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GUIDANCE FOR SUPERVISORS 
 



My Filled Forms 
 
The My Filled Forms can only be accessed by assessors through their own ePortfolio account or through the external 
assessor account. 
 
This section stores all forms that a user completes for a trainee. Forms are saved in two ways: 
 
1. Completing a form directly on a trainees account 
2. Completing external ticket assessment forms (using the 10-digit access code) 
 
To view all forms that have been submitted for any trainee, follow the steps below: 

 
Step 1: 
 
Logging in through own account, you will need to select the relevant role in which you have completed forms under e.g. 
Educational Supervisor or Clinical Supervisor role. 
 
Select ‘Profile’ and then ‘My Filled Forms’. 
 

 
 

Step 2: 
 
A list of all forms that have been completed will show in the table which will detail information on the trainee and the 
type of form/assessment that was submitted. 
 

 



Step 3: 
 
If accessing the ePortfolio using the 10-digit access code you will need to do this by following the guidance on 
‘Completing External Ticket Assessments’. 
 

 
 
Please note that if completing external ticket assessments and you want to be able to view the forms you have 
completed under ‘My Filled Form’ you MUST choose to KEEP A RECORD. If you choose not to keep a record then you will 
not be able to retrieve this from the system. 
 
 


