Administration of ePortfolio group
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The ePortfolio is accessed through the Hutt Valley eLearning site, Ko Awatea. There is no separate login.

Step 1:

From the Hutt Valley intranet page, click on LEARNING & DEVELOPMENT
then click eLearning — Ko Awatea LEARN

G Please use Google Chrome to access your portfolio. Microsoft’s Internet Explorer or Edge
are not currently compatible.

Step 2:

Click on the Ko Awatea LEARN elearning logo and
login. L

If you are unable to login please contact the
elearning Coordinator for assistance.

Step 3:

Click Find courses and Find by organisation and click Hutt Valley DHB.
HVDHB - ePortfolio gateway for Nurses

Find the HVDHB - ePortfolio Gateway for Nurses and click on the course.

Step 4:

If this is your first time we recommend you read through the guides for completion of an
ePortfolio in the “Managers” tab.

To directly access the ePortfolio click on the “Access the ePortfolio here” tab and click on the
“Access the ePortfolio” or click on the link under Quick link to Mahara.

Quick Link To Mahara

If you have already read through the Welcome to the gateway for your ePortfolios

Welcome

information in the course and you just
want to guieldyatcess-tahara and your
parffalio click on this link PLEASE NOTE: The ePortfolio is currently only open to nurses who are employees of Hutt Valley DHB.
PLEASE NOTE Ao e known issuies The page that you are viewing will change colour in the tabs e.g. the first tab that will show by default is Creating you
_ ePortfolio and you will note the change in tab colour.

with accessing ePortfolios from home

when using Internet Explorer as your WHidden Wiki to share tasks, thoughts etc

browser. Please try Firefox or Chrome

instead! Creating Your EPortfolio = Competence Assessors Or Peer Reviewer; =~ Managers | JPortfolio Assessors

Supporting Documents |~ Access The EPortfolio Here

Please-click-thistinlto access the ePortfolio.
Course Contact
Access the ePortfolio.
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Administration of ePortfolio group

Many of the administrator functions need only be completed once or when new members of staff are
added in your area.
If you need to be added as an administrator for your group please contact the Nurse Coordinator
Professional Development.

Step 5:
As a manager or administrator for your group, most of the work you will do will be in your Group. You
will see your group(s) on the right hand side of your home page.

B [FE: (VAN ERY BN Search for people Q = v F =
Welcome i dsascp 0
Welcome to the Hutt Valley DHB ePortfolio. [Z Retum to =

koawatealzam co.nz
Hutt Valley DHBs LEARN Portfolio is a fully featured electronic portfolio system with social networking features to create online leami
communities.

My groups:

For more information you can read About or alternatively please feel free to contact us. DHB administrators

Please note: If you leave Hust Vialley DHE you can take your ePontfolio with you but you must export it to 3 USS device. Click here to download instructions o how to do Hutt Valley DHB Administrators
this, (Administrator

If you are leaving Hutt Vialley DHB but are going to work for an organisation that uses the LEARN Fortfolio you can transfer your portfolio to your new institution. Please click HVDHB - Children's Ward Group
here to see how to do this. (Administrator)

If you have completsd an ePortfolio on ancther Mahara based ePortfolio we may be able to transfer this. Please contact the Nurse Coordinator professiona development to g\rfo‘?";B - Emergency Depariment

discuss

HVDHB - Intensive Care Unit Group
If you are on 3 non ePontfolio PDRF from another DHB/Provider you can still transfer onto Hutt Vialley DHBs PDRP. The transfer form is available on PDRP Intranet page.

HVDHB - MAPU Group

(Administrator)

LVNUD. AAadins! Ward Arane

Create

»

People online

{Last 10 minutes)

2 Ese Jessop

. (efiz jessop@huttvalieydhb.org..)
Develop your portfolio Control your privacy

Find people and join groups

Once you have found your group click to enter.

Step 6:
When you click on your group you should see a similar screen to the one shown below.

In the About tab you will see group administrators, members, portfolio templates, additional pages and
new portfolios submitted for assessment.

In the Members tab you can see current group members, member requests and change access.

E GE GA 'R N Search for people

HVDHB - Intensive Care Unit Group About Members Forums Pages and collections Journals Report Files Plans

About | HVDHB - Intensive Care Unit Group

You are 3 member of this group.
& Created: 11 February 2019
U Controlied, Request membership, Allows submissions
@ Group category: Hutt Valiey DHB
€ 9Members 1Pages 0 Files 0Folders 1Forums 0 Topics 0 Posts

& Group administrators: 1, Nik)Charles (nicola.chares@huttvalleydhb.o...)
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Step 7: Giving a colleague administrator access to your group

Administrators in the ePortfolio can see new submissions, accept member requests and change access
from member to administrator.

To change someone to administrator click the green Member tab and locate the person.

Next to their name will be their current role and an option to Change role. Click the green [Change
role] and use the drop down box to change the role. Click Submit and the change is made.

¥ Remaowve from group

Ellie Jessop (ellie jessop@huttvalleydhb.org. ) - admif [Change role]

Joined: 31 May 2022

You can also remove people from your group when needed by using the “x Remove from group”
button. Please remove individuals who have left your area.

Step 8: Competent and Proficient ePortfolios submitted for assessment

In the About tab are a number of sections. If you scroll down, administrators should be able to see a
section called Submissions to this group.

This is where you will see competent and proficient portfolios nurses have submitted for assessment.
The nurses’ name will appear and be highlighted in yellow/orange. Please see ePort9: How to assess a
completed portfolio for more information.

When a Competent or Proficient portfolio is assessed and passed, please inform the Nurse Coordinator
Professional Development.

Reminder:

e Collections shared with this group are where you will find the portfolio templates. These
collections cannot be changed, nurses need to follow the instructions to make a copy of the
collection for yourself.

e Pages shared with this group are where you find additional pages for nurses in Management,
Education, Policy and Research. Again, these pages cannot be changed but can be added to an
existing portfolio

e Only staff members who will be assessing completed portfolios need to be an administrator.

e Nurses completing portfolios or assessing competencies ONLY, should be members.

e Nurses get emails when comments or changes and made to their portfolios.

Administrators will also get emails of new submissions to the group and member requests.
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