your university’s decision on what to include in the ePAD. It will always
include the placement area and start and end dates.

Click anywhere in the panel to display the placement page (see section 3.5 for details about
the placement page).

TIP: A new placement is only displayed in this panel from its start date. To see details about
your upcoming placement, go to your current Part page. See section 3.4 for information
about the Part page.

3.3.5 The ‘What's next’ panel

The What’s next panel lists the forms that are already due or coming up for completion, in
deadline date order. Once you’ve completed one that is on the list the next one becoming
due will be displayed, until there are none left (in which case the panel is no longer
displayed).

Select a form name to open a blank form for completion.
TIP: The deadline dates are a guideline. Use them to help schedule your meetings with your

Practice Supervisor or Practice Assessor. See section 3.6 for more information about
deadlines.
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3.3.6 The ‘Don't forget’ panel

The Don’t forget panel prompts you with other forms that may be completed on the
placement (e.g. the Patient/Service User/Carer Feedback form) or must be completed by
the end of the Part (but not necessarily on your current placement unless it’s the final one in
the Part). Forms are displayed randomly, so you may see different forms being listed each
time you sign in to the ePAD or return to the homepage.

A form will not appear again in the panel after it has been completed once. However, some
forms may need multiple submission (e.g., the proficiencies forms), so always monitor your
progress with your forms and be aware of what still needs to be completed (for more
details see section 3.6 Working with forms). When all the ‘don’t forget’ forms have been
completed at least once then the panel is no longer displayed.

Select a form name to open a blank form for completion.

TIP: The Assessment of Proficiency Part Cross-over forms from the OAR (see the sub-section
below) are not included in the Don’t forget panel — but don’t forget them!

3.3.7 The Part panels

There is a panel for each of the Parts (practice learning stage) that make up your nursing
programme. Your current Part is indicated with ‘Current’. Each Part page contains Part
related guidance and information about the placements you completed.

Select a Part panel to open the Part page. See section 3.4 for details.

3.3.8 The Ongoing Achievement Record (OAR) panel

The OAR contains your Assessment of Proficiencies Part Cross-over forms, your university
placement marking forms (where used) and the Part progression forms signed off at the end
of each Part by your Practice Assessor and Academic Assessor.

Select the Ongoing Achievement Record panel to see the OAR forms. These can also be
accessed via the placement page for convenience.
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3.4 The Part page

You can access a Part page by selecting the relevant panel from your ePAD homepage
(explained in section 3.3 above).

In the Part page, you are provided with:
e guidance to completing the practice assessment documentation for this Part
e all the placements (past, current (and planned if details are available)) in the Part
e asummary of practice hours achieved for the Part to date
e access to your Part-specific assessment forms

e alist of the Practice Supervisors and Practice Assessors who have been linked to you
during the Part.

The main Part page features are described on the screenshot below. The page expands to
accommodate all the placements that the university has planned for the Part. Placement
details are uploaded when your university has confirmed them and is ready to share them
with you.

The Part practice hours progress

circle shows total practice hours

achieved to date against the Part
target hours.

= NURSING - PART 1 Updated a few secands aga

Nursing Demo - Nov 2022 > NURSING - PART|

Introduction and guidance
regarding your practice PRACTICE HOURS
ducti q
[ﬁ Intreduction assessment documentation.

Summary of practice hours
ArEING . PART 1 achieved in each placement.
This Practice Assessment Docurme 26 | PLPAD 2.0, Future Nurse: Stangae@ Placements are added to

Learning Group in collaboration with practice partners, mentors, academic staff, students /1150

and service users across the London Region. the list when they start.

Placement 2601150

Provider Area Hours
O] Placement 1 Currant
Royal South Hospital Trust Fallheim Community Team 2611150

ool
[=[u]

20 Nov 2022 - 31 Dec 2024
Royal South Hospital Trust

Fallheim Communisy Tezm PRACTICE SUPERVISORS/ASSESSORS

Panels for each placement
and Part-specific forms are

All roles v All locations v

Placement 2 displayed down the left- Contact Role
hand side. @ Nancy Kipper

sophie-hassall+naneyk@myknowledgemap.com

Part 1, Placement 2 PA

Falineim Community Team

List of Practice Supervisors

and Practice Assessors who
have been linked to you.

Selecting any placement panel on the Part page brings up the placement page, allowing you
to review forms or assessments that have been completed by or for you for that placement.
See section 3.5 for details of the placement page.
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3.5 The Placement page

You can access the page for your current or most recent placement by selecting the top
panel from your ePAD homepage (explained in section 3.3 above). Go to the relevant Part
page for a list of your earlier placements, from where you can select one to review.

The placement page presents information under different tabs. In the Overview tab, you
are provided with:
e information about the placement (area name, dates etc)
e your placement practice hours progress circle
e completion overview for (and access to) all the forms relevant to the placement
e your current Practice Assessor’s details.

The other tabs represent completion timing. They break up the list of forms and
assessments from the overview so you get a feel for when they should be completed.
However, there is no difference between selecting a form from the overview tab or a
different tab.
e Start / Mid-point / Final tabs - forms that you must complete for every placement
following the timing indicated by the tab name.
e Any Time tab - forms that you use as the need / opportunity arises during a
placement.
e Part Specific tab - forms that you must complete by the end of the Part.
e OAR tab - Ongoing Achievement Record forms that you complete across Parts.

The main placement page (overview tab) features are described on the screenshot below.

Select a tab to view
the applicable forms.

= PAD1, PLO1 Updated a few seconds ago Comp|eti0n overview fOr

Miriam - Kingston BSc > NURSING - PART1 » PAD1, PLO1 (and access to) all the forms
relevant to the placement.

START MID-POINT PART SPECIFIC

Placement practice

hours progress circle.

PROGRESS
Start: 24 Jan 2022 - End: 30 Apr 2022

80/247.5
HOURS

START

The following forms need to be completed at the beginning of yoy#placement.

i Phillip Greer
Placement mim.lowe+pgreer@gmail.com
PLACEMENT PROVIDER information. |

Barts Health NHS Trust

PRACTICE ASSESSOR DETAILS

eadline: 28 Jan 2022

Practice Assessor Allocation
PLACEMENT AREA .
10E Surgical Admissions Unit Practice Supervisor Allocation Practice Assessor

(prev Gl Medicine & details from your latest
Metabalic) - (RLH)

Practice Assessor
allocation form.

MID-POINT
TYPE OF EXPERIENCE The following forms need to be completed around the middle of your placement.

Adult Professional Values in Practice - Mid-point (Part 1) Deadline: 13 Mar 2022

Mid-point Interview Deadline: 13 Mar 2022
4 Practice hours
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3.6 Working with forms

All student forms can be completed in the ePAD website or the mobile app (if you are using
it). This section covers working with forms using the ePAD website.

3.6.1 Overview of forms in your ePAD

The forms in your ePAD can be categorised as either ‘Student forms’ i.e., those that are your
responsibility to complete (with your Practice Supervisor or Assessor as applicable), or
those that can only be completed by other roles, e.g. your Practice Assessor or Academic
Assessor.

Student forms
These are forms for:

- recording your practice learning progress. Some of these are mandatory for each
placement; some are mandatory for the Part; and some are optional and should be
completed whenever the opportunity arises

- linking your Practice Supervisor and Practice Assessor to your ePAD

- information collection

You will be given detailed guidance to the forms during your ePAD orientation provided by
your university.

Practice Assessor forms

These are forms are for the interviews and assessments that only your Practice Assessor can
undertake with you. These forms can only be completed by Practice Assessor in their
account.

Marking and progression approval forms (found in the OAR)
These are forms for:
- placement completion marking by your university (where used, some universities
complete this process outside of the ePAD)
- Part progression and registration approval by your Practice Assessors and Academic
Assessors.

TIP: Student forms appear with a ‘Complete new’ button, indicating that you can complete
them (subject to other completion settings (see below)). Where you are not able to
complete a form, you will see the message ‘Available to other roles’ and when you hover
over the message the roles that can complete the form are listed.
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3.6.2 Finding a form

All forms can be located via the tabs in the placement page (see section 3.5 above). All
forms are listed in the Overview tab and can be selected from there. Each one will also
appear within a supplementary tab that helps to define when the form should be completed
and can be accessed from there. The point of access makes no difference to completing the
form.

In addition, you can use one of the following shortcuts if you know which form you want to
complete (see section 3.3 above for details):

- select the form name if it appears in the What’s next or Don’t forget panels on the
homepage.

- locate the form from the ePAD menu located on the ePAD homepage.

3.6.3 Form template preview and guidance

All form templates can be displayed in a view-only mode in order that you can familiarise
yourself with the sections and layout before you need to complete the form. Once
completed the blank preview will disappear. You will then be able to see either a completed
preview with your latest response or a list of your completed responses (if there are
multiple responses) in order from most recent to oldest.

To preview a form template, follow these steps:
1. Go to the form location (e.g. in the placement page).
2. Select the chevron or form name to display the form template.

Form completion guidance is available above the form preview (or above completed forms)
and within the form template as well. Familiarise yourself with the form’s completion and
sign-off requirements. You must complete the form with the correct role (Practice
Supervisor or Practice Assessor) for it to be accepted by your university.

TIP: The form cannot be completed in preview mode. You need to select the ‘Complete
new’ button to open a blank form for completion (see the sub-section below for details).
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3.6.4 Form completion settings

Some forms have settings that you need to be aware of. These settings have been decided
by your university. If you have any concerns, please contact your practice learning or ePAD
support.

Maximum number of completions: Some forms have a maximum number of completions
set. This means the system will not allow you to complete the form more times that the
number stated. The maximum number is displayed next to the form name, e.g. ‘Max 2’.
Ensure you complete the form fully and correctly before submitting it. If you complete the
form the maximum number of times the ‘Complete new’ button is no longer displayed and
instead you see the message ‘Max completions reached’.

Target number of completions: Forms may have a target number of completions. This is a
guide that you should try to complete the form this number of times. The target number is
displayed next to the form name as the second number in this format: ‘0/2’ (in this example
the target number is 2). The first number is incremented each time you complete the form.

3.6.5 Form deadlines

Forms that are to be completed at a certain time have a deadline date that is displayed next
to the form name. Use the date as a guide to schedule time with your Practice Supervisor or
Practice Assessor (as applicable) so that your practice assessment documentation is
completed in a timely way.

Deadline dates in the ePAD use a colour coded system to help users keep track of when
forms should ideally be completed by. If a deadline date is set but not yet reached, it will
display in grey text. The closer you approach a deadline date, the text will appear in amber.
And if a deadline date has been met or passed and the form hasn’t been completed then it
will be in red text.

Deadlines are intended to help you keep on track with your practice assessment
documentation and make the most of the practice learning experience. There is no
consequence if you miss a deadline (but keep in mind that forms need to be completed
before leaving a placement). You are not penalised and your access to complete the form is
not affected. If you are struggling to get forms completed contact your university.
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Forms can be completed during the placement or Part to which they apply and usually for a
short period afterward (known as the ‘grace period’), which is set by your university. Your
university will give you specific timings for form submission as you progress through your
programme. The Complete new button is only active for student forms when your
university has decided the form should be available for completion. The screenshot below

provides an example view of forms in the Start tab.

= PAD1 ' PLO1 Updated a few seconds ago

Miriam - Kingston BSc > NURSING-PART1 > PAD1, PLO1

OVERVIEW START MID-POINT

PART SPECIFIC

START
The following forms need to be completed at the beginning of your placement.
The number of

times a form has
been completed.

> (7} Placement Orientation [

> [} Nominated Person [f]

> (3 Initial Interview Deadline: 28 Jan 2022

> [} Practice Assessor Allocation EIIES

A maximum of 2
has been set for
this form.

> (7} Practice Supervisor Allocation

myknowledgemap

Select ‘Complete
new’ to complete
a form.

Complete new
Complete new

Complete new (1)~

Complete new

Work through the following steps to submit a form:

1. Find the form you wish to submit. Make sure you understand the approval (sign-off)
requirement for the form (e.g. if you need to work through it with your Practice

Supervisor or Practice Assessor).

2. Select Complete new. This will open a blank form.

3. When you make any amendments to the form, the ‘Saved’ button will change to
‘Save changes’ to indicate there are changes to be saved. After approx. 15 seconds
the form will automatically save any changes made to the form if the form remains

inactive.

TIP: If the Saved button is greyed out, i.e. non-selectable, there are no changes to be saved.
It is always advised to save throughout working on forms to ensure your work is not lost.

Draft 2022-03-28 14:11 W Delete

B save changes X Save & close 4 Submit

Myprogress ePAD Guide for Students March 2023
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Note: the form does not automatically save whilst changes are being made. Changes are
only saved once the interaction stops and approx. after 15 seconds.

4. Complete the form. How you do this depends on the format of the questions: e.g.
you may need to select from a drop-down list, complete a check list, or type into a
text box.

a. If you need to exit the form, click the Save & close button to save your
changes before leaving. This will create a draft version of the form to return
to when you wish to continue.

5. When you have completed the form review it carefully as it cannot be changed once
submitted.

6. When you are happy with the responses you have made in the form, select the
Submit button.

a. If there are mandatory fields not complete when submitting, they will be
highlighted. Complete the missing entries and select the Submit button
again.

7. If the form requires approval:

a. You will not be able to submit the form without completing the sign off
section at the bottom of the form. Ask the Practice Supervisor or Assessor (as
applicable) to complete the sign-off fields at the bottom of the page using
their full name and work email address. [This is the equivalent of their
signature on a paper form.]

Sign off

Signed off by

If the person is not listed provide their details below
Name *

Chetna Latif

Email *

clatif@example.com

b. Once your Practice Supervisor or Assessor has signed the form, you can click
the Submit button.

c. You will be asked to confirm the submission.
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Are you sure?

Are you sure you want to submit this
response? Once submitted you will be
unable to make any more changes.

d. Click OK to confirm.

e. Upon submitting the form, the ‘successfully submitted response’ message
will appear at the bottom of the page.

f. A confirmation email is sent to the Practice Supervisor or Assessor with a link
to the completed form. They are advised to contact the university if they
don’t remember completing the form with you.

8. The number of submissions is indicated next to the form name and is incremented
every time you submit a form. The submitted form will appear in the form list under
the form name. Initially the submitted form will read ‘Completed by’ alongside the
name of the user who completed the form, e.g. the student, and their email address.
After a few moments, this will then change to ‘Approved by’ with name of the
person who signed off the form, e.g. the Practice Supervisor or Assessor.

9. Every submitted form is date/time stamped.

Note: There may be a slight delay when viewing the completed form response as it will still
be processing in the background.
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3.6.7 Working with drafts

Forms cannot be amended after submission. If the form needs more time, or you get
interrupted during its completion, you can save the form as a draft. You can also use this
feature to draft your sections in a form in advance of a meeting with your Practice
Supervisor or Assessor.

You can save and edit multiple drafts of a form and rename and delete drafts. This gives you
full control of the form before submitting it. You can continue the draft by selecting the
drop-down icon next to Complete new button to select your draft. Your previous entries will
be displayed and can be amended as required.

TIP: Your drafts are only visible in your own account. They are not shared with your Practice
Supervisor’s or Practice Assessor’s accounts, so they cannot add to a draft that you’ve
started unless they are with you, and you are the one signed in to your ePAD.

Work through the following steps to create and name a draft:

1. Go the location of the form in the ePAD.

2. Select the Complete new button to open a blank form.

START

The following forms need to be completed at the beginning of your placement,

The number of
drafts versions

> [+ Placement Orientation [EJ of the form. Complete new

(> Nominated Person [E} Complete new

> (7} Initial Interview Deadline: 28 Jan 2022 Complete new (1)~

3. If desired, type a new name in the draft name field, to rename the draft to
something more meaningful. This is useful if you expect to have multiple drafts.

Draft 2022-03-28 14:11 W Delete X save & close -4 submit

Enter a name for the

Initial Interview draft if desired

4. Complete as much of the form as you wish.

5. Click the Save and close button to save and exit the draft. When saving a draft, this
saves everything that you’ve entered so far.
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You can continue working on any draft form later by selecting the drop-down arrow next to

the ‘Complete new’ button.

Work through the following steps to resume working on a draft:

1. Go the location of the form in the ePAD.

2. Select the down arrow next to the Complete new button to show the list of drafts

= PAD1, PLO1 Updated a few seconds ago

Miriam - Kingston BSc > NURSING - PART 1 > PAD1, PLO1

OVERVIEW START MID-POINT ANY TIME PART SPECIFIC OAR

START

The following forms need to be completed at the beginning of your placement.

> [} Placement Orientation [E The list of drafts

shows the draft name

and date/time last
> ((} Nominated Person [EJ updated

> (7 Initial Interview Deadline: 28 Jan 2022 Complete new  (2)~

Draft 2022-03-18 11:34 - updated 18 Mar 2022 11:34

> [} Practice Assessor Allocation
i Monday version 1 - updated 28 Mar 2022 14:26 ,h

> [ Practice Supervisor Allocation Complete new

S myknowledgemap

3. Select the draft you wish to continue, which opens the form. Your previous entries

are displayed and the form can be amended as required.
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If you no longer need a particular draft it can be deleted.
Work through the following steps to delete a draft:
1. Go the location of the form in the ePAD.
2. Select the down arrow next to the Complete new button to show the list of drafts.
> [} Initial Interview Deadline: 28 Jan 2022
| Draft 2022-03-18 11:34 - updated 18 Mar 2022 11:34 |
> (7} Practice Assessor Allocation
il Monday version 1 - updated 28 Mar 2022 14:26
3. Select the draft you wish to delete, which opens the form.
4. Select the Delete button next to the draft name field.
Monday version 1
)

5. You will be asked to confirm the deletion.

Are you sure?

Are you sure you want to remove this

draft and all of its content?
6. Click OK to confirm.
7. Upon deleting the draft, the ‘successfully deleted draft’ message will appear at the

bottom of the page.
Successfully deleted draft
29
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3.6.8 Repeating a form

Some forms are usually completed once in the placement (e.g. the interview reflection
forms) or the Part (e.g. the medicines management reflection form). However, if you are
asked to complete a form again you can do so by going through the same form completion
process. The latest completed form appears at the top of the list under the form name.

Some forms should be completed again when opportunities arise, e.g. the feedback forms.
These are found in the Any time tab.

The Assessment of Proficiencies forms are intended to be completed multiple times, as you
achieve different skills at different times through the Part.

The Practice Assessor Allocation form is usually completed once as you can only ever have
one Practice Assessor at a time, however if your Practice Assessor changes you can
complete the form again and the new Practice Assessor will replace the old Practice
Assessor and the details will be reflected in the ePAD.

The Practice Supervisor Allocation form can be completed as many times as needed as you
can have multiple Practice Supervisors. This form is found in the Start tab, but you can
return to it whenever you need to.
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3.6.9 Viewing a completed form

Submitted forms (known as ‘responses’) are found in the same ePAD structure: placement
pages, Part pages and the OAR. Responses are ordered from newest at the top to the oldest
at the bottom and are identified by the name (and email address if applicable) of the person
who submitted/approved the form and the date/time submitted.

To view a completed form, follow these steps:
1. Go to the form location (e.g. in the placement page).
2. Select the chevron or form name to display the list of responses.
3. Select the chevron next to a response to display its contents.

Note: There is a setting that can be used by universities to hide a response, e.g. where it
contains confidential data.

The screenshot below shows an example of a responses list. The history of responses can be
viewed as a list in the Responses page. See section 3.10 below for more details.

QVERVIEW START MID-POINT PART SPECIFIC

START
The following forms need to be completed at the bl NeY-WeT0l a0 o T=I g0 1

times the form has
Select the chevron or Placement Orientation [FJ been completed.

form name to displa
play Nominated Person [

the responses list.
> {7 Initial Interview Deadline: 28 Jan 2022

\/ [} Practice Assessor Allocation [ETEEE)

S

Use this form to link your Practice Assessor with your ePAD. This can be completed again if it becomes necessary due to a cha Com pIEtEd fOI’mS;
RESPONSES (2) select one to view

the form contents.

> Approved by Phillip Greer (mim.lowe+pgreer@gmail.com) on 28 Mar 2022 11:46

> Approved by Tom Wickson (tom.Wickson@myknowledgemap.com) on 28 Mar 2022 07:15
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3.6.10 Viewing a form summary

The Assessment of Proficiencies forms can be submitted multiple times, as you are assessed
for the achievement of different skills at different times through the Part. For these forms, a
summary of achievements to date is displayed after selecting the form name. This is to
assist you in knowing which proficiencies you have achieved, and which are outstanding.

v/ (2 Assessment of Proficiencies (Part 1 Mandatory) [B)
cienci i i Select ‘Complete
Proficiencies are assessed across the Part by Practice Assessors. This form may be comp p fent’s progress. Any

proficiencies not assessed must be left blank. now’ to submit
Summary of assessment to date in this Part. Completed forms are provided underneath 1018 1=1 8 FRI=R 4 1= 4198

Participates in assessing needs and planning person-centred care

Yes - Achieved No - Not achieved

1. Demonstrates and applies knowledge of commonly encountered . .
presentations to inform a holistic nursing assessment including physical,

Assessment outcomes
are shown as dots;

2. Demonstrates understanding of a person’s age and development in . . hover over a dot for
undertaking an accurate nursing assessment. details of the

3. Accurately processes all information gathered during the assessment [ X ] approver and date of
process to identify needs for fundamental nursing care and develop and assessment
document person-centred care plans.

psychological and socio-cultural needs.

Participates in providing and evaluating person-centred care
Note that Proficiencies 14 and 15 can be found in Assessment of Proficiencies (Part 1/ 2 cross-over)

Yes - Achieved No - Not achiev

4. Works in partnership with people, families and carers to encourage . .
shared decision-making to manage their own care when appropriate.

5. Demonstrates an understanding of the importance of therapeutic . .
relationships in providing an appropriate level of care to support people

Every assessment that has been recorded to date is shown in the summary view. Hover over
a green or red dot to see who approved the assessment and when. The individual
completed forms (responses) are available below the summary.
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3.7 Linking your Practice Supervisor and Practice Assessor with your ePAD

If they are linked to your ePAD, Practice Supervisors and Practice Assessors can review your
past documentation, support your progress, contribute to your practice learning
documentation, and help with timesheet entries for your current placement. Additionally,
there are some forms that can only be completed by Practice Assessors or a Practice
Supervisor and therefore must be completed in the either a Practice Assessor’s or Practice
Supervisor’s account.

You should link your Practice Supervisor(s) and Practice Assessor to your ePAD when you
first meet with them at the start of a placement, or as soon as possible if they change.

Work through the following steps to link your Practice Supervisor(s) and Practice Assessor
to your ePAD:

1. Locate the Practice Assessor Allocation form or the Practice Supervisor Allocation
form as applicable (e.g. go to the Start tab in your current placement page).

2. Complete and submit the Practice Assessor Allocation form to link a Practice
Assessor, or the Practice Supervisor Allocation form to link a Practice Supervisor.

TIP: Take care to sign off the form with your supervisor’s or assessor’s full name and work
email address correctly entered as these details will be used to create their account (if they
don’t already have one) and to link their account to your ePAD.

3. If the Practice Supervisor or Practice Assessor already has an ePAD account, then the
relevant allocation form will still require completion as this creates the link between
you and the Practice Supervisor or Practice Assessor and will in turn give them
visibility of your ePAD within their account. They will receive a confirmation email
that they have approved a form for you.

4. |If the Practice Supervisor or Practice Assessor needs an ePAD account:

a. On submitting the form, their account will be created and will be linked to
your ePAD automatically.

b. They will receive a welcome email with their ePAD account details. Their
username will be the email address provided in the form sign-off. They will
be given a link to continue the set-up process in the confirmation email they
receive.

TIP: If the Practice Supervisor or Practice Assessor doesn’t receive the email in their inbox:
- firstly, ask them to check their junk mail folder, as email security filters sometimes put the

email in there. If it is there, then they should mark the email sender as a ‘safe sender’ so
that future emails go into their inbox.
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3.8 Timesheets

3.8.1 Overview of timesheets

You are responsible for adding your timesheets to your ePAD. During a placement, try to get
your timesheets signed off daily. Timesheets can be signed off by any professional member
of staff in the placement area who can verify your presence for that period. Your university
staff will guide you when you can add hours that are gained in simulated practice or other
circumstances. The university may also add hours to your ePAD when applicable, e.g.
accredited hours that you are bringing into your programme.

Any addition (or amendment) of timesheets must be approved by a member of staff, who
signs them off using their full name and work email address.

Staff members who approve timesheets receive a confirmation email every Monday listing
the hours they approved in the previous 7 days. They are advised to contact the university
if they don’t remember approving hours that are listed on the email.

3.8.2 Adding timesheets

Timesheets can be added during the period of a placement and within a ‘grace period’ after
the placement, which is set by your university. You cannot add hours outside of the
placement period. Contact your university if you are going to do extra shifts beyond the
current end date. You must be with the person who is approving the hours, or, if they are
not with you, have their express permission to use their name and email address for the
specific hours you are submitting.

Work through the following steps to add timesheets:
1. Select the ‘Timesheet’ button that is always displayed in the
bottom right-hand corner of the ePAD. This opens the Submit
timesheet window.

2. Complete the fields in the Submit timesheet window. See the screenshot below.

TIP: You can select the hours and minutes using the up arrows. Minutes are added to the
nearest quarter of an hour.

3. Review the information you’ve entered. [It’s easier to correct a mistake now rather
than later.]
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4. Make sure you have correctly entered the approver’s full name and work email
address.

5. Select the ‘Submit’ button to save the entry. The timesheet progress circles will
increment automatically with the hours you’ve entered (if they count towards the
total — sickness and absence hours won’t).

6. The added timesheet entry will be included in the approver’s timesheet weekly
email, which is sent to their inbox on Mondays.

If you have overlapping
placements, you can select the
one you want to add hours for.
Submit timesheet
Placement * gltions *
Royal South Hospital Trust A Fallheim Comjaiaekass
Complete the fields for the
Activity type * hours you are submitting.
In Practice - Day Shift
Date * Duration
Wed 01/02/2023 4] . [}
The person approving your
hours must provide their full
name and work email address.
Approved by
If the person who is signing off is not listed providg i
Approver name * When you have completed
the fields, double-check
they are correct, then select
Approver email * ‘Submit’.
Cancel
The activity type University added hours is only to be used in specific circumstances, as
directed by your university. It should not be used for any hours approved by practice staff.
Your university will explain the processes they expect you to follow for notifying and
recording sickness and absence from placement.
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To review your timesheet entries, select the alarm clock icon in the left-hand menu of your

ePAD (see the screenshot below).

Select the alarm clock icon in

the left-hand menu to access
the timesheet page.

Nursing Demo - Nov 2022

N1 Demo Student

ursing Demo - Nov 2022 Updated a few seconds ago

Current Placement - Royal South Hg

AREA

26/1150
HOURS

Fallheim Com

START DATE -

The timesheet page is displayed. This provides a table of the timesheet entries that you
have logged for each placement. Key features are indicated on the screenshot below.

The graphic at the top
shows the pattern of your
placement attendance.

Hover over a date for
details.

Royal South Hospital Trust
Fallheim Community Team
Start: 20 Nov 2022 - End: 31 Dec 2024

Day i3 hours

Sub-totals by

Date

activity type.

Fri 25/11/2022
Thu 24/11/2022 9 Night Shift

Mon 21/11/2022 9 Day Shift

Page 1 of 1

MuKnow

Table of entries. This can

be sorted by selecting the
column name.

desiap Ltd 2007-2023 |y 780

Total Hours

26:’1150

The total practice hours to
date on this placement,
and the target hours.

Nancy Kipper sophie.hassall+nancyk@m...

10rows ¥

4} Timesheet
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When logging your practice hours you will select the time completed in hours and minutes.
Once the hours are logged you will see in both the total hours wheels and tables for
placement hours noted as a decimal.

TIP: The page displays the latest placement at the top. Use the features at the bottom of the
page to increase the number of rows displayed, or to move back and forward between
pages, e.g. to see earlier placements.

It’s important that the approver’s name and work email address are correct as they are
subject to verification by your university. Ask your Practice Supervisor or Practice Assessor
to amend the entry if you spot a mistake (see the section below).

3.8.4 Amending / deleting timesheet

From their own accounts, your Practice Supervisor(s) and Practice Assessor can amend your
timesheet entries for your current placement. You cannot amend them. Any person
agreeing your amended entries must approve the change with their own name and work
email address (i.e., overwrite the previous approver’s details).

Timesheet entries cannot be deleted. However, the date can be amended so that an entry
can be re-used for a date where one is needed. Alternatively, the hours/minutes on the
erroneous entry can be set to zero.

Contact your ePAD support if you need assistance beyond the changes that your Practice
Supervisor or Practice Assessor can make. Note that your ePAD support team will require
confirmation from your Practice Supervisor or Practice Assessor for any upward adjustment
in practice hours.
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3.9 Messaging

3.9.1 Overview of messaging

Within the ePAD you can use messaging for informal communication with your Practice
Supervisor(s), Practice Assessor and academic and support staff at your university. Anyone
with access to your ePAD can view your messages page and send or reply to a message.

Use ePAD messaging for:

e Informal communication, including replies to messages from staff

e Avrecord of other communications (telephone calls or text messages) so that a
record (history) is maintained that is visible to all, e.g. where you’ve informed your
Practice Supervisor verbally that you will be absent one day to attend university, add
a message that covers it as well in case they forget.

Do not use ePAD messaging for:

e Any concerns within your placement. These should be raised directly with the
nominated person for the practice area.

¢ Urgent communication with your practice staff, e.g. if you are late for a shift.

e Urgent communication with your university

¢ Communicating placement issues, e.g. if you need an extension to be able to
complete your hours.

Always use the means of communication required by your university or practice area for
formal or urgent matters.
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3.9.2 The Messages page

The Messages page provides a chronological history of all the messages you’ve sent or
received during your programme. This is an open area where anyone who has access to the
students ePAD can see all messages therefore messages are not private between the
student and one particular member of staff.

The page is accessed by selecting the messages icon from the left-hand menu. See the
screenshot below.

@ Select the messages icon in the left-
T R e R R ol pdated a few seconds ago
0
=

(=4 Current placement provider

™

In the Messages page you can send a new message and reply to a message, as well as
viewing past messages (see the screenshot below for the key features).

All messages

Messages should only contain Informal, non-urgent informatio| To view rEp“es’ select the
agreed channels, ShOW reply/ies'

> Show previous messages (4)

d within the relevant form; urgent communication should be made through the

Sam Ugbehe 2 months ago

I'm on night shifts next week so glaseee®® e Tor any time before then

Select ‘Reply’ to respond
to a message.

Show 1 reply

Bole Bukole a month azo

a group message

Holly Jones & days ago
Hi there...
Reply A removed message will
@ Eve Marks 2 days ogo P be replaced with this text.

This message was retracted on 16 5ep 2021 10:09 <=

Sally Wilson 4 hours ago
Hi Eve, your placement ends soon. Make sure you arrange your final interview naw.

Reply

Hi sally, Thanks for the reminder, will do|

Click in the text box to write a
new message and then select
‘Send message’.
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3.9.3 Receiving messages
The messages notification icon in the top right corner of your ePAD homepage will indicate

the number of new messages you have. You can select the messages notification icon to
browse the new messages. Select a message to go the messages page for the full text.

Select the messages

8- notification icon to list

o i 3 minutes aga
- new messages. Phillip Greer :

& Miriam - Kingston BSc updated a few seconds ago Please could you also bring...

Miriam - Kingston BSc stow  1oges S

Current placement providerr - Barts Health NHS Trust What's next?

\ AREA
80/247.5 ANE Suroiral Armicsinne 1

A | Placement Orientation

¢o

Select the message to see
the full text in the

Messages page.

3.9.4 Removing messages

The text in the messages you send must adhere to professional communication standards,
as taught by your university. For example, you must never include patient information in a
message. Placement provider staff or university staff with access to your ePAD can remove a
message where this is necessary. When a message is removed it is replaced with text saying
that it has been retracted. As a student you will not be able to remove messages from the
message area. If you would like a message removed, you must contact the university ePAD
support team to do this.
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3.10 Responses history
The Responses page provides a list of all the forms that have been submitted in your ePAD
so far in your programme.
The page is accessed by selecting the responses icon from the left-hand menu. See the
screenshot below.
o
(, Responses (17)
il
Select the Responses icon in the
ol left-hand menu to access the Form Name
responses page.
==
7 Apr 2022 12:10 40075 Initial Interview
1 Apr 2022 15:43 39965 Episode of Care - Sumi
The responses page displays all your submitted forms, by default in chronological order,
most recent at the top. See the screenshot below for the key features.
Click on the column titles
o to change the list order.
- (") Responses (17
0
&) Date Submitted Response ID Form Name @PAD Section Placement Allocation
7 Apr 2022 12:10 40075 Initial Interview Mirlam - Kingston BSc > NURSING - PART 1 > PAD1, JRO1 10E Surgical Adg s Unit (prev GI
[etabolic) - (RLH)
1 Apr 2022 15:43 39965 Eplisode of Care - Summative Use the search f|e|ds to No allocation
1 Apr 2022 15:41 39964 Practice Evaluation Mirlam - Kingston 10€ Surgical Admissions Unit (prev GI
d|5p|ay 0n|y responses Medicine & Metabolic) - (RLH)
I ("2t meet your criteria. e s
1 Apr 2022 15:40 39962 Medicines Management (Part 1) Mirlam - Kingston BSc » NURSING - PART 1 > PART SPECIFIC 10E Surgical Admissions Unit (prev GI
1 Apr 2022 15:38 39961 CIiCk on a response to NURSING - PART 1 > PAD1, PLOY Use the Controls at the
1Apr20221528 39960 see the content. NURSING - PART 1 > PART SPECIFIC bottom of the page to
31 Mar 2022 16:30 NURSING - PART 1> PADY, PLO1 change the number of rows
31 Mar 2022 13:01 39899 Professional Values in Practice - Mid- Mirlam - Kingston BSc » NURSING « PART 1 > PAl - dlsplayed Or to move
point (Part 1) between pages.
28 Mar 2022 15:34 39808 Assessment of Proficlencies (Part 1 Mirgs Ston BSC » NURSING - PART 1 > PART SPECIFIC
Page 1 of 2 10rows v Next
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3.10.1 Viewing a form response

1. Toview a form response, select the row of the form response.

(3 Responses (17)
0
G} Date Submitted Response ID Form Name ePAD Section
=
7 Apr2022 12110 40075 Initial Interview Miriam - Kingston BSc > NURSI
- b
1 Apr2022 15:43 39965 Episode of Care - Summative Miriam - Kingston BSc > NURSI

2. Onthe form response page, you can view the full details of the submitted form.

Initial Interview - 7 Apr 2022 12:10

Initial Interview W Delete response

This can be completed by a Practice Supervisor or Practice Assessor. If completed by the Practice
Supervisor their details must be added to the bottom of the form, which must then be sent to the Practice
Assessor for comment and sign-off.

Student to identify learning and P needs (with guid from the Practice Supervisor / Practice
Assessor)

Learning and development needs

To become more effective, independent and confident

Taking available learning opportunities into consideration, the student and Practice Supervisor/Practice
Assessor to negotiate and agree a learning plan.

Outline of learning plan

Learn from work assif ions with my

How will this be achieved?

For me to use positive language in my communications.

Date/time of next interview (optional)

No response

Signing off this form: If this interview is carried out with the Practice Supervisor complete their details
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3.10.2 Deleting a form response

Universities can permit the option for students to delete responses. Note not all
universities will provide this option.

1. If you wish to delete the form response, select the row of the form response.

2. Onthe form, click the Delete response button.

Initial Interview - 7 Apr 2022 12:10 x

Initial Interview W Delete response

This can be completed by a Practice Supervisor or Practice Assessor. If completed by the Practice
Supervisor their details must be added to the bottom of the form, which must then be sent to the

3. You will be asked to confirm you wish to delete the response. If so, click OK.

Are you sure?

Are you sure you want to remove this
response and all of its content?

Cance' “

4. The form will be removed from the Responses page.

F
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4.0 Using the ePAD Mobile App

4.1 Introduction to the ePAD Mobile App

The focus of the MyProgress ePAD app is on allowing students, and staff signing off forms
on behalf of students, to complete forms offline, without needing a connection to the
internet. The app does not store form responses but will show the status of a form (e.g.
whether it’s been completed, the count of completions against target, etc). It includes a link
to the ePAD so that when a student has a network connection, they can go online and view
their full ePAD.

The Apple version of the app is compatible with devices running iOS 11 and higher (for
reference, the oldest iPhone running iOS 11 is the iPhone 6). The Android version works
with devices running Android 6 and higher (which for reference is the version of Android
originally released in 2015). The app supports both phones and tablets.
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4.2 Downloading the app and first use

The Apple version of the app is downloaded from the Appstore. The Android version is
downloaded from the Playstore. In both cases, search for ‘myprogress allied health’.

You will need to be online when you open the app for the first time after download. You are
asked for a service code. You are only asked for the service code the first time you use the

app.

Note: The app Service Code ID is the same as the short code part of the main website URL to
the eMORA. For example, Edinburgh Napier University website URL is:
‘https://enu.epads.mkmapps.com’ therefore the short code is ‘enu’.

For further guidance, please speak to your university admin support team.

Work through the following steps after downloading the app:

1. Make sure your device is connected to the internet.
2. Open the app.

3. Enter the service code for your university in lowercase. This is the same as the
university part of the ePAD website address.

4. Click on the Sign In button. This will take you to the app sign-in page.

5. Click on your university Sign In button, which will take you to your university sign-in
page.

6. Enter your university username and password. Your app homepage will be displayed.

7. After sign-in, the app will automatically synchronise with your ePAD, including a
download of all the forms you have available.

See the welcome page and the sign-in page in the screenshots below.
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Signing into the mobile app

(- 2\

9 myprogress

SERVICE CODE

Service Code

mn @] <

Y =

X & https/b2emkmuktes., <

£ myprogress

e-pad

Click here for single sign on with your

university

OR

[ L]
-l MKM

Sign in with your username and password

Sign in name

Password Forgot your passward?

Enter the Service
Code for your
university in

lowercase, then
select ‘Sign In’.

Select the Sign In button for
your university, which will

take you to your university
sign-in page.
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/

N

myprogress

Service Code: epads-demo Q

Fargotten your pad

On the Sign In
screen, select the

‘Sign In’ button.
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4.3 App settings

It is important to review your app settings when you’ve first signed-in, to control how the
app works for you.

In particular, in the Personal Settings section:
e select ‘Remember me’ to be on if you want to be able to work offline where there is
no data connection (you won’t be able to sign in without a data connection)
e select ‘Only sync over Wi-Fi’ to be on if you don’t want to use your mobile data
allowance to sync the app.

You can also access the ePAD website via the Settings page.

Click on the Settings icon in the app menu at the bottom of the screen to access the Settings
Page.

See the screenshot below for more information about the Settings page.

Settings page

4 )

Settings

l. = ' Jameson Vega
N, mim.lowe+JVega@gmail.com
0 mim lowe+.Vega@gmail.com

EPAD - to open the ePAD
Open ePAD / > website.

PERSONAL SETTINGS

Click on ‘Open ePAD’

Remember me

Only sync over WI-FI Select the personal

settings you prefer to
work with.

Click on ‘Settings’ to
open the Settings

CHANGE LANGUAGE

English
page.

Welsh

Settings

1] @] <

- 4
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4.4 App homepage and form list
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After signing in, you will be presented with a homepage that reflects your ePAD. At the
bottom of the page, you will find the app menu.

See the screenshot below for more information about the homepage.

Homepage

Placement hours

progress against
target.

App menu:
- Home
- In progress

- Practice hours
- Settings

(- )

Overview

“'- f', Jameson Vega
) mim.lowe+JVega@gmail.com
0 mim.lowe+JVega@gmail.com
PLACEMENT PROVIDER ‘/
Barts Health NHS Trust

PLACEMENT AREA

N 10E Surgical Admissions Unit
104/247.5 (prev GI Medicine & Metabolic) -
HOURS (RLH)
TYPE OF EXPERIENCE
Adult

NURSING - PART 1

PAD1, PLS

START
The following forms need to be completed at the 4> <
beginning of your placement.
Placement Orientation
Deadline: 25 Jan 2022

Nominated Person
Deadline: 25 Jan 2022

Initial Interview
Deadline: 28 Jan 2022

Practice Assessor Allocation

e S ] [

Q;HHH
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Forms list,
showing status.
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4.5 Completing and submitting forms in the app
Work through the following steps to complete forms in the app:

1) Select the form from the homepage form list. This opens a blank form.

2) Complete the form. How you do this depends on the format of the questions, e.g. you
may need to select from a drop-down list, complete a check list, or type into a text box.

3) When you have completed the form review it carefully as it cannot be changed once
submitted.

4) When you are happy with the entries you have made in the form and it does not require
sign-off, click the Submit button.

5) If the form requires sign-off:

a) Ask the Practice Supervisor or Assessor (as applicable) to complete the sign-off fields
at the bottom of the form using their full name and work email address. [This is the
equivalent of their signature on a paper form.]

Note that submitted forms can only be viewed in the ePAD. To access the ePAD from your
app, go to the Settings page and select ‘Open ePAD’.
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Completing a form

a

< ®

Professional Values in Practice - Mid-point
(Part1

Students are required to demonstrate high
standards of professional conduct at all
times during their placements. Students
should work within ethical and legal
frameworks, and be able to articulate the
underpinning values of The Code (NMC,
2018). Professional Values reflect a number
of profi Y and are
under the 4 sections of The Code.

‘Not achieved” must trigger an Action Plan to be
created for the student,

Prioritise people
Yes - No -
Achieved achigfed
1. The student
maintains
confidentiality in ® O
accordance with the
NMC Code.
L] @] <

D

Select the response

within the form.

For text boxes, you can
use the speech-to-text
function on your
device to allow staff to
dictate their response
as an alternative to

typing.

Signing off and submitting a form

a

« o}

Professional Values in Practice - Mid-point
(Part1)

15. The student

demonstrates that

they are self-aware

and can recognise

their own emotions. ® O
and those of others

in different

situations.

* Mandatory

Email Sign Off

Assessor Name™

Chetna Latif

Assessor Email”

B4 chetna.latif@example.com

\

For forms requiring
sign-off, ask your
Practice Supervisor
or Assessor to
complete the Name
and Email fields.

Click ‘Submit’ when
the form is

complete and
signed off (if
applicable)
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Initial Meeting

Normal - B I U

This student has demonstrated good skills
and knowledge

*Mandatory 8 word(s)

Practice Assessor:

® F M 5,0 & -
/13/3{:7390

o 4 English(UK)  » .ol

1l (@] v B

Click ‘OK’ to confirm
you want to submit

the form.

Please Confirm

Are you sure you want to subpfit?
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4.5.1 Working with drafts in the app

If the form needs more time to complete, or you get interrupted during its completion, you

can save the form as a draft. You can also use this feature to draft your sections in a form in
advance of a meeting with your Practice Supervisor or Assessor, if you know that you will be
using the app to complete it (see TIP).

—

Saving a draft

@& A
; 4

< ) To save the form as

Professional Values in Practice - Mid-point a draft' SeleCt the
(R3] Form Options icon.

are required to d high
standards of professional conduct at all
times during their placements. Students
should work within ethical and legal
frameworks, and be able to articulate the
underpinning values of The Code (NMC,
2018). Professional Values reflect a number
of profi y and are cap
under the 4 sections of The Code.

‘Not achieved” must trigger an Action Plan to be
created for the student.

Then select ‘Save

Pricritise pecple

for later’.

Yes - No - Not
Achieved achieved

Submit
1. The student

maintains

confidentiality in ® @]
accordance with the

NMC Code.

Save for later

Close

1 @] < n @] <

- 4 - 4

To continue working on the form, select the ‘In Progress’ option from the app menu at the
bottom of the homepage. The form will be available in the Drafts section.

The In Progress icon in the app menu displays the number of in progress items. This includes
drafts and forms awaiting sync.

See the screenshots below, which explain how to resume work on a draft.
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Resuming work on a draft

@« O

In Progress
ot \m
Ready to Sync >

Practice hours >

PN 2 o

In Progress

U] (@] <

| 4

1. Select ‘In
Progress’ from the
app menu

2. Select ‘Drafts’
from the In Progress
options.

A list of drafts will be
displayed. Select the

draft you wish to
continue working on.
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/

& Drafts

Assessment of Praficiencies (Part 1/ 2 Cross-over)
2-03-31 14:48

/ ast updated: 202

1} o <

e-pad
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4.6 Timesheets in the app

You can use the app to submit your practice hours. Select the Practice hours (clock) icon in
the app menu to open the practice hours page. To submit practice hours, select the
hours/minutes plus and minus buttons next to the days you wish to submit.

Work through the following steps to submit practice hours via the app:

1. Select the Practice hours (clock) icon in the app menu to open the practice hours
page.

2. Select the Placement provider, Placement area and Activity type (if the defaults
provided are not correct for the hours you are submitting).

3. Select the week in which you are submitting hours. You can scroll left for earlier
weeks.

4. For each day to be submitted, use the plus and minus buttons to enter the hours and
minutes.

5. Check the total of the hours and minutes, which is displayed for each day in the Total
column. See the screenshots below.
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Entering practice hours

é ) a D

Submit Practice hours O] Submit Practice hours O]

Placement provider” Placement provi der”

Barts Health NHS Trust - Comp|ete the Barts Health NHS Trust

Placement area” mandato ry fields. Placement area”
10E Surgical Admissions Unit (prev GI 10E Surgical Admissions Unit (prev Gl
Medicine & Metabolic) - (RLH) Medicine & Metabolic) - (RLH)

Activity type” Activity type”

Select a activity type - In Practice - Night Shift - X

Select the week, if

Practice hours can only be submitted one week at a time Practice haurs can only be submitted one week at a time

< Week earlier than the ———— e
Date Hours  Minutes  Total current one. Date Hours  Minutes  Total
Man 04/04/22 -0 +:—= 0 + 00 Mon 04/04/22 — 8+ :— 0 + 80 “
Tue 05/04/22 — 0 + : — 0 + 0O Tue 05/04/22 — 8 4+ : — 0 -+
Wed 06/04/22 — 0 + : — 0 + 00 Wed 06/04/22 — B + : — 0 + Upda’fe the
The 070422 — 0 + :— 0 + 00 Select the clock S ENPERIN  hours and
Frl 08/04/22 — 0 + : — 0 + 00 icon in the app Frl 08/04/22 — 0 4+ :— 0 + minutes for
/ menu. each day to
” o o PO L] be submitted.
Practice hours Practice hours
Check the
] @] < 1] (@] <

\ / \ total column.

6. When the hours have been entered, they need to be approved by a practice staff
member.

a. The practice staff member can use the Approved by drop-down, if the person
is one of your allocated Practice Supervisors or Assessor

b. Alternatively, the practice staff member can type their full name and work
email address into the ‘Approver name’ and ‘Approver email’ fields
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Signing off practice hours

(- ) (- )

Submit Practice hours O Submit Practice hours o}
Tue 05/04/22 — 8 +:— 0 + 80 Tue 05/04/22 — 8+ :— 0 + 80
Wed 06/04/22 — 8 +:— 0 4+ 80 Wed 06/04/22 — B 4+ :— 0 4+ 80
Thu 07/04/22 — 0 4+ : — 0 + 00 Thu 07/04/22 — 0 + :— 0 + 00
Fri 08/04/22 — 0 + : — 0 + 00 Fri 08/04/22 — 0 4+ :— 0 + 00

Your approver will

Approved by Approved by
. select their name B
« from the Approved T
Phillip Greer by drop-down Ar;::;:gi::
e 0 R Appraver email”
Enter their staff S Sy

name and email

address in the fields

provided
~ D [ ] oy
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7. When the staff member has approved the hours, submit them to your ePAD by
selecting the ‘Submit’ button.

8. You will see a confirmation message at the top of the page.

Submitting practice hours

(- ) ()
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The member of staff who signs off your practice hours will receive a weekly verification
email describing the hours that they have approved on the following Monday morning. They
will raise an issue with your university if their details have been used without their
permission.
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4.7 Working offline and manual sync

The app is designed to work offline once you have signed in and your ePAD forms have
synchronised with it. When a form is submitted, the app will check to see if a connection is
available. If it is available, the form will sync to the website automatically. If no data
connection is available, or if you have selected only to sync via Wi-Fi and there is no Wi-Fi
available, the form will be saved as “ready to sync”. The number of items that are in
progress is displayed on the In Progress icon in the app menu at the bottom of the screen.

The app will continue to check in the background for a connection, and when the user is
online again (or Wi-Fi is available) it will automatically sync forms with the website.

You can trigger a sync manually if there are pending forms and the app hasn’t automatically
completed a sync. See the screenshots below, which explain how to trigger a sync if it

becomes necessa ry.

Triggering the app to sync

In Progress = Ready to Sync c
. o> 1. Select ’l|n Professional Values in Practos - Finel (art 1)
Progress’ from the -
Ready to Sync (1 B app menu
Prawce:}N ‘ 2. Select Ready to / Select the Sync
sync’ from the In button to
Progress options. manually trigger
the sync.
A list of forms that
are awaiting sync will
be displayed.
£ 2
f In Progress L o
\ 1] @] < / \ 1 @] L4 /

Note that forms submitted in the app will only appear in your ePAD when a sync has
completed. It is your responsibility to ensure that this takes place, and to raise any issues
with your ePAD support team.
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