Step 1

You will receive 2 emails from Lucy@equiniti360clinical.com. 1 will have a user name and password
in it the other will have the activation code.

Click the web link in the email and enter your username and password and click sign in

Welcome to your Revalidation Management System (RMS). Revalidation will begin in late 2012 and will contribute to the on-
going improvement in the quality of medical care. As part of Revalidation you are required to:

e  Maintain up to date personal details
e Keep aportfolio of key supporting information
e Engagein an annual appraisal.

This system will help you make sure you have all the correct information. The only people who will have access to the portfolio
will be your appraiser, your responsible officer and our administrators if you ask for our help with your permission. Your
appraiser and RO will only be able to see the documentation that you have published.

The system aims to save you time and keep the process simple. The first step is to set your account up and make sure that
your personal details are up to date. This should take about fifteen minutes. You only need to do this once and adjust any
changes each year. To activate your account please follow these steps

1.  Click on the link below and enter the username and password in this email and follow the instructions to log in. It is
advisable to copy and paste the user name and password.

2. For the very first time you use the system only, there is an activation code that will be sent to you on a separate email
for security reasons.

3. The system will ask you to change your password to something you will remember. We strongly advise that at this
point you keep the user name on this email and your chosen password somewhere safe and confidential so
that when you go to use RMS next time (which may not be for a few months) you can find it.

Once you have logged in the system will take you automatically to your personal profile page. The RMS system will have
completed as much of the form for you as possible. Please correct any details that are wrong and fill in any gaps.

Following this you can save Supporting Information into your portfolio whenever you like. The system guides you in what you
need to collect and will remind you what to do near to your appraisal.

We hope that you find the system helpful and straightforward.

Login at the following location: https://www.equiniti360.com

Your username to enter the site is: UserXXXXX

Your password to enter the site is: XXXXXXXXX


mailto:Lucy@equiniti360clinical.com
https://www.equiniti360.com/

Copy and paste the user name and password below

Sign In
User name:™ Q
Password™® ©

Ifthis is your firsttime logging in, you will find your user name and start up
password on your welcome email. Please do not confuse this with your
activation code.

Agree terms of use and privacy by ticking the box and clicking next

Terms of Use and Privacy Policy Page 10of3

Consent Statement ~

1. ¥You have been granted access to this Revalidation Management System to
enter data and upload documents containing information about you. This will

be information to support and demonstrate your maintenance of clinical and
professional standards, and where applicable any specialist skills.

2. Other information about you will be entered into the Revalidation
Management System by:

* Your responsible officer {"Responsible Officer™) assigned to you by your
designated body, the NHS Commissioning Board, your LETB, the armed

forces, your locum agency, the healthcare provider you have practising
privileges with, your faculty or society or other persons designated by the

GMC to fulfil the responsible officer function or such organisations as may be
annninted hw the GMC from fime tn fime tn assion a resnnnsible nfficer toowon

[I1 agree with the Terms of Use and Privacy Policy



Enter your activation code and give the system a security question and answer. Your choice, just
something memorable.

Setup Security Question and Answer Page 2 of 3

Activation code™® | |..

Your activation code can be found on a separate email

Security question:* |

You need to create a question that only you know the answer to that
the systemn can ask you in the event that your forget your password

Secret answer™ v

Change password to something of your choice. Please read the notes about constructing the
password.
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Change Password

User name: Craig1953

Mew password:* ||

Re-enter password:* | | W

You are required to create a password with a minimum of & characters, and no more than
15 characters. For security reasons this must contain at least one upper case letter, lower
case letter, number and non-alphanumeric character (e.g. 1)

Please now Keep your username and password somewhere safe so that you can find it
when you log in next time, which may not be for a couple of months.

Step 2

Click profile and edit profile. Complete the screens filling in any missing information from left to right
by clicking NEXT to move from one to another.



Edit Profile View Your Profile

al Scope

Details Details =L of work Posta
Ploase il in the relovant information. There are seven shori sections. Some boxes may have already been completed for you
Plense atter any incorrect details and complete any gaps.
Your Personal Details
Title * (lor -]
First Nama * Tim
Last Name * Cresswell2
pos * 16/10/1971 Wi oo 15071961 @
Email * tim._eresswell@equiniti30clinical com
Phone * 07601226429
Main Speciality * Tasting
Other Specialities
GMC Number * 657788

Add Profile Photo

Step 3

Uploading documents. Click portfolio and Upload supporting information button

Add Photo L7 ]

Your Portfolio

Upload Supporting Information Export Portfolio Bulk Change Sl Stafus

Portfolio Overview

Supporting infarmation to be filed

Additional supporting information

| Sup

ing Information

Title

Type

Status

Expires

Core Supporting Information

Personal

Self Declaration Health

Self Declaration Prabity

Personal Development Plan (POP)

GMC

@ continuing professional development (CPD)
@ quality improvement activity (e.9. Audit)
@ significant events

@ Feedback from colleagues

@ Feedback from patient (where applicable)
@ Review of complaints and compliments
Organisation

Job Planning

Management

Research

Teaching

Mandatory training

Clinical Governance

External work

o o o o o o

o o o o o o o




Select type of supporting information from drop down list. Click ‘attach document’. This will take you

into your hard drive just like attaching a file to an email. Find file and select

Upload Supporting Informatio

Seff Declaration Health

‘Selt Declaration Probity

Persanal Development P1an (Current & new ara)
Continuing professional development (CPD)

Documents wij UoeeY pmoveerl aciely (e.g. Aus) ke o> 2uq))-
Significant events.
AT Feedback from colleagues ™ -
Feedtack from patients (where applicatie) —_
Review of COMPEAINIS and COMPAMEnts |

TYPE REFLECTIVE NOTES
HERE

Status of document Puishcs | ~| @
Document vaid from™ 0752014 &
Retennon penos * 10 e e for the next appraisal only

Value of document {opticnal) o 250 00  CPD points

Next Rem

In the big text box type your reflective notes.

Upload Multiple Documents

Click the GMP Mapping bution to review the default filing against the
GMP framework

Do not add any patient identifiable information in documents or
reflective notes

This save icon is for saving reflective notes only - if you want fo save
the attachment then please click on the bultons at the botiom of the
screen

@ 10 remain in my portiolo untl

i}
]

Save & Close.

ERYVTPVIN  Review GMP Mapping

To complete your portfolio click on Health declaration and Probity declaration one at a time and

complete the declarations

Probity Declaration

4d St Search Supporting Information Bulk Change Si Status

Title

"% Health Declaration

Core Supporting Information -~ ®
ety "%\ Probity Declaration
Self Declaration Health 1
Self Declaration Probity 1 ) Concers over patient care
Personal Development Plan (current & new draft) 1 "% 380 Patient feedback
Gmc
© Continuing professional development (CPD) = cPo2012
© Qual nt acti Audit

lity improvemer ity (e.. ) B Por201s

© significant events

© Feedback from colleagues

U Feedback from patients (where applicabie)
 Review of complaints and compliments.

0= 2N ==

,l.g,n
%

Organisation Audit results
Job Planning o
Management o 2 Teaching Guidance
Research 0 = Planning list
Teaching o = St Johns Ambulance
Mandatory training 0

= Research Guidance
Clinical Governance o =
External work 0 2} Training

Bl supporting Information

Type Status Expires. Reflective
Notes.
Self Declaration Health Published EquFie  Delete
Significant events Published EdnFie  Delets
Self Declaration Probity Published EditFile  Delete
Significant events Published EditFile  Delete
Feedback from patients (where  Published EaiFile  Delete
applicable)
C EdwFile Delete
development (CPD)
Personal De Published EGitFile  Delete
(current & new draft)
Unfiled Published EditFile  Delets
from EanFile Delete

improvement activity Published EditFile Delete
(0.9 Audit)
Unfiled Published EditFile  Delete
Unfiled Published EdiFile  Delete
Unfiled Published EditFile  Delete
Unfiled Published EditFile  Delete
Unfiled Published EditFile  Dolete




STEP 4

To start the appraisal process click appraisal in the top bar. If the headings are all green ticks then
you have at least 1 document uploaded to each heading. If not go back to portfolio to fill in any
missing blanks. When happy click Start self-assessment
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