How to create an ePortfolio
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Please use Google Chrome to access your portfolio.
G Other browsers including Microsoft’s Internet Explorer or Edge are not currently compatible.

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, navigate to Ko Awatea LEARN. See image
(right) for guidance. You can use either option highlighted in yellow.

Pamanawa == Heartbeo

OURDHE | FORMS | POLICES & GUIDELINES & DEVELGRMENT PROJEC

Then select the Ko Awatea LEARN elearning logo. Welcome to

LEARN

Alternatively, and if logging in from a home computer, you can use the
following web address: https://koawatealearn.co.nz/

Step 2:
Login using your Ko Awatea username and password.
If you have forgotten your password then please use the “forgotten password” link.

For any other login difficulties please contact the elearning Coordinator for assistance,
training@huttvalleydhb.org.nz including Ko Awatea in the subject title.

Kia ora
Welcome to your Hutt Valley eLearning dashboard

Step 3:
Select the PDRP/ePortfolio button under Quick Links.

Note: If this is the first time you are using the ePortfolio the
next screen will ask you to enrol in the course. Select the enrol
button when prompted.

Step 4:

Welcome to the gateway.

If this is your first time accessing the ePortfolio, we recommend you
read through the guides for completion of an ePortfolio under the vl g vk
heading Creating your ePortfolio. course and 4o just want ta Suickly co2ss Mahara 2nd

your portf. lio ciick on this link

Quick Link To Mahara

To move through the gateway to your ePortfolio homepage please PLEASE NOTE: There are known issues with acosssing
select the link under Quick Link to Mahara on the left of your screen ePortfolies from home or work when using Infemet
as ShOWn in the image (rlght) Explores/ Edge as your browser. Please use Chrome

nstead!
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Step 5: Check you have joined the appropriate group

If you have not yet joined your group(s) please see ePort1: How to get started with ePortfolio, steps 6-8, before

proceeding with this how-to guide.

Step 6: Start creating your portfolio — find the template

The templates for the ePortfolio can be e '” —Hiea 4.
found in your group. Access the group by \yejcome ET——
selecting it from the “My groups” menu o vy et
on the right of the ePortfolio homepage. Q :
ePDRP Instructions i
L E AR N Q = v F =

Step 7:

You should be in the “About” tab as seen in the

HV - Children‘a Ward ~

About 1 ambers Forums Pages sndcollectons Joumsls. Skarm  Repod il

picture (if not please click on it).

About | HY - Children's Ward Group

Step 8:

Next, scroll down the page to find “Collections shared with this
group” choose the collection that represents the PDRP level you
are applying for and click on its title.

The templates are listed in alphabetical order and you may need
to click on page 2 to find the appropriate portfolio template.

Collections shared with this group:

Accomplished EN Portfolio Final

Hutt Valley Administrators

Competent EN

Hutt Valley Administrators

Competent RN Portfolio New 2023

Hutt Valley Administrators

Designated Senior Nurse Portfolio New 2023

Hutt Valley Administrators

Expert RN Portfolio New 2023

Hutt Valley Admini. -ators

<H: -

Step 9:
Note: You must make a copy of this collection. To do this, follow
the steps below.

Select the horizontal 3 dots menu icon on the top right of your
screen, then select “Copy”.

0 Copy

Step 10:
When prompted select “Collection”.
Note: It can take a few minutes to move to the next screen.

M Confirm copying

Pleaca ~hanse which you would like to copy

&= Collection

Please wait and do not refresh your screen. ——

Step 11:

Where it says “Collection name” delete the name
that is prepopulated and enter your own unique
name. We recommend you use the format of
“Your Name - Service/Ward - Level of Portfolio -
Year.

For example:

% Current Test HVDHB Competent RN Portfolio V3 | Edit

collection ©

Collection name *

Collection description

Current Test HVDHB Competent RN Portfolio V3

Competent RN Portiolio
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Step 12:

page and click on “Next: Edit Collection pages”.

Once you have named your ePortfolio scroll to the bottom of this ‘

Choose the competency framewaork that you want to associate w

Next: Edit collection pages

Step 13:

This page allows you to add additional pages to your portfolio. You only
need to add additional pages if you have a role in education, policy,

management or research.
If no additional pages are needed select “Next: Edit
Access” at the bottom of the page.

Next: Edit access Cancel

If you are adding additional pages and need help please see ePort5: How to add or delete additional pages in your

ePortfolio.

Step 14:

This page allows you to share your portfolio with your
manager and your senior/peer assessor(s). However |
recommend that you add content to your portfolio before
sharing, so for the meantime just select “save”.

When you are ready to share your ePortfolio please see
ePort11: How to share your ePortfolio.

L EARN e e s a = v F =

Manager Declaration V1 v.2 | Edit access
Secret URLs

-
Share with others

Advanved opfions

Step 15:

It may take a moment but the next screen will then

Ellie Test Praficient RN Portfolio 2024

be the first page of your portfolio, and look similar to R
that shown in the image (right). Manager Declaration Final v.2
You can also select the “Te Whatu Ora” logo to return

to the home page OR.....

Description

Please click on the gre= . uars below to open up each section.

...to work on your portfolio now, you can navigate
through the pages by using the drop down box or
arrows near the top of the screen.

You must discuss all portfolio applications with the applicant to allow the opportunity to
support, or not support, application for any level of practice. This may be done at the
time of performance appraisal, but should be done before the applicant starts

‘nanager Declaration

As the Manager you are required to endorse and have confidence in the nurse's level of
practice, professional development and delivery of investment through the employment
agreement

Applicant information

Please Upload the Mo

Step 16:

When you next log in to ePortfolio, or from the home page, you

can select your portfolio from the list under My portfolios.

Search for people

Welcome

Welcome to Hutt Valley ePortfolios.

@

ePDRP Instructions.

If you are new to ePortfolio or need some help the ePDRP Instructions link above will provide your with instructions. There are also PDRP

workshops available: please see the Hutt Valley Training Opportunities page. [RICZRICTLEe L I SH IS IS

If you are leaving Hutt Valley you can take your ePortfolio with you but you must export it to a USB device. Please see the how-to guide
(ePort14) via the ePDRP instructions above

For further assistance with your ePortfolio, please contact the Nurse Coordinator Professional Development. [JEZICYEEERE)

e Create o Share @ Engage

Develop your portolio Control your privacy Fing people and join groups.

# Edit dashboard

My portfolios Inbox

Page 3 0of 3



